
Create a new location

This article covers creating a new location so that it can be used in orders.

Updated July 14, 2026

Create the most frequently used locations in “Locations” to save time when creating orders. This ensures the correct

location is used and avoids errors when selecting stop locations.

Navigate to Locations and click ‘Location’ in the header to open the locations list.

There are 3 preset views, shown as tabs:

Active

Inactive

‘Create a view’ (shown as ‘+view’)

Create a custom view using ‘Edit columns’, which opens a side menu on the left of the screen.

Use the toggles to select which columns to display.

Each row shows the location details and can be selected using the checkbox. When a row is hovered over or selected,

the location is highlighted on the map (blue pin).
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Columns can be dragged into different positions. The column header has additional filters that give more control over which

data is displayed. When a column filter is active, the column is highlighted and an alert is shown.

Bulk updates on the Locations tab are limited. When multiple locations are selected, only two fields can be updated in

bulk:

Location status (Active / Inactive)

Selectable on customer portal

Other location fields (including stop duration, time windows, opening hours, and order capture defaults) cannot be updated

in bulk and must be edited on each location individually.

Add a new location

Click ‘Create location’.
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There are 2 options for entering the new location and customer details.

1. Enter the location details manually.

1. Enter the customer name / display name

2. Select whether the location is available in the customer portal

3. Enter the customer address manually

2. Use the Google Maps search.

1. Type the customer name and any other related information (for example, the city), if available.

2. Select the correct location from the suggestions in the dropdown.
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3. A number of options can be completed for the location. These become the defaults when the location is used in any

order.

Terminal / intermodal locations: Link any locations that are used frequently.
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Stop actions: Predefine specific stop actions associated with the location. If nothing is defined, the available options are

determined by the transportation service selected in the order.

Opening hours: Select default times when the location is open.
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Order capture defaults: Based on the stop activity, defaults for time windows, stop duration, and extras can be set so

they are always associated with the location. When the location is selected in an order, the defaults are prefilled.

Click here to read more about time windows

💡 Order capture defaults, including stop duration, are set for each location individually. They cannot be updated in

bulk across multiple locations.

Linked details (contacts, customers, orders): Add a contact for the location with an associated role. Specific customers

can be linked to the location. Any orders in which the location has been used are shown under ‘Linked orders’.

When creating an order, the customer can also be added using the same options (manual / Google location). However, this

only creates the customer and does not add the location to the location database.
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Export locations

The locations list can be exported to a spreadsheet (XLSX), either as selected rows or as the full filtered list. This works like

the existing Customers, Drivers, and Vehicles exports and makes location master data available outside Qargo for auditing,

sharing, or cross-referencing with external systems.

To export locations
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1. Open the Locations list page.

2. Apply filters to create a list of specific locations, if required.

3. To export specific entries only, select the rows using the checkboxes.

4. Click Export, then choose Selected rows or All.

Selected rows exports only the selected rows

All exports every location that matches the active filters, regardless of pagination. The sort order is not applied to the file.
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Exported fields

The default export includes: name, display name, code, external ID, full address, coordinates, time zone, and location type

flags (port, freight station, container terminal, customer billing location, warehouse).

🧰 Super Admins can create custom location exports using the Templates > Create export function.
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