Invoices: charge status approval workflows

Qargo charge statuses: Approval to request, Approval requested, Invoice externally. Enhanced approval workflow for the

customer portal.

Updated July 10, 2026

There are 3 statuses for charges.

e Approval to request: creates the charge with the ‘Request approval’ label on the charge in the detail view. The charge is

not visible on the customer portal.

e Approval requested: creates the charge with the ‘To approve’ label on the charge. The charge is visible in the customer

portal (when enabled).

¢ Invoice externally: creates the charge with the ‘Invoiced externally’ label. The charge is omitted from the final invoice.
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The charge status can be added:

e On the charge in the rate card, under the ‘Invoice process’ field. This always applies when the charge is added to the

order.
e On the charge when adding it to the order, under the ‘Status’ field.

Invoices: charge status approval workflows | Qargo Help Center - https://help.qargo.com/us/articles/374713-invoices-charge-status-approval-workflows

1/6



New charge status flow

Request approval

L

v

To approve

Rejected internally

%

Rejected

Approved To invoice
J L
-
Invoiced Don't invoice Invoiced externally

Charges that do not require approval:

e Start in the status ‘To invoice’

¢ Processing the invoice allows for the following options:

o Invoiced
o Don't invoice

o Invoiced externally (new)

Invoiced externally status

Use for charges that should not be invoiced in Qargo but will be invoiced externally.

¢ The charge will not be included in the invoice created in Qargo, but it will be taken into account for revenue and

profitability.
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Charges that require approval

Charges that always require customer approval can be configured to start in an approval status.

Configuring the start status of a charge on rate cards and cost calculations.

On rate cards and cost calculation cards, when editing a charge, it is possible to define the status of that charge upon order

creation.
QARGO Quo§ X Edit price
< Default (Goods) .
Tran: o vaidfrom Currency  Use price listfor all custor
Go We 11/09/2024 ¢  GBP Yes Name Code-
DEfault

General info

Name (+)

Default (Goods)

Always addi o ordor

Always add to order

Charge template

Bilto

Always invoice (also if price is 0)

Approval request sent to customer

. Invoice outside of Qargo
Prices ks

Only invoice if price # 0

Request approval to customer

Name Code
> Per billing entity configuration

Transport charge Transport

DEfault

Valid on any date + Add collection

Validity

Orders with this price list Vald from (inclucing) Valid untl including)

Recalculate price if order changes  DON'T recaleulate price if order

First nan-zero calculation
Use first non-zero calculation amount (1)

Q Last 90 days + future

) Route

Price calculation
Outstanding tasks

Calculation 1 v
Add deseription

Apply per (1) price per unit (%)

Resourees
MY20260002 (TR

Ready to inveice (+1) B ARYNNE_1

Method

Per order 10

+ Add condition

© Learn more about calculations

Add calculation

Fixedamount v 3

Request approval by customer

e Charges on new orders are set to the status Request approval.
e The tenant user approves / rejects the charge to show it to the customer for approval.
e Hover over the tag and click ‘approve’; this moves the status to ‘To approve’.

Invoices: charge status approval workflows | Qargo Help Center - https://help.qargo.com/us/articles/374713-invoices-charge-status-approval-workflows

Cancel | [N °

3/6



Request approval

L

~

To approve

Rejected internally

Awaiting approval by customer

e Charges on new orders are set to the status To approve.

e Charges are visible to customer portal users for approval (when enabled).
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e Charges that still require customer approval are not yet taken into account in the revenue and profitability calculation.
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R
k.’ QARGO Orders Planning Stops Trips Invoices Dashboard Customers Resources

< Quote-25-070001 ([EI

Customer: BARRY'S TOFFEE £ VAT number: - Created by: arynne@qargo.com Order creation date: Tu 29/07/2025 Transport service: Goods

Customer price: Test3 £ VAT:VAT20% 2 Recalculate price if order changes
v Order revenue Add charge Recalculate
Name VAT Calculation Amount
Automatically calculated 8,
Transport charge © VAT 20% £390.00 Y4
390 GBP
v 0) Automatically calculated 8¢
White Glove (U VAT 20% € . . P £25-60 2
To approve &) &) . . 25 GBP
Total price £390.00

= Where charge visibility is enabled in the customer portal, users can approve or reject charges.

¢ |f the customer approves the charge, it moves to the ‘To invoice’ status.
¢ If the customer rejects the charge, it moves to zero charges.

You are currently viewing the application with the Custemer role. Back to Qargo admin

are enabled on a d tenant.
2 0arG0 Dashboard Orders Locations  Configuration Arynnes Empty
D oo | s g we o > & s
All To plan Planned In transit Delivered Invoiced Cancelled
Order start Trips Route Transport service Order end POD/CMR Cargo Collect | Del... Customer Re

D .
Requested date  Location Resources Extras Requested date  Location Total

v

Logend: [Topin [Piamved [iintransit [ Atstop [ Comploted

ttpsy//app.qarg

¢ Click the info icon to see who rejected the charge and the reason they provided.
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Order creation date: Mo 12/05/2025 Transport service: Goods Created using templat

+ Order revenue

Name Calculation

Automatically calculated 8,

Transport charge

White Glove

Rejected '.'__:&

@& -1zero charge

Learn more

Total price

Rejected by:
Rejected at:

Manual price

arynne@qargo.com
We 30/07 11:43

Rejected because: Mot today thank you.

e The status flow is not automated. This means it is possible to go from almost any status to almost any other status.

o In the status flow chart, if the current status is ‘Request approval’, the intended next step is either ‘To approve’ or

‘Rejected internally’.

o Itis also possible to change the status from ‘Request approval’ to ‘Approved’ immediately.

e The price of a charge in the Invoiced externally status is not locked. This means that when something changes on the
order, the price can still change.

Charge statuses table

Status Visible in Shown in Description
customer revenue and
portal profitability
Do not invoice X )4 Charge that should not be invoiced
Customer approval needs to be X X Charge that needs to be approvedjverified internally before being requested to the customer
requested
Awaiting customer approval X Requested to the customer so waiting for approval
Rejected internally X X Tenant has rejected the charge internally
Rejected by customer X Customer has rejected the charge, once the customer rejects a charge it will be hidden.
Approved Customer has approved the charge so it can be invoiced
To invoice Charge that was automatically invoiced
Invoiced outside of Qargo Charge that is invoiced outside of Qargo but should be kept in the revenues
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