Invoices: create a contract carrier billing proposal from a spreadsheet.

Learn how to create billing proposals from contract carrier spreadsheets in Qargo by pasting data, matching loads and
charges, validating results, and converting proposals into carrier invoices.
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Introduction

Managing carrier invoices from contract carriers efficiently is vital in transportation operations. Qargo offers flexible options
for handling these invoices, whether they arrive as spreadsheets containing charges and costs or as more traditional invoice
files. This article explains how to process information and generate a billing proposal using spreadsheet data.

A common use case for this feature is when contract carriers submit large volumes of charges in a spreadsheet.
Transportation companies then need to quickly reconcile, validate, and convert these charges into official carrier invoices in
Qargo.

Key terminology

e Carrier invoice: An invoice received from a supplier or contract carrier requesting payment for goods or services
provided.

¢ Billing proposal: A preliminary document summarizing charges and loads, which can be reviewed, modified, and
converted into a carrier invoice.

e Spreadsheet template: A predefined table format provided by Qargo, into which contract carrier charges are pasted for
reconciliation.

e Reference number/load reference: A unique identifier for each transportation job or load, used to match contract
carrier charges with orders in Qargo.
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¢ Scan and match: The Qargo feature for matching spreadsheet data to existing records using specified columns (such as
reference number and charge amount).

¢ Self-bill: An automated invoice generated and sent to a contract carrier, often used when the company prepares
invoices on the supplier's behalf.

Summary overview

For carrier invoices, the “Upload spreadsheet” flow works as a paste-into-the-grid flow, rather than an actual upload of a
.csv/xlsx file

Steps

1. Go to Carrier invoices and start creating a new draft billing proposal.

2. Choose the option to upload spreadsheet / add data from spreadsheet.

3. In the supplier's spreadsheet, select the table range (including headers) and copy it.
4. Click in the template grid in Qargo and paste (Ctrl/Cmd + V).

5. Select the columns Qargo should use for matching, at minimum:

o the job/order reference column, and
o the charge/cost amount column

6. Review the matches and resolve any unmatched lines.
7. Save the billing proposal.

Good to know

¢ The minimum required info for matching is “job reference + charges/costs”.
¢ Avoid empty lines in the pasted data, as they can cause issues when saving.

Workflow steps

1. Navigate to carrier invoices Go to the main menu and select Invoices > Carrier invoice.
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Orders  Planning  Stops  Trips  Invoices  Dashboard ~ Companies  Resources Rates  Configuration

Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices @) Purchase credit notes Invoice exports
® | Q @ Export V. & Print Quick actions vV Create purchase invoice
Al Draftbilling proposal  Billing proposal Invoiced Invoice posted
Invoice nr Purchase invoice number Company Invoice date Due date Payment status Documents Docume

- CEED
S;'N,"SZ.‘}SH "3 1233A Arynnes Playground 24/06/2025 Unpaid (overdue)

Bill-0040

e A (1) TWEH-101 TWE Haulage Ltd 08/04/2025 08/05/2025 Paid
ll- Invoiced

E:Hﬁoj‘?m FLH-032825 First Load Hauling 28/03/2025 27/04/2025 Paid £900

Bill-0038

Crenie saon[(12) FLH-27 First Load Hauling 27/03/2025 26/04/2025 Paid £300

Bill-0037
STl SC1-Purlnv001 First Load Hauling 28/01/2025 27/02/2025 Paid £300

Bill-0034

Create selfbill (+2)
Bill-0030 (]

e et 123-abc First Load Hauling 26/03/2025 25/04/2025 Paid £200
il-0026 (REREED

s 0r-0179 First Load Hauling 25/01/2025 24/02/2025 Paid E £150

999001 First Load Hauling 25/01/2025 24/02/2025 Paid £450

Bill-0025

Send selbil (+1) POFerries-1 First Load Hauling 25/01/2025 24/02/2025 Paid £150
S:n:()s%%gu # POFerriesBV-3 P&O North Sea Ferries BV 14/01/2025 13/02/2025 Paid £213
o022, °i°°" POFerriesBV-1 P&O North Sea Ferries BV 14/01/2025 13/02/2025 Paid £538
S;E(Sﬁ:.“ 112233A PO Ferries 01/01/2025 31/01/2025 Paid £550

11- -
S;m"iﬁj” °":°d First Load Hauling 01/01/2025 31/01/2025 Paid Draft billing proposal £158
Bill-0019 Draft billing proposal

112233A First Load Hauling 01/01/2025 31/01/2025 paid £550
Send salfbill (+1)

Showing 20 out of 25 invoices 2 > 20/ page

Orders  Planning  Stops  Trips  Invoices  Dashboard  Companies  Resources

& Create purchase invoice

Purchase invoice status Documents V)

Draft billing proposal Invoiced Upload only invoice Upload invoice + POD

General details

Purchase invoice number (*) Company () Currency
GBP
Invoice date Payment term (*) Booking date
19/01/2026 30 days after invoice date
Due date Exchange rate date
Document subtotal excluding VAT Document VAT amount

Cancel m

3. Obtain and prepare the spreadsheet template When prompted, copy the contract carrier charge data into the
provided spreadsheet template. Either entire tables or specific rows can be copied, depending on the data structure.
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Orders  Plan Stops  Trips  Invoices  Dashboard  Companies  Resources

<& Create purchase invoice

Purchase invoice status Documents

Rescan spreadsheet
Draft billing proposal Invoiced

Only show relevant columns

General details

A ) © D E F G H
Purchase invoice number (*) Company (*) Currency o
GBP 1
2
Invoice date Payment term (%) Booking date 5
19/01/2026
4
Due date Exchange rate date 5
E 6
Document sublotal excluding VAT Document VAT amount 7
8
9
10
Configuration details 1
12
Reference column (%) o
Is the first row a header row? o«
14
Charge amount column (¥ 6
16
17
18
19
v
Legend: [l Amount or reference column Header row Not recognized item  [Jl] Detected and matched item

Detected item without match in Qargo  [JJl] setected item [l Aiready invoiced item

Cancel m ‘

4. Specify the data structure Indicate whether the first row is a header by turning on the relevant toggle. This helps the
system handle columns correctly during scanning.

S — P— Y LY

& Create purchase invoice

Purchase invoice status Documents

Rescan spreadsheet
Draft billing proposal Invoiced

Only show relevant columns

General details

A B c D E F
T e e 0  CustomerID  Customer tracking number Vehicle number Trip reference Consignment Commo
GBP 1 Scottish Power MY20250320 AP1 Trip-0791 1 1
2 Scottish Power MY20250319 AP2 Trip-0790 1 1
Invoice date Payment term (*) Booking date
3 Scottish Power MY20250318 AP1 Trip-0789 1 1
19/01/2026
4 Scottish Power MY20250317 AP1 Trip-0788 1 1
Busdats Exchange rate date 5 Scottish Power MY20250316 AP2 Trip-0787 1 1
= 6  Scottish Power MY20250315 AP2 Trip-0786 a 1
Document subtotal excluding VAT Document VAT amount 7 Scottish Power MY20250314 AP1 Trip-0785 1 1
8
9
10
Configuration details 1
12
Reference column (%) 5
Is the first row a header row? o
X 14
Charge amount column (*) 15
16
17
18
19
Logend: [l Amount or reference column | Headerrow | | Not recognized item [l Detected and matched item

Detected item without match in Qargo [l sefected item [l Arready invoiced item

Cancel | [EE .

5. Identify the matching criteria Select the columns that contain the reference number (for example, Load reference) and
the charge amount. These are used to match spreadsheet lines to jobs in Qargo.
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Orders  Planning  Stops  Trips  Invoices  Dashboard ~ Companies  Resources ocations  Rates  Configuration

<& Create purchase invoice

Purchase invoice status Documents

Rescan spreadsheet
Draft billing proposal Invoiced

Only show relevant columns

General details

A B @ D E F
e e e 0  CustomerID  Customer tracking number Vehicle number Trip reference Consignment Commo
GBP 1 Scottish Power MY20250320 AP Trip-0791 1 1
2 Scottish Power MY20250319 AP2 Trip-0790 1 1
Invoice date. Payment term (%) Baoking date
3 Scottish Power MY20250318 AP1 Trip-0789 1 1
19/01/2026
4 Scottish Power MY20250317 AP Trip-0788 1 1
Buaats Exchange rate date 5 Scottish Power MY20250316 AP2 Trip-0787 1 1
E 6  Scottish Power MY20250315 AP2 Trip-0786 1 1
Document subtotal excluding VAT Document VAT amount 7 Scottish Power MY20250314 AP Trip-0785 1 1
8
9
10
Configuration details 1
12
Reference column (*)
13
Is the first row a header row? o©
4 14
Charge amount column (*) A: Customer ID 15
16
B: Customer tracking number
17
C: Vehicle number 18
D: Trip refereg 19
E: Consignment
F: Commodities
G: Total v
Legend: [l Amount orreference column | Headerrow | |Not recognized tem [ Detected and matched item

H: Customer ID
Detected item without match in Qargo [l sefected tem [l Aready invoiced item

Cancel ‘

Planning Stops Trips. Invoices shboard Companies Resources ocations Rates Configurati

& Create purchase invoice

Purchase invoice status Documents

Rescan spreadsheet
Draft billing proposal Invoiced

Only show relevant columns

General details

E G H I J K
Purchase invoice number (%) Company (' Currency 0 Commodities Total \  CustomerID  Customer tracking number Vehicle number Trip refere
GBP 1 1 200 Scottish Power MY20250320 AP1 Trip-0791
2 1 200 Scottish Power MY20250319 AP2 Trip-0790
e e Foymenttem () Soeknocate 3 1 200 Scottish Power MY20250318 AP1 Trip-0789
19/01/2026
a1 200 Scottish Power MY20250317 AP1 Trip-0788
Buadae ERl B 5 1 200 Scottish Power MY20250316 AP2 Trip-0787
6 1 200 Scottish Power MY20250315 AP2 Trip-0786
Document subtotal excluding VAT Document VAT amount 7 1 200 Scottish Power MY20250314 AP1 Trip-0785
8
9
10
Configuration details 1
12
Reference column (*) 5
Is the first row a header row? @ D Trip reference
14
Charge amount column (' 15
[ ] 0
A: Customer ID 7
18
B: Customer tracking number Ty
C: Vehicle number
D: Trip reference
E: Consignment -
F: Commodities Legend: [l Amount or reference column Header row Not recognized item [ Detected and matched item
G: Total Detected item without match in Qargo [l setected item [l Atready invoiced item

H: Customer ID
Cancel

6. Filter relevant columns Use the toggle to show only the necessary columns for easier validation.
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Orders  Planning  Stops  Trips  Invoices  Dashboard ~ Companies  Resources ocations  Rates  Configuration

<& Create purchase invoice

Purchase invoice status Documents

Rescan spreadsheet
Draft billing proposal Invoiced

Only show relevant column

General details F m H I J K

e T e e 0 Commodities Total Customer ID  Customer tracking number  Vehicle number  Trip refere
GBP 1 1 200 Scottish Power MY20250320 AP1 Trip-0791
2 1 200 Scottish Power MY20250319 AP2 Trip-0790
Invoice date Payment term (*) Booking date
190112026 3 1 200 Scottish Power MY20250318 AP1 Trip-0789
4 1 200 Scottish Power MY20250317 AP1 Trip-0788
Busdats Exchange rate date 5 1 200 Scottish Power MY20250316 AP2 Trip-0787
E 6 1 200 Scottish Power MY20250315 AP2 Trip-0786
Document subtotal excluding VAT Document VAT amount 7 1 200 Scottish Power MY20250314 AP Trip-0785
8
9
10
Configuration details 1
12
Reference column ()
Is the first row a header row? @  D: Trip reference 12
Charge amount column (* 15
{ G: Total 16
17
18
19
Legend: [l Amount or reference column  Header row | Not recognized item [} Detected and matched item

Detected it without match in Gargo [l selected item [l Aeacy nvoiced item

Cancel ‘

7. Complete the required details Fill in the additional fields marked as required, such as payment terms, purchase
reference, and company.

RGO Orders Planning Stops Trips. Invoices Dashboard Companies Resources ocations Rates Configuration Arynnes E

=1 @0 ()

& Create purchase invoice

Purchase invoice status Documents

Rescan spreadsheet
Draft billing proposal Invoiced

Only show relevant columns @D

Generaldetaie o @ o @&

0 Tripreference  Total

Purchase invoics number (% Company () Currency
GBP 1 Trip-0791 200
2 Trip-0790 200
Invoice date ¢ Booking date
19/01/2026 ’V 7 days after invoice date 3 Trip-0789 200
a Trip-0788 200
Due date Exchange rate date 5 [Trp-0787 200
B 6  Trip-0786 200
Document subtotal excluding VAT Document VAT amount 7 Trip-0785 200
8
9
10
Configuration details AN 1
<‘ *,,/ 12
— Reference colun ()
Is the first row a header row? o D: Trip reference j‘i
Charge amount column (*) 15
G: Total 16
17
18
19
v
Logend: [l Amount or reforence column  Headerrow  Not recognized item [l Detected and matched item
Detected item without match in Qargo [l Selected item [l Aready invoiced item
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Orders  Planning  Stops  Trips  Invoices  Dashboard ~ Companies  Resources Rates  Configuration

<& Create purchase invoice

Purchase invoice status Documents

Rescan spreadsheet
‘ Draft billing proposal Invoiced

Only show relevant columns @D

Generaldeta o @ o &

Purchase © Company (* Currency O UiDEEEED |k
{ 1 GBP 1 Trip-0791 200
2 Trip-0790 200
Invoice date Payment term (%) Booking date
3 Trip-0789 200
19/01/2026 7 days after invoice date
a4 Trip-0788 200
Due date Exchange rate date 5 Trip-0787 200
& 6 Trip-0786 200
Document subtotal excluding VAT Document VAT amount 7 Trip-0785 200
8
9
10
Configuration details 1
12
Reference column (%) )
Is the first row a header row? @  D:Tripreference
14
Charge amount column (* 15
G: Total 16
17
18
19
Legend: [l Amount or reference column Header row Not recognized item [ Detected and matched item
Detected item without match in Qargo [l selected item [l Aiready invoiced item
RGO Orders Planning Stops Trips Invoices shboard Companies Resources Rates Configuration Arynnes ﬁ@gc e
& Create purchase invoice
Purchase invoice status Documents

Draft billing proposal

Rescan spreadsheet
‘ Invoiced

Only show relevant columns @D

Generaldetals o @ o &

0 Tripreference  Total

Purchase invoice number (%) Company (* Currency
TST_0%a [ ‘ GBP 1 Trip-0791 200
= Trip-0790 200
splanaden 50, DK Copenhagen Trip-0788 200
Duedats P&O North Sea Ferries BV Trip-0787 200
& P & O Ferries Administrative Offices, GB-CT17 9TJ Dover Trip-0786 200
Document sublotal excluding VAT PRO Ferries == Trip-0785 200
Channel House, Channel View Road, GB-CT17 9TJ Dover
Eurotunnel
Ashford Road, GB Folkestone
Configuration details
Arynnes Empty
123 Somewhere Street, GB Banbury
Is the first row a header row? @ | D:Trip reference 1’:
Charge amount column () 15
G: Total 6
17
18
19
v
Legend: [l Amount or reference column Header row Not recognized item  [JJ]| Detected and matched item

Detected item without match in Gargo [l selected item [l Aveacy nvoiced item

Cancel Save

8. Validate matches and create the billing proposal Review how Qargo matches the spreadsheet data with its records,
shown in a matching summary. Confirm and save to create a draft billing proposal.
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Orders  Planning  Stops  Trips  Invoices  Dashboard ~ Companies  Resources ocations ~ Rates  Configura

The form has been pre-filled with values

7’
& Create purchase invoice from the document.

Purchase invoice status Documents

Do not show again

Draft billing proposal

Rescan spreadsneet
Invoiced

Only show relevant columns @D

Generaldetale o @ o &

Purchase invoice number (*) Company (* Currency 0 Ul bl il
TST_01a ’Vv\rynnes playaround (3 (9 (3 (4 (4 ‘ GBP @1 Tip-0791 200
Invoice date- Payment term (*) Booking date 9 2 Trip-0790 200
19/01/2026 30 days after invoice date gi 1’“"2:: ;ZZ
Tip-
Due date Exchange rate date @ mp,my o
®s6  Trip-0786 200
Document subtotal excluding VAT Document VAT amount @7  Trip-0785 200
{1400 8
9
10
Configuration details 1
12
Reference column () 18
Is the first row a header row? @ O Trip reference M
Charge amount column (*) 15
G: Total o
17
18
Matching summary O 19
7 out of 7 rows matched
Number of orders detected: 7
Total amount detected: £1,400
v
Legend: [l Amount o rference column | Headerraw || Notrecognized tem [l Detected and matched item

Detected tem without match in Gargo [l Selected item [l Aeacy nvoiced item

9. Review and adjust Check that all loads and charges are correct. Add any missing charges if needed, then finalize the
draft.

10. Take next actions From the draft proposal, actions such as creating a self-bill, uploading invoice documents, or sending
the proposal for approval can be performed.

P
QAR Orders Planning Stops ips Invoices Dashboard Companies Resources ocations Rates Configuration Arynnes E. i) (C] ° 6
< Bill-0053 D History Customise | Create purchase invoice
VAT number language  Currency  Documents linked
Arynnes Playground £ N/A English
> General info
v Bill documents and tasks Add documents VvV
® Create selfbill - N ®
(® Upload purchase invoice - <
nd sel ting i e s¢ ® ®
v Comments Add comment
No comments
v Estimated costs Add charges V/ ® Show detail per line Edit VAT%
Trip " From To
Name Linked order Nominal code POD VAT % Amount
Outstanding tasks Requested date  Actual date Location Requested date  Actual date Location
Trip-0785 || No Seal Transport charge © Fr19/12/2025 Fr 19/12/2025 Stellantis UK Parts Distribution ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize Norton - Visitor Waiti... 0
m BCTTEST (+3) (20250314 ) Transportcost 7o 1S g GB-CHBS 18R Ellesmere Port 12113 68-0X18 3TS Brize Norton g VAT 20% £100 2
m No Seal Transport charge ® ﬁ Fr19/12/2025 Fr 19/12/2025 Stellantis UK Parts Distribution ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize Norton - Visitor Waiti... u
ontac! 3) REENESINE)) Transport cost 07:00-23:008 07:00 GB-CH66 1BR Ellesmere Port 12:13 GB-OX18 3TS Brize Norton Ol VAT 20% €100 ﬁ
Trip-0786 || No Seal Transport charge © Fr19/12/2025 Fr 19/12/2025 Stellantis UK Parts Distribution ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize Norton - Visitor Waiti... o
) (Mv20250215) Transport cost 7 ool ™ o700 1238 O/ VAT 20% €00 2
Trip-0786 || No Seal Transport charge ® [ ] Fr19/12/2025 Fr 19/12/2025 Stellantis UK Parts Distribution ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize Norton - Visitor Waiti... o
Contact Test (+3) MY20260315 ] Transport cost 07:00-23:008 07:00 GB-CH65 1BR Ellesmere Port 12:35 GB-OX18 3TS Brize Norton O/ VAT 20% £100 ﬁ
Bl O N avwrovsseoen Stellantis UK Parts Distribution ... RAF Brize Norton - Visitor Waiti...
HNoseal Transport charge © (Trooeiare) 1roneport cost T 19/1212025 Fr 19/12/2025 i istributi Fr19/12/2025 Fr 19/12/2025 i i oo O v 208 A 2
oTac +3) (1av20250316 ] 07:00-23008  07:00 GB-CHB5 18R Ellesmere Port 1235 0B-0X18 3TS Brize Norton
Trip-0787 || No Seal Transport charge ® (o> Fr19/12/2025 Fr 19/12/2025 Stellantis UK Parts Distribution ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize Norton - Visitor Waiti.. o
Trip-0788 || No Seal Transport charge © _ Fr19/12/2025 Fr 19/12/2025 Stellantis UK Parts Distribution ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize Norton - Visitor Waiti.. 0
Contact Test (+3) pMyz02R0Sd) Transport cost 07:00-23:008 07:00 GB-CH65 1BR Ellesmere Port 12:35 GB-OX18 3TS Brize Norton 01/ VAT 20% £100 2
F-Tr\ 0788 | No Seal Transport charge © Fr19/12/2025 Fr 19/12/2025 Stellantis UK Parts Distribution ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize Norton - Visitor Waiti... o
ontact +3) QSRR Transport cost 07:00-23:008 07:00 GB-CH65 1BR Ellesmere Port 12:36 GB-OX18 3TS Brize Norton O/} VAT 20% £100
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1. Convert to invoice When ready, convert the billing proposal into a carrier invoice. Supporting documents can also be
uploaded and attached to the invoice.

< Bill-0045

Subcontractor VAT number  Communication language

Subcontractor

Arynnes Playground 2 NJA

v General info

@ Purchase invoice number
(@ Invoice date

(O Payment term

@ Due date

( Exchange rate date

(D Purchase order numbers

@ Booking date

v Bill documents and tasks

Draft billing proposal

English

Tu 24/06/2025

30 days after invoice date

Th 24/07/2025

24/06/2025

Add documents vV

Bill-0045.pdf

Currency  Documents linked

GBP 0/0

D History

3 Customise

29/09/2025 09:01 &
(P)_Send selfbill
(® Upload purchase invoice
Waiting for completion of Upload purchase invoice

Mark purchase invoice as paid

Post purchase invoice Waiting for completion of Upload purchase invoice

v Comments Add comment

Handling a charge discrepancy

¢ A charge discrepancy is shown on the individual row.

o An alert shows the amount of the discrepancy between the system and the submitted document.

Accept the amount on document as charge amount for single

charge orders?

Trip
Outstanding tasks

@ (0766

end booking request (+1)
© (0764

end booking request (+1)
© (Trip-0762

end booking request (+1)
O (rip-0760

end booking request (+1)

Subtotal excluding VAT

Name

Transport charge

Transport charge

Transport charge

Transport charge

e Click the copy icon to copy the charge submitted on the document

¢ Click the discrepancy icon to create the discrepancy against the document.

Invoices: create a contract carrier billing proposal from a spreadsheet. | Qargo Help Center - https://help.qargo.com/us/articles/529676-invoices-create-a-contract-

carrier-billing-proposal-from-a-spreadsheet

Create purchase invoice

Y

2 0

[} B
Accept and create dispute charge Accept X
Nomina VAT % Differenc Amount
VAT 20% [ -£25 Bl 195
B+ £150 £0
|+ £100 £0
B +s170 £0
——> H:195

9/10



¢ A subtotal/total discrepancy is shown for the full amount available.
e The ‘Accept’ option automatically copies over the charges submitted by the contract carrier.
o Use this option when the cost value is O.
e When a charge does not match, use the ‘Create dispute charge’ option to keep the original charge amount.

o The disputed value is separated out for validation.

» https://www.loom.com/embed/32197¢7152a84300a41e29d8110aca’5f

Additional use case examples

e A carrier receives a consolidated end-of-month spreadsheet from a contract carrier covering dozens of individual loads.
With the scan and match feature, all loads are checked against Qargo orders. This ensures there are no missing or
duplicate charges before the carrier invoice is confirmed.

¢ A finance team processes a contract carrier’'s emailed spreadsheet with custom rates and surcharges. The team quickly
pastes this data into the Qargo template, uses the matching summary to validate charges, and then attaches the
scanned supplier invoice directly for audit purposes.

¢ When a contract carrier submits an incorrect invoice, operations staff first create a billing proposal to review and correct
the amounts before moving to formal billing. This reduces disputes and improves payment timing.

This structured workflow in Qargo streamlines carrier invoice handling, reduces the risk of manual errors, and speeds up
payment cycles with contract carriers.
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