Invoices — edit an invoice

Summary overview of edit invoice features.

Updated December 17, 2025

Once an invoice or draft invoice has been created, it appears under the invoices column. This process is the same for both
sales and carrier invoices.

¢ Click the invoice ID to open the invoice page and make adjustments.
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< Inv-0198

Customer: Joe Bloggs Transport (Joe's Transport) £ Communication language: English (UK) Customer VAT number: NJA Currency: GBP

v General info

@ Invoice date

(@ Payment term

® Due date

() Exchange rate date

(@ Remarks

We 02/04/2025
30 days after invoice date

Fr 02/05/2025

v Invoice documents and tasks

Invoice
03/04/2025 08:32

® Send invoice
® Mark invoice as paid
(® Send invoice to accounting

Invoice lines

Order
Outstanding tasks

Subtotal excluding VAT

Total VAT

Total

Add documents VvV

Inv-0198.pdf

Add charges v Q

Name Nominal code = Customer reference  Order start Order end

Requested date  Actual date Location  Requested date  Actual date

No Data

Calculation Description VAT %

Location

D History & Print Create invoice

©
® ®
® ®
®
o

Amount

£0 (6}
£0.00

£0.00
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< Inv-0198 L]
Customer: Joe Bloggs Transport (Joe's Transport) 2

v General info

@ Invoice date We 02/04/2025

@ Payment term 30 days after invoice date
@ Due date Fr 02/05/2025
(@ Exchange rate date

@ Remarks R

v Invoice documents and tasks

Invoice
03/04/2025 08:52

Inv-0198.pdf

® Send invoice -
® Mark invoice as paid -

(® Send invoice to accounting -

Invoice lines Add charges V
Order Name Nominal code Customer reference Order start
Outstanding tasks Requested date
Manual charge
i

Subtotal excluding VAT
Total VAT
Total

Actual date

Location

D History & Print

Communication language: English (UK) Customer VAT number: NJA Currency: GBP

® Show detail per line  |Remove/credit selected charge(s) V

Move charges to new invoice

Order end
Requested date

Calculation  Descript

Actual date Location

Move to existing invoice

Manual price

Create credit note

£0.00
£100.00
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Create invoice

[CHCHMONNC]
®

Edit VAT% 12

1. General info: Click into a row to update the details if required.

2.
3.
4.
5.
6.
7.

Add charges: Select to add charges from the order or a standalone charge.

Edit tax %: Select from the dropdown to adjust the tax rate as required.

Add documents: Add documents to support invoices and tasks

Invoice lines: Click into the check box to select the line(s) to update
Remove/credit selected lines: Select the action to perform on the selected charge
Edit details: Click the pencil icon to update specific charge or description details

£ Edited details will not automatically update on the invoice preview. The invoice field will update to show ‘Invoice

outdated’

< IN-25-090009 Rating complete

Customer Customer VAT number  Communication language  Currency
Rolls-Royce (Rolls-Royce plc) £ GB345886022 English (UK)
( Purchase order numbers -
(@ Booking date 30/09/2025
v Invoice documents and tasks Add documents V'
. Charge Validation - Rating complete
08/10/2025 18:11 - No, because there are no charges with a zero value on this invoice.

Invoice outdated -

IN-25-090009.pdf
08/10/2025 18:12

Vaiting for completion of

Generate invoi

e as paic Jaiting for completion of Generate invoice pd

jaiting for completion of Generate invoice pd

v Comments (1) 1 unresolved Add comment

arynne@qargo.com This is an invoice comment added to IN-25-

Claims
Created on We 03/12 20:27 090009
o ® Show detail per line
Invoice lines Add charges VvV 5 N
Edit VAT% 12
Order Name Nominal code Cu: VAT %

Outstanding tasks

MY20250277 Has Reference
Teate Tabel [+

Subtotal excluding VAT

Transport charge-1 © Transport charge gs. VAT 20%
on

Total VAT

Total

I

2

Edit

Close preview

Retrigger

ahgargo.trail

Amount

£350

£350
£70.00

£420.00

IS

I

AR D History & Print

Create invoice

IN-25-090009.pdf & L %
08/10/2025 18:12
1By O @ O C
»
”
123 Somewhere Street
London WC2B 4HN, GB Rolls-Royce plc
Kings Place
VAT number: 90 York Way
London N1 9FX, GB
INVOICE
invoice Date Due date VAT number customer
IN-25-090009 3010912025 30/10/2025 GB345886022
Date Description  From-to Customer reference number Amount
30/09/2025 MY20250277  Stellantis UK Parts Distribution 28358475937
Centre Ellesmere Port GB-CH65
1BR -> Solstice Park Amesbury
GB-SP47SQ
Transport charge | 350.00
Subtotal excl. VAT: GBP 350.00
VAT 20%: GBP 70.00
Total: GBP 420.00
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e Click the menu to the right of the row.
¢ Select the ‘Retrigger’ option and refresh the page.
e The invoice preview will update to reflect the changes made to the invoice.

= After any changes to an invoice, the invoice must be updated using the ‘Retrigger’ option.
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