Invoices: create custom views on invoices and credit memos

Create, save, and switch between custom views on invoice and credit memo tabs, with saved filters and column settings, just
like order views.

Updated October 1, 2026

Introduction

e What s this feature?

o Custom views are now available on every tab of the Invoices page. These views allow filters and column settings to be
saved and reused. They work the same way as the existing custom views on the Orders tab.

¢ Why was it introduced?

o There was no way to save filter configurations on invoice or credit memo screens. Accounting and admin teams had to
reapply filters manually each time the page was opened — for example, filtering by “Paid” or “Unpaid” status. This
feature removes that repetitive step and streamlines daily invoice management workflows.

e How does it work?

o Custom views can be created, saved, and switched between on each invoice and credit memo tab. Filters, column
visibility, and column order are all preserved within each view. Views can also be shared with other users when a super
admin user shares them.

o A new “filter by status” column filter has also been added to the Sales invoices and Carrier invoices tabs.

Terminology
Term Definition
Custom view A saved combination of filters and column settings on a list tab, allowing quick access to a specific data
configuration
Sales invoice An invoice issued to a customer for services or goods delivered
Carrier invoice An invoice received from a supplier or contract carrier for costs incurred
Credit memo A document issued to adjust or correct a previously issued sales invoice
Carrier credit A document received from a supplier to adjust or correct a previously issued carrier invoice
memo
Column settings The configuration of which columns are visible and in what order they appear in a list view

Available tabs with custom views
Custom views are supported on four separate tabs within the billing section:

1. Sales invoices — manage views for outgoing invoices
2. Carrier invoices — manage views for incoming supplier invoices
3. Credit memos — manage views for sales credit adjustments
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4. Carrier credit memos — manage views for purchase credit adjustments

5. Orders to invoice — manage views for orders and charges awaiting billing

6. Loads to bill — manage views for load costs awaiting a carrier invoice

7. Upload carrier invoices — manage views for supplier invoices scanned in through document upload

Each tab keeps its own independent set of views. Invoice views are not shared with carrier invoice views, and credit memo
views are not shared with carrier credit memo views.

Creating a custom view

Step 1: Apply filters and column settings

1. Navigate to the desired tab on the Invoices page.

2. Apply the desired filters using the column filter options. For example, filter the Sales invoices tab by a specific status
such as “Paid” or “Unpaid.”

3. Adjust column visibility and order as needed by configuring the column settings.

Orders Planning  Stops  Trips  Invoices Dashboard Companies  Resources Locations ~ Rates  Configuration Arynnes Playg...

Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices Purchase credit notes Invoice exports
= Q Vi [ Export V & Print Quick ac
,/
All Draft invoice Invoiced Invoice posted + View V4
(4
Invoice nr Customer Invoice date Due date Payment status b Documents Amount (excl. VAT)
17,7126
Inv-0203
o e (5 Balfour Beatty 21/10/2025 Close X £791
Inv-0202 i
v WWCEW Arynnes Empty 23/09/2025 Filter by payment status £118
Is
Inv-draft-0096
Generate invoice pdf (+3) Golden Bake 15/04/2025 15/0! 0 £0
(Unpaid (overdue))
Inv-0201 PAID
n wynd Warburtons Bakery New Customer 14/04/2025 14/05/2025 - £431.72
ai

- PAID
EARERRl [nwoce poste Warburtons Bakery New Customer 13/04/2025 13/05/2025 £706.34

- PAID ;
0199 WAL Crest Nicholson - Whitehouse Park 02/04/2025 02/05/2025 Paid (Tinvoice ) £0
Inv-0198 PAID
o MR Joe Bloggs Transport 02/04/2025 02/05/2025 Paid ((invoice ] £100
Inv-draft-0090 ) .
o invotea it P2 Crest Nicholson - Sketchley Gardens 01/04/2025 Unpaid (overdue) (‘oraft billing proposal | £3,954.57
Inv-0197 PAID ( \
o USRS Kuehne+Nagel 20/03/2025 19/04/2025 Paid (‘Invoice £678

- PAID (ivoica)
o SRS Kuehne+Nagel 20/03/2025 19/04/2025 Paid (nvoice ] £0

Step 2: Save the view
1. Enter a descriptive name for the view (e.g., “Unpaid invoices” or “Q1 carrier invoices”).

2. Click the save view option to store the current filter and column configuration.

The new view now appears in the views dropdown and can be accessed at any time.

Step 3: Switch between views

1. Open the views selector at the top of the invoice or credit memo list.
2. Select the desired saved view from the dropdown.
3. The list immediately updates to reflect the saved filters and column settings.
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Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchaseinvoices  Upload purchase invoices  Purchase creditnotes  Invoice exports @
Boomy  @m  wkim v
Al Draftinvoice  Invoiced Invoice posted X Cancel [3) Create view
Invice nr iy Gustomer invoice date Due date Payment status Documents. Amount (excl. VAT) Amount VAT
17,7128
Iv-0203 —
0203 WITIEED Balfour Beatty 2111012025 Unpaid (overdue) [ invoice £791 £0
‘s’;‘:ffﬁi, Arynnes Empty 23/09/2025 Unpaid {overdue) invoice | £115 £20.75
e Golden Bake 15/04/2025 15/05/2025 Paid £0 £0
PAID n
Warburtons Bakery New Customer 14/04/2025 14/05/2025 Paid invoice £431.72 £86.34
PAID —
Warburtons Bakery New Customer 13/0812025 13/05/2025 Paid invoice | £706.34 £141.27
PAID \
st 2 Crest Nicholsan - Whitehouse Park 02/04/2025 02/05/2025 Paid invoice €0 £0
‘s:';f;iig = D Joe Bloggs Transport 02/04/2025 02/05/2025 Paid [ iovoice | £100 £0
Crest Nicholson - Sketchley Gardens 01/04/2025 Unpaid (overdue) Dratt billing proposal £3,954.57 £110.06
sadirie TR Kuehne+Nagel 20/03/2025 19/04/2025 Paid [nvoice | £678 £135.60
-0196 PAID r
plTimondd : Kuehne-+Nagel 20/03/2025 19/04/2025 Paid invoice | £0 £0
0185 PAID )
| : Kuehne-+Nagel 20/03/2025 19/04/2025 Paid invoice £1,080 £208
Inv-0194 WOiCH PAID \
peyikarl Kuehne+Nagel 20/03/2025 19/04/2025 Paid (invoice | £80 £16
e P Kuehne+Nagel 20/03/2025 19/04/2025 Paid (invoice ) £1,040 £208
inv-0192 (TS BAID )
ppiniy Kuehne+Nagel 20/03/2025 19/04/2025 Paid invoice | £1,240 £2a8
Inv-0191 PAID e—
i ta Hamann International Logistics 20/03/2025 19/04/2025 Paid invoice | £2,034 £0
01 pAID )
i Evolution Connection 20/03/2025 19/04/2025 Paid invoice £1,050.90 £210.18
-0189 PAD .
e — Conwed Plastics | SWM 20/03/2025 19/04/2025 paid (nvoice ] £847.50 £0
 an PO Demo Company Priarity Customer 20/03/2025 19/04/2025 Paid invoice | £2,845.66 £569.13
Showing 20 out of 206 invoices 1,2 3 a4 s 11 > 20/page
- s

Sharing views (super admin users only)

Custom views can be shared with other users. When a view is shared, both the filter configuration and the column order and
visibility settings are included. This makes it easy for teams to work from a consistent data layout without each user having
to configure their own filters.

i Only super admin users can share (or manage) shared or custom saved list views. Regular users can still create
personal views, but they cannot share them across the workspace.

To share a custom view, the options include sharing with all users or with selected users
e Select 'specific users’
e From the dropdown, select the users to share the view with

o Multiple users can be selected, but they must already be users on the platform

Share view

Nam (4)

Test view

Shared (%

All users

Private

Specific users
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Filter by status on credit memos

A new filter by status column filter has been added to the Credit memos and Carrier credit memos tabs.
This filter was previously unavailable on these tabs. It allows records to be narrowed down by their current status directly
from the column header.

Orders Planning Stops Trips Invoices Dashboard Comp{

Orders to invoice Invoices Credit notes Trips to bill Purchase invoices

’
4
#®= Q U4
V4
All Draft credit note Credited Credi}ﬁate posted Cancelled + View
Name K Customer Invoice date Amount (excl. VAT) Amount VAT
9 £4,402.16
DRAFT-CN-0007 .
Generate credit note (+2) Crest Nic Close X £0
DRAFT-CN-0004 . Sort
Generate credit note (+1) Deceunir £0
CN-0026 Credit note number
- Credited
Generate credit note (+2) Demo Cc 1% Ascending £12.92
A .
CN-0025 12 Descending
Generate credit note (+2) Hamann Filter by D £0
- !
CN-0023 redit note poste Crest Nit One of £90
CN-0022 redit note poste Crest Nic Filter by status £3.75
" One of
= [ Credit note posted ] :
(OB 0AI Credit note posted Crest Nic £15
Filter by task
CN-0020
e Crest Nic - £15
One of
- :
CN-0019 2 Fareye T Eilter by task £120
= Credit note posted
CN-0018 N [ Credit note posted |
Generate credit note (+2) Fareye Ti £136.80
Cancelled
CN-0017 :
Generate credit note (+2) Conwed Plastics [ SWM 28/02/2025 £1,030 £0
CN-0016 ) -
Generate credit note (+2) Hamann International Logistics 28/02/2025 £350 £0
CN-0015 redited .
Fareye Technologies Pvt Ltd 24/09/2024 £0 £0

Generate credit note (+2)

Invoices: create custom views on invoices and credit memos | Qargo Help Center - https://help.qargo.com/us/articles/567375-invoices-create-custom-views-on-invoices- 4/8
and-credit-memos



Troubleshooting

Issue Solution

A saved view does not Views are tab-specific across all seven billing tabs: Orders to invoice, Loads to bill, Sales invoices,

appear on a different Carrier invoices, Upload carrier invoices, Credit memos, and Carrier credit memos. A view saved on
tab one tab only appears on that tab, not on any other. Check that the correct tab is selected.

Filters reset after Make sure the view has been explicitly saved. Unsaved filter configurations do not persist between
navigating away sessions.

“Filter by status” is not Refresh the page to load the latest update. If the issue persists, contact Qargo support for further
visible on credit assistance.
memos

A shared view does not = Column settings are included when sharing, but later changes by the original creator may not
show the expected update automatically for other users. Share the view again if column settings have changed.
columns

Adding the refund status column on the credit memos tab

The refund status column shows whether each credit memo has been refunded, without opening it to read its refund task.

At least one credit memo must exist on the Credit memos or Carrier credit memos tab so the column has rows to
show.

Use case

A finance team wants to see at a glance which credit memos still need refunding. The team adds the refund status column,
filters on Unrefunded, and saves that as a view to open each morning to work through the outstanding refunds.

Walkthrough

1. Navigate to Invoices > Credit memos (or Carrier credit memos).
2. Click the Customize button.

3. Toggle on the Refund status column under the Columns section.
4. Save the view (if a new view was created for this column).

Quotes  Orders  Planning  Stops  Trips | Invoices | Dashboard  Companies  Resources  Locations  Rates  Configuration ShnknPlaygmu...eae ®

Credit notes Purchase credit notes

= ‘L_\_ @ Export V' & Print Quick actions v Create credit note

Al Draft credit note Credited Credit note posted Cancelled Refund status + View R Share with other users (0 Delete

Orders to invoice Invoices Trips to bill Purchase invoices Upload purchase invoices

Name Customer Invoice date Amount (excl. VAT) Billing entity Refund status
€2,122.371¥20,000 | $150

Gentfake1-CN-0000006 (SRR

Qessin 30/09/2026 €519.51 Qargo Gentfake Unrefunded
Send credithote (s2)
'DD[DUOT (Credicd Qessin 30/09/2026 €519.51 Qargo Gentfake Unrefunded
Gentfake1-CN-0000004 ((ETERT
enttake Qessin 30/09/2026 €563.84 Qargo Gentfake Refunded
Sond creditrote (+1)
Sem'fkﬂ ;CN DDD?OM T Qargo JP 30/09/2026 ¥20,000 Qargo Gentfake Refunded
Gentfake1-CN-0000002 (ST )
™ Aussie Qargo 20/09/2026 $150 Qargo Gentfake Refunded
Gentfake1-CN-0000001 ((ELEIT] Qessin 28/09/2026 €519.51 Qargo Gentfake Refunded

Post credit note
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Customise B | Position v

Columns

Accounting export date

Refund status

The column shows two values:

e Refunded (green): the Mark credit memo as refunded task on that credit memo is complete.
¢ Unrefunded (orange): that task is not complete yet.

Guotes  Oers  Paming  Swpe  Tbs  woiss  Dashboard  Companes  Resouwes  Looatons  Rates  Comfouaton e——- YY1

Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchaseinvoices  Upload purchase invoices
® | Q @ Export V @ Print Quick actions V' Create credit note
Al Draftcreditnote  Credited ~ Creditnote posted  Cancelled Refund status + View R Share with other users O Delete
Name Customer Invoice date Amount (excl. VAT) Billing entity Refund status

€1,083.35 | ¥20,000 $150
Gentfake1-CN-0000004 ([EEEITR)

Qessin 30/09/2026 €563.84 Qargo Gentfake Unrefunded

Generate credit note (+2)

Gentfake1-CN-0000003 (EEHTET] Qargo JP 30/09/2026 ¥20,000 Qargo Gentfake Refunded
Ganerate crodit note (+1)
Gentfake1-CN-0000002 ([EEEIE]

entieke Aussie Qargo 29/09/2026 $150 Qargo Gentiake Refunded
Ganerate credit note (+1)
Gentfake1-CN-0000001 ([EEEIE]
e s o Qessin 28/09/2026 €519.51 Qargo Gentfake Unrefunded

Sort and filter on the column

The column can be sorted by refunded date or filtered on Refunded/Unrefunded to show only outstanding credit memos.
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Locations Rates Configuration Shoko Playgrou... e

85 Upload purchase invoices

FH Export “. @ Print Quick actions I

/A Share with other

Refund status

]

Sort & Filter(s) x

Sort by

Refunded date

|2 Ascending 1% Descending
Filter(s)
Refund status

One of

» https://watchclueso.com/embed/ti5df6rv2zh70snc

How a credit memo becomes refunded

A credit memo becomes Refunded as soon as its Mark credit memo as refunded task is completed.

1. Open a credit memo with Unrefunded status.
2. Click the Complete task button on the Mark credit memo as refunded row.
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Detail view M| position v/ Open as page «”

Create credit note

Gentfake1-CN-0000006 (IS

Customer Customer VAT number  Billing entty Currency
Qessin £ N/A Qargo Gentfake EUR

Show form context

+ General info

D Invoice date We 30/09/2026
() Exchange rate date Tu 29/09/2026

() Purchase order numbers

+ Credit note documents and tasks Add documents V'

Credit note @ Gentfake1-CN-0000006.pdf
30/09/2026 0922 381 kB Printed on We 30/08 08:22 by shoko tamura@qargo.com (T

® Send credit note Attachments: (_Credit note

® Mark credit note as refunded

Complete task

®
® Post credit note @ Complete task
v Comments Add cemment

No comments

v Creditnote lines. Add charge © Sshow detail per line.

Order start Order end VAT % | Amount
Requested date  Actual date Location Requesteddate  Actual date o

Invoice Order Name Nominal code Customer reference

S - Harrods e
Gentfake1-Inv-0000020 | | 0r-0000079 Transport charge R We 30/09 We 30/09 We 30/09 We 30/09 NoVAT €519.61
GB-5W1X 7XL London 12:140 B

Generate defivery note (+4) 00:00

Subtotal excluding VAT €519.51

Total VAT €0.00

Total €519.51

e Where an accounting & ERP integration is connected, this task can be completed automatically once the refund is
confirmed in the accounting software. With any other setup, the task is completed by hand and the column follows.

e The refund status column only updates when the ‘Mark credit memo as refunded’ task is completed. If a credit
memo is settled in another way (e.g., by deducting its amount from a later invoice), the column keeps showing
Unrefunded until that task is completed manually.
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