Copy an order [ create a similar order

This article covers how to quickly create new orders by copying existing details or creating a similar order.

Updated October 29, 2026

Recurring orders with the same or similar details can be created quickly and easily. There are several options for creating
similar orders, mainly around including or excluding reference numbers.

Caution: Misusing the “Create similar order” feature can lead to unintentional duplicate orders. Confirm the intent before
using this option.

e Go to Orders > Orders list
¢ Find the order to copy and click the order number
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e Click “Create similar order”, or use the action menu (3 dots) to see more options to include or exclude reference
numbers. What counts as a reference?

o Customer reference
o Container no.
o Pickup/delivery references

Alternatively, consider editing the existing order if the required changes are minor. This reduces the risk of unnecessary
duplication.
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Create similar order

This option copies the critical details (customer, pickup/delivery address) and lets the user edit other details.
Warning: Avoid using “Create similar order” to update an existing order, as it creates a new order instead.

1. Select the transportation service. The transportation service from the original order is highlighted by default, but an
alternative option can be selected if required.

2. Customer details are copied from the original order.

3. The copy prices option is off by default. Toggle it on to copy the prices from the original order.

4. Shipment details, including the pickup/delivery address, are copied over. The user needs to update the dates/times and
any relevant stop details (to copy stop references, use the alternative option below). Stop notes are copied over.

5. Freight details, as entered on the original order, are copied over. These can be updated and additional items can be
added.

6. Save the order.

Troubleshooting duplicate orders

Duplicate orders can occur if “Create similar order” is mistakenly used instead of editing an existing order. To resolve this,
compare order details to identify duplicates and cancel any unnecessary orders. Make sure the correct actions are selected
to prevent recurrence.
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Create a brand-new order conveniently from within any other order, without going back to the main Orders list page. This
option does not copy any options from the original order.
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Create similar order (excl. references)

Use this option to copy all the relevant details of the order, excluding all references.

Edit order Create similar order

Create order K,
Create similar order (excl. references)
Create similar order (incl. stop references)

Create similar order (incl. all references)

F 4 =

Copy an order / create a similar order | Qargo Help Center - https://help.gargo.com/us/articles/133842-copy-an-order-create-a-similar-order 4/10



< Create order

Reference num bers
Arynne Test (% Backload to Book )
Customs Status oMR
123TEST098
PBNtest 123 + Add notefreference number
Consignment
Collect activity (*) Duration (*) Delivery activity (*) Duration (*)
Collect 01:00 Delivery 01:00
Collect ocation (' ENELAND _Peterborough
The Rising Sun © Spiceball Leisure Centre ©
Eltham High Street 189-191, GB-SE9 1TS London Cherwell Drive, GB-OX16 2BW Banbury g
‘Northampton

Colchiester

starttime end time nforce Time window starttime Edtme | Enforce el  Swindan edon
.
& 1) i | 4.

© Ref b Refe b Wﬁ
eeeeeeeeeeee eference number . Ghent
Southampton
Collection notes Delivery notes. “Brighton Re

1t LheSe
z * BELSY
This is del note 1 Weymouth
P P
s Baras

I
Charlevi| @ fes
&=
| 50km
3

ffouen. Terms of use  © 1987-2024 HERE

m
Cancel save ..

Create similar order (incl. stop references)

Use this option to copy all the relevant details of the order, including stop references. All other references are excluded from
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Use this option to copy all the relevant details of the order, including all references.

Global configuration

s pvarons @) @)

Drag your files here or click the area to upload documents.

Additional collect/delivery stops
None

Copy prices

Copy prices

Customer Referance (%)

Order Incoterm

| _Bicester
| Vo

AN

N\

_X%mm {

Wantage

4

), Bedford

Towce:

|4

Milgon Keyries

/\ )
¢ ‘Y\E ; (
1\ Xst Atbans
\

Edit order

Create similar order

Create order

Create similar order (excl. reference?)

Create similar order (incl. stop ref

/

]

ences)

Create similar order (incl. all references)

Copy an order / create a similar order | Qargo Help Center - https://help.gargo.com/us/articles/133842-copy-an-order-create-a-similar-order 6/10



Orders Planning

Trips  Invoices

Dashboard  Customers  Resources

Locations

Configuration Global configuration

—-Y)

& Create order
W DE Recruitment Ltd

Status

To plan

Add startjend location

Reference numbers

Arynne Test (°)

Customs Status

paN
PBNtest 123

Consignment

Colect actiity (%) Duration ()
Collect 01:00
Colect location ()
The Rising Sun ©®
Eltham High Street 189-191, GB-SE9 1TS London
Reauested collection date (*)
Time window Start ime End time Enforce
8

Transport network

Backload to Book

MR
123TEST098

+ Add note/reference number

Delivery activity (*)
Delivery

Delivery location (7)

Spiceball Leisure Centre ©
Cherwell Drive, GB-OX16 2BW Banbury

Requested delivery date (%)

Time window

Start time. End time

Duration (7)

01:00

Enforce

8

None

Copy prices

Copy prices

Customer Referance (*)

Cust Reftest1

N

Towdestet,  Bedford \

Milgon Keyries

Reference number

Collect ref1

Reference number

del ref1

2\
N (
| ]
1 St Albans

1

¢

Extras

Cancoded

=T Rovermas [mcl WAT)

Comwed Plstics | 5

= E0
Evohtiaon Comnattion .o
Comwsd Flaatice | S £n
Comwed f B
mifon Cornaction
Cormed Flastics | $W1
Evoktion Conngstion &n
Evolhtion Conng P
velotinn Comnect £n
i
£

K nastagel fa0
i Hagel LS

Copy order (incl. all stops)

This is del note 1

Extras

we 031

wa 0301

wae 031

Grder end
onall. ThO4K01

LGTE Wt Finisting  Th 04101

Conwed Plastics | SW... Th 041
Th OO

Thibaya1

e ORI

Wantage

Carga Cuitomes ..  Transpor servke

Dintritutio

droupage

CHoupage

Groupsge

FTL

& FTL

Regular orders can be copied with the Copy order action, the same copy flow available for template orders. The copy is an
exact replica of the source order, including all stops, internal stop actions such as cleaning or weighing, and the original stop
sequence. Repeated visits to the same location stay separate stops and are not merged.

The Create similar order options described above are unchanged. They still copy only the pickup and delivery stops.
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Copy an order

1. Open the order to copy from Orders > Orders list.
2. Click Copy order in the header of the order detail page, next to Create similar order.

3. Enter the quantity in Number of copies.

i@ The default is Tand the maximum is 500 per action. Above 500, the modal shows an error and Save is disabled.

4. Choose between:

Save: With 1 copy, the new order opens right away. With more than 1 copy, the order detail page of the source order stays
open.

Save + Override fields: this opens a table where values can be added.
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Copy order

Show form context (RHF)

€ Creating 501 orders, but the allowed maximum is 500.

Number of copias (*)

50

e Canceled orders cannot be copied. The Copy order action is not shown on them.
e Copy order is not available in the customer portal.

e Order details, including dates, cannot be changed while copying. Every copy gets the dates of the source order, so
the new orders are edited afterward.

e Copied orders are not linked in a shipment history view.

What is copied

¢ All stops, internal stop actions and the original stop sequence
e Stop notes and stop references
e Stop dates, identical to the source order

The copy keeps the plan of the order, not how it was executed:

e The copy starts in To plan.
¢ Charges are recalculated from the rate card.

e Auto-assign rules apply as they do for any new order, so a copy can be planned automatically.
e Tasks are created fresh.

What is not copied

e Allocated resources

Copy an order / create a similar order | Qargo Help Center - https://help.gargo.com/us/articles/133842-copy-an-order-create-a-similar-order 9/10



e Order comments

e Documents

¢ Incidents on stops

e Manually added charges

Best practices for managing order activities:

¢ Communicate template guidelines: Inform the team of the importance of using templates rather than cloning modified
orders. This minimizes errors caused by unintended stops.

¢ Audit frequently duplicated orders: Identify frequently duplicated orders and evaluate whether templates can be
created to replace manual copying. Templates reduce error propagation by adhering to predefined activities.

e Educate team members: Provide training so all team members understand the difference between template-based
order creation and order duplication.
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