Orders - Create order templates

Set up repeat orders quickly: create, schedule, and manage order templates, edit details, assign defaults, and cancel them at
any time.

Updated November 19, 2025

Create a template

An order template can be used to set up the same order multiple times. The steps below show how to create a template.

¢ Navigate to Orders > Templates.
¢ Click Create template.

Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration Arynnes Empty e @ 6
S
Orders  ,Quates. . Templates  Upload documents ~
o
Q B Edit columns All dates V' Quick actions V' Create template
Non-recurring  Recurring

Customer Transport service Order start D Order end Invoice Billing freque... POD/CMR
Revenue (excl. VAT) £0 Extras Requested date  Actual date Location Outstanding tasks Requested date  Actual date Location
Warburtons Ltd Goods Tu 15/10/2024 - Warbys1 Tu 15/10/20... - Morrisons
£0 07:00-09:00 & GB-BL4 0JZ Farnworth Warby - collect / Deliver @A GB-M11 1ND O. ®

¢ Name the template according to how it will be used.
e To create a recurring order template, toggle Recurring order / Schedule on:
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¢ Fillin the template details just like in order creation

o Set default values for fields such as shipment type, weight and product details, and load/unload instructions and

references.

e Save the template.
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Template settings

e Add the number of copies to generate each day. This allows for variance if the number of orders needed differs each time
the template is scheduled.

are enabled on a non-production tenant.

Orders  Planning  Stops  Trips  Invoices  Dashboard  Custommers  Resources  Locations  Rates  Configuration arynnes-empty-2026-01-... o o ° °
Orders  Quotes  Ordergroups  Templates  Upload documents
I8 Edit columns Quick actions v Create template
Non-recurring  Recurring
D Route Cargo insurance value POD/CMR  Customer Revenue (excl. VAT) Order start Order end
Outstanding tasks Resources Revenue (excl. VAT) £0 £ Date ocation Date Location
B o Warburtons Ltd Warbys1 Mo s
Warby - collect / Deliver (TR ] £0
parbyi=Cal [ Sl ® : G514 012 Farmworth G8-8111 D Opanshan

¢ The schedule appears in the template order details and can be updated directly using the Edit icon.

Detail view

Priority Toffee 2 You are editing an order template

Schedule: Mo, We, Fr £ | Customer: BARRY'S TOFFEE £ VAT number: - Order creation date: Mo 12/05/2025 Transport service: (

]
Customer price: Test3 £ VAT:VAT20% £ Recalculate price if order changes {
Al

v Order revenue Add charge Recalculate : \\

Name VAT Calculation Amount

Automatically calculated 8¢

Tranenart rharaa (O /AT 200/ £20n0 NN V4
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Template settings

Template name [}

Test

Recurring arder

Schedule

Weekdays: Tu Th Sa Su

n
[
Ll

(=]

[’

Amount perday: & 0

Cancel

= The maximum number of orders created from a template at one time is 750. When copying orders, an error may

appear if the total exceeds this limit.

Copy order 5
Creating 1624 orders, but the allowed maximum is 750. Select fewer dates or
fewer orders.

Copy for following dates

Within date range

12/11/2025 30/11/2025

Cancel Save

e Template views are split into non-recurring and recurring
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Integrations are enabled on a non-production tenant.

Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Configuration arynnes-empty-2026-01-... e e ° e
Orders. Quotes Order groups. Templates Upload documents
=% B Quick actions V' Create template
0 Route Cargo insurance value POD/CMR Customer Revenue (excl. VAT) Order start Order end
Warby - collect | Deliver (FIIEET ® £0
il s & €0 GB-BL4 0.JZ Farnworth GB-M11 1ND Openshaw

Note: Assign the resources, planning groups, or prices to the template, and these will be set up on new orders created
using the template functionality.

v Execution

Containers/drivers/trailers/vehicles (order)

- 2
474 Plodder Ln - Morrisons -

Trip-0036 Template B ARYNNE_1 Trailer_1 Show route
Complete trip times @ ®
Warbys1 Morrisons

GB-BL4 0JZ Farnworth  GB-M11 1ND Openshaw
15/10/2024 07:00-09:... 15/10/2024

WARB_1
@1 ® 80 @1 ® 80
Warburtons Ltd Warburtons Ltd

v

Legend: . Blocked . To plan . To dispatch . Planned . In transit At stop . Completed . Warning

To create a template from an existing order

e Open the order that will be used as the basis for the template
¢ Click the Create similar order button

e Select Template as the status

¢ Update/complete the remaining order details

¢ Click Save.
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are enabled on a fon tenant.

RGO Orders Planning Stops ps Invoices Dashboard Resources Locations Rates Configurati nnes Playground e e
Orders Quotes Templates Upload documents Order imports @
Q [ Edit columns | Last 90 days + future V' [ Export V' & Print Quick actions V'
Al Blocked ~ Toplan  Planned | Intransit  Delivered  Cancelled | Arynne's View &+ View
Planning groups D Gustomer Order start Trips Consignment execution sta... Route Revenue (excl. VAT)
Dulslandw tasks W | Revenue (excl. VAT) £11,700.82 Requested date  Actual date Location Resources. £11,700.82
or-1116 Balfour Beatty Th 04/09 - Carpenter Be... a—=a
Create Quote (+4} £701 BE-8800 Roesel. £291
or-1115 Crest Nicholson - Whitehouse ~ We 03/09 We 03/09 DEPOT 37 a8—}1=8
Create Quote (+4) £800 06:00 GB-CV10 7SA N, Arynne £300
Or-1114 Balfour Beatty We 03/09 We 03/09 Carpenter Be... Pl
i lanned
Cortairied Creats Quote (+4) £1,640.00 15400 588800 Roesel WEE Arynne £1,.840.80
g or-1113 (§EEEN Balfour Beatty We 20/08 N Qargo B—8&—a—B

Container Craate Quoms {48} e e hteoident £1,835.28
or-1112 (YD Balfour Beatty Th 07/08 5 Qargo A a—=a
il 600
or-1111 (Y Balfour Beatty Fr 08/08 g Carpenter Be... oL 8—=8
e e £800
or-1110 (T Balfour Beatty Fr08/08 e Carpenter Be... ot a—=a

Uidintesnal Create Quote (+4) b i £0
0r-1109 Balfour Beatty Fr 08/08 - Carpenter Be... e

UK nternal el & =8,
0r-1108 Balfour Beatty Fr 08/08 . Carpenter Be... o 8———=a

UK internal s Y s .
Or-1107 ACG We 06/08 - Tesco Extra ST a—a—a—a_ . .. v

tegend: [ siocked [l Topian [l vodispatcn [l planned  [Wintransit [l atstop [l compteted [l warning

Showing 20 out of 27 orders E 2 > 20/ page .

Once a template is set up, it can be used to create orders in bulk.

Cancel a template

¢ Navigate to Orders > Templates.
e Click the template to cancel.
¢ Click Cancel order and confirm the cancellation of the order.

o Are you sure you want to cancel this order?
If you cancel your order, you won't be able to invoice it
anymore and it will only be visible under the cancelled
tab.

e Once the template has been canceled, it has the status Canceled and automatically disappears from the templates list.

o It appears in the Canceled tab on the Orders list page.
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Detail view

test987 ReClfrlIE:

Customer: First Load Hauling ¢ VAT number: - Order creation date: Mo 12/05/2025 Transport service: Priority Responsible:

Customer price: Default (Priority) VAT: VAT 20% £ DON'T recalculate price if order changes
v Order revenue Add charge Recalculate £
Name VAT Calculation Amount

Automatically calculated 8¢ .
Transport charge VAT 20% £45.67 Y4 :
goods: 45.67 GBP x 1

Total price £45.67

v General info Add info/consignment Undo order cancellation :

96 mi (0 mi empty + 96 mi loaded)
Driving: 2h8m Total: 4h8m

@ Route & 2
© Rigid (3.5 to 7.5 ton GVW)
95.78 kg = 22.31 kg + 73.47 kg
QARGO Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Configuration Arynnes Empty e e £

Orders Quotes  Templates Upload documents

Q [B Edit columns All dates VvV B Export vV & Print Quick actions V'

Al Blocked To plan Planned In transit Delivered Cancelled + View

Customer Transport service Order start 1D Order end Invoice Billing freque... POD/CMR
Revenue (excl. VAT) £847.99 Extras Requested date  Actual date Location Outstanding tasks Requested date  Actual date Location

First Load Hauling Priority We 07/05 - Solstice Park [CECEYA Cancelled Th 08/05 - Bloxham Mill ®
£45.67 GB-SP4 75Q Amesbury GB-OX15 4FF Bl...

Warburtons Ltd Goods Fr 16/05 - Warbys1 MY20250117 (T Fr 16/05 - Morrisons

£0 07:00-09:00 & GB-BL4 0JZ Farnworth GB-M11 1ND O...

Warburtons Ltd Goods Fr16/05 : Warbys1 MY20250116 (eEEATY] Fr 16/05 - Morrisons

£0 07:00-09:00 & GB-BL4 0JZ Farnworth GB-M11 1ND O.

To learn more about using template orders in bulk, click the link below

Create orders in bulk
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