Incoming Invoices
Creditors)

How to register an Incoming Invoice?

How to apply a discount (Skonto) to an incoming invoice?

How to find carrier orders or trips for which an incoming invoice has not been received?

How to pay Incoming invoices?

How to review Al-generated Incoming invoices and POD/CMR documents?




How to register an Incoming
Invoice?

To register a single invoice for multiple trips at once, you can do so in one of the following ways:

e How to register an Invoice from the Trip Form?

e How to Register an Invoice from the Open Trips window?

How to register an Invoice from the Trip
Form?

1. Open the Trip.
2. Click the "Register Invoice" button.
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For an unconfirmed invoice, it is possible to add other customer orders.

How to Register an Invoice from the Open
Trips window?

Navigate to the Open Trips tab. Select the trips for which incoming invoices have been
received and click the "Register Incoming Invoice" button.

1. Select the trips for which you want to register an incoming invoice.
2. Click the invoice registration iconimage-1780561317768.png
3. Complete the required fields and click Save.
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How to apply a discount
(Skonto) to an incoming
Invoice?

1. In the Partner List, find the relevant partner.
2. Open the "Settlements" section and enter the discount.
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How to find carrier orders or
trips for which an incoming
Invoice has not been
received?



How to pay Incoming
Invoices?

e 1. How to prepare payments for incoming invoices?

e 2. How to export payments to the Internet bank?

e Tips ans tricks

How to pay incoming invoices?
Use this function when you want to prepare payments for supplier or carrier invoices registered in
Cloudex TMS.

The payment process consists of two steps:

1. Create Outgoing payments from the incoming invoices.
2. Export the prepared payments to your Internet bank.

44 Important: Creating an outgoing payment in Cloudex TMS does not transfer
money from your bank account. The payment must still be exported to the
Internet bank and processed there.

1. How to prepare payments for incoming invoices?

1. Open Finances - Incoming invoices.

2. In the Payment term filter, select the date up to which invoices should be paid.
Cloudex TMS will show incoming invoices with a payment due date up to the selected
date.

3. Select the invoices you want to pay using the checkboxes.

4. Click Make outgoing payments in the toolbar.
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5. In the Make outgoing payments for selected incoming invoices window, select the bank
account from which the payments will be made.
6, Click Make outgoing payments.

Make payments for selected incoming invoices

Selected invoices for payment: 2
Information Total sum for the selected invoices 3073.00 EUR
Debt: 3073.00 EUR

Bank account SCL Luminor Eur LTE33250079185635556 EUR @ -

@ Make outgoing payments Cancel

The created payments can be found under: Finances -» Outgoing payments

Set invoice due date as payment date

By default, newly created payments are prepared for bank export and have the status Marked for
export.

2. How to export payments to the Internet bank?

Navigation path: Finances -» Outgoing payments
1. Open Finances - Outgoing payments.

2. Review the payments that have the status Marked for export.
3. Click Export payments B in the toolbar.

Cloudex TMS will create the bank payment export file for the payments marked for export.

Upload the generated payment file to your Internet bank and complete the payment according to
your bank's workflow.
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How to exclude a payment from bank export?

When an outgoing payment is created from an incoming invoice, the Export to Internetbank

checkbox is selected by default.
You may want to clear this checkbox if, for example:

e the invoice has already been paid manually;

e you do not want to include this payment in the next bank export;

e the payment will be processed in another way.

To remove a payment from bank export, go to: Finances -» Outgoing payments

Find the required outgoing payment.

Click Edit.

Clear the Export to Internetbank checkbox.
Click Save.

W

The outgoing payment will remain in Cloudex TMS, but it will no longer be included in the bank

payment export.
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Bank outgoing payment - Draft SmartCargo Trer..

Payment type * Payment order (BIZ) x v

Payment No. 213213213 Payment date* | 07.04.2026

Bank account from * BALT RUR LV55CBBR1120001000010 RUB v
Receiver * ENERGIJA Rezekne Rezekne x v Receiver country x v
Receiver name * ENERGIJA Rezekne Rezekne

Bank account to * LV04LHZB4600084385001 LHZBLV22 MORTGAGE AND LAND [

Sum * 5000 EUR v Exchange rate 0

Sum 0 RUB

Payment purpose * par transporta pakalpojumiem

Payment Standard v Commision Divided v
Notes Notes

port to internetbank

Saved: 07.04.2026 09:09 JanisV m Cancel

How to mark a payment for export
again?

If an outgoing payment should be included in the next bank export:

Navigation path:
Finances - Outgoing payments

1. Open the outgoing payment.
2. Select Export to Internetbank.
3. Click Save.

Or see picture below if you want to mark more than one payment for export again

The payment will again be marked for export.
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How to review Al-generated
Incoming invoices and
POD/CMR documents?

Incoming invoices created automatically from emails processed by the Cloudex TMS Al mailbox
must be reviewed before they are confirmed.

During the review, check:

the information read from the supplier invoice;

whether the invoice is related to the correct Trip/Spedition;

whether the invoice amounts are correct;

whether POD/CMR documents are attached to the correct Client order.

When to use

Use this procedure when an Incoming invoice has been automatically created from an email
received in your Al incoming-invoice-reading email.

All invoices created by Al that still require user validation can be found under:

Finances - Incoming invoices - Incoming invoices (in review)

How to review an Al-generated Incoming invoice

1. Open the invoice

Go to: Finances - Incoming invoices - Incoming invoices (in review)
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You will see Incoming invoices created by Al that still need to be reviewed.
Open the invoice you want to review.
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2. Open the invoice attachments

In the upper-right corner of the Incoming invoice, click the Attachments icon.

Incoming invoices: 645 | Inreview - SmartCargo Loz

Show/Hide attachmetns

Recelved date * 10.09.2026 Type Invoice -
Involce No. * 19031 Invoice Date * 09.09.2026

The attachments received with the original email will be displayed.
Usually, the email contains:

e the supplier's invoice PDF;
e one or more POD/CMR documents related to the shipments included in the invoice.

3. Compare the Al-generated invoice with the original invoice
Select the original invoice attachment.
Cloudex TMS allows you to review the information side by side:

e the Incoming invoice created by Al;
e the original invoice received from the supplier.

Check that the information read by Al is correct.
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Pay particular attention to:

e supplier;

e invoice number and date;
e Currency;

e invoice amounts and VAT,
e payment information;

e related Trip/Spedition.

Correct any information if necessary.

44 Important: Al helps automate invoice data entry, but the user is responsible for
reviewing the information before confirming the invoice.

2 InvoiceNo19031.pdf -

Incoming invoices: 645 | In review - SmartCargo ™.
Received date * 10.09.2026 Type Invoice  ~ o
Invoice No. * 19031 Invoice Date * 09.09.2026
Supplier * Cloudex SIA - Lv401T [} Invoice Nr'n:::l:::b
Bankaccount*  |LV27HABAOS |HABALVZZ Swedbank AS o
Payment terms 35d - Due date* | 16.09.20% -
v == SmartCargo Logistics GmbH
Description TL26-005 VAT N DEBOONO0T001E
. Legatadress: Albert sireet 18, Berlin, 106767, GERMANY
Search ca 4 Bank accouit: ..
¥ M7 Senicetyn¥ Quantty ¥ Price 7 Sum 7 VATcode ¥  VATsum ¥ Trip/Spedition ¥ | © 16.00.2026
al & 1 E;::gm orderp P55 50 500 N 105 TL26-005
T, e Oreder Na: TL26.005 00 1, gab. 50000
Total
500 500 108 VAT 0%

Total amount

Five hungred i and O centi
Invoice data Anachment(s)

Sum DX e0s |Ex Reviewed by Harper Daniek Supplier requistes:
Cloudex SIA
Payment term: 16.09.2026 *{Al) Address: Dizezolu lela 3311, Orolnieku novads, LV-3018
Notes 10 o, 40103284771 VAT Mo. LV40103294171

Bank account: LYZTHABADS 51026432847, afs Swedbank, HABALYVZZ

[ © Payment on hold

i  Saved: 10.09.2026 11:59 JanisV m Cancel

I the purpose of payment paint Invaice No. 19031

Invoice is made electronically and i valid without signature.

Review POD/CMR attachments

After checking the invoice, review the POD/CMR documents received with the email.
The invoice PDF should remain attached to the Incoming invoice.

POD/CMR documents should normally be attached to the corresponding Client order.
4. Check where the POD/CMR is attached

In the attachment list, check whether the POD/CMR file is shown under:

Incoming invoice or Client order
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If the POD/CMR is already attached to the correct Client order, no action is required.

If the POD/CMR is shown under Incoming invoice, Cloudex TMS or Al was not able to determine
the correct Client order automatically and the document must be moved manually.

This can happen, for example, when one carrier invoice contains costs for several shipments.
i INCOMING INVOICE 645

CMRNoB27S pdf

CMRNoBES1 pdf

email-body pdf

InvoiceMo 18031 pdf

5. Move the POD/CMR to the correct Client
order

Find the POD/CMR attachment.

Click the three-dot (...) menu next to the file and select: Move file to

| CMRNo3275.pdf ~ |
g pending B

# Rename

= Move file fo...

& Approve manually
# Al Check & Approve

O Properties

X Download

B Delete

Select the appropriate Client order.
After moving the file, it will be displayed in the attachments list as a Client order attachment.
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Important: Make sure you select the correct Client order before moving the
document, especially when the Trip/Spedition contains several shipments.

CMRNo92T5.pdf ~

of1 | 13) Q

1. i T i
Sercter (s, Seidvecs Conrty) International Consignment Note CMR nNo. 9275

La Sﬁtems GmbH This carriage is subject, nowihslanding any

clause 10 the comrary 1o the Canvention on _. s
LetteStrasse 30 1he Cortract far the Internationasl Cariage of - Ji'

DE-5202, Berin, VACIJA gouds by roed (CMR).

2. Empfinger (Mama, Anschrill, Land)

16. Frachifihrerr|Mame, Anschifl, Land)
Consignee (Mame, Addness, Counlry)

Carrier (Mame, Address, Courtry)

Honda S1A SmartCargo Logistics
Rue Charles Fridrich Albert sreet 18

FR-54500, Vandoeuvre-175-Mancy, FRANCILIA DE-106767. Bertin, VACLIA
+371 2933 1270; www.0zols. v

Move attachment - CMRNo9275.pdf

Move from

Moveto | Order Q,

9275 La systemns GmbH Honda S1A . :
@ Nosdic Freight AB @ DE-5202 » (M02.09.2026 @ FR-54500 » [D6.09.2026 16EFLL: B.40COM;

Ehg conpe Abmedical group g 1EPLL: 0.40LDM;
B1V-2101 « (406.00.2026 @LV-1073 » (406002026

@ The attachmeant will be remaoved from the current document and attached to the selected dastination.

= by
o e [

After you move POD/CMR to appropriate Client order in Invoice attachment list it will show as Client
order attachment
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CMRNo9275.p

Bi INCOMING INVOICE 645

P5  cMRNo9est par

E email-body. pdf

E InvoiceNo19031_pdf

3 CLIENT ORDER 9275

E CMRN0Q9275 pdf

6. Review and approve the POD/CMR

Open the POD/CMR document and check that it belongs to the selected Client order.

Approve the POD/CMR if the document is correct.

An approved POD/CMR can then be used in the Client order invoicing process and, when automatic
invoice sending is configured, can be included with the outgoing invoice.

‘ CMRNDBE?S.#

i pending @

Y

Status: Pending

Click to approve manually

Fs

" Absender (Name. Anactuit, Lan) International Consignment No
La systems GmbH This carriage i subject, noteihstarding any
LetteStrasse 30 ihe Contract o the Iermasona Camage of
DE-5202, Berlin, VACIJA geods by road {CAMR)
2. Empfanger [Mame, Anschrift, Lard) 1. Frachifihrerr{Mame, Anschifl, Land)

Corsignes [Mame, Addess, Country) Carries [Mame:, Address, Country]
Honda S1A SmartCargo Logistics
Rue Charles Fridrich Albert streat 18
FR-54500, Vandoeuvre-17s-Mancy, FRANCIJA DE-106767, Barlin, VACLIA

+371 2933 1270; www.ozols v

1 Ausbeferongson des Gules 7. Machiclende frachifihrer (Mame, Areschiift, L

Plaoe of delivery of e goods SucoEssive camens (name, address, couniry
Honda S1A Cloudex SIA
Rue Charles Fridrich, FR-54500 Vandoeuvre-?s-Nancy DiZozolu iela 33
GPS: 48,6604, 6.1905 LW-3018, leceni, Cenu pag., Jeh
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Confirm the Incoming invoice

After you have:

checked the invoice information;

verified the related Trip/Spedition;

checked the invoice amounts;

moved POD/CMR documents to the correct Client orders where necessary;
reviewed and approved the POD/CMR documents;

change the Incoming invoice status from:

In review -» Confirmed
Click Save.

The Al-generated Incoming invoice has now been reviewed and confirmed.

Incoming invoices: 645  Confirmed .
Received date * 10.09.202¢ Searching..
Invoice No. * 19031 New
) In review
Supplier * Cloudex 5 peyiewed
Bank account * LV27HABA Draft
Paymentterms  [35days (S D -
Description TL26.005 Cancelled

Related topics

e How to set up an Al mailbox for incoming invoice reading

e How to pay Incoming invoices?

 How to send outgoing invoices automatically
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