
Billing loads 

After you have created your loads in Dispatch, they are available to be billed.  Talk to your support 

technician if you want only delivered loads to show in your billing screen. 

Click the Billing option on your Dispatch Menu. Select “Approve Loads for Billing”. 

 

Your browser will display all of your unbilled loads. 

 

Click on each load that you want to create an invoice for and hit your space bar or click  

to highlight (mark) the load for invoicing.  After you have marked all the loads you want to bill, click the 

print button to see a print preview of what you have marked. 



 

Say Yes to Ready to Generate 

 

If you have previously marked loads for invoicing, but have not posted them yet, you will get the 

following prompt.  Say Yes to continue. 

 

 

 

 



You will see your beginning and ending invoice number and a total of how many invoices you are about 

to print.  Click OK to continue. 

 

You will be asked if you want to print an audit trail.  We recommend saying Yes to this.  This 

customizable report will show you the loads you  are getting ready to invoice and the dollar amounts.  It 

is good to review this before continuing, so you don’t waste paper on invoices, should there be a 

problem.  This allows you a chance to make corrections to the load before actually posting it. 

 

This report is customizable and can print anything you see in your actual load screen.  Tell your support 

tech what you would like to see on this report.  Below is a sample. 



 

After you  review and/or print your audit trail report and click Exit to exit the preview, you may be 

prompted for an invoice posting date.  This is a configuration switch.  If you turn it off, your posting will 

use today’s date.  If you leave it on, you will get the following prompt.  It also defaults to today’s date, 

but you can type over it and use the posting date you chose. 

 

Next you will get a print preview of your invoices.  These forms are also customizable as both plain 

paper invoices or the fields can be moved around to fit in a preprinted form’s boxes. 



 

 

 

 

After you have printed and exited out of the print invoice preview screen, you are returned to the 

invoice browser screen.  Click the post button to post the invoices. 



 

The program confirms that this is what you want to do. Click Yes. 

 

Depending on your settings, you may be asked for a post date.  This is a configuration switch that can be 

turned off or on.  It allows you to give the invoices a different posting date than the invoice date. 

 

You have completed the billing process.  You are now ready to Blackbox your postings over to your 

accounting package. 

 

 

Close out of your billing screen and Dispatch and open your Blackbox program  



First, you need to print/display the Unposted Transactions report.  This is under the Blackbox Report 

menu 

 

This report shows you what is in Blackbox, waiting to be transferred to your accounting package.   

Run this report for each of the company(s) that  that have postings to send over and review.  This is a 

good way to catch problems before you import postings into your accounting package. 

Go to the Operations menu option 

 

And click on Manual Transfer 

Choose your AR transfer and then it Enter.  That is all there is to it.  It will have created an AR invoice file 

and a CS customer file that can be imported into your accounting package. 

 


