Companies: Create a new customer

Learn how to add new customer accounts to Qargo with this step-by-step guide.

Updated October 26, 2026

Introduction

Creating new companies in Qargo is a straightforward process. It helps collect and manage all the details needed for orders,
invoices and communication.

A common use case for this feature is a business onboarding a new client. The business can then track the client’s orders
and payment details efficiently and set credit limits for smoother financial control.

Key terminology

e Customer: A business or individual that receives services managed through Qargo.

e Order: A service request entered in the system on behalf of a customer.

e Credit limit: The maximum outstanding invoice balance a customer can carry before a warning is triggered.

e Status: The current relationship stage of the customer (Prospect, Approved, Not approved, Warning, Blocked).
¢ Invoice: A bill sent to the customer for services rendered.

Steps for adding a new customer

1. Go to the Companies tab: Start from the main navigation menu and click Companies.
2. Click the Customers submenu: This opens the customer list page, where current customers can be viewed.

Orders Planning Stops Trips Invoices Dashboard Resources Locations F)
| Customers H Contacts Subcontractors Container terminal operators
= Q
Active Inactive
Name Name on invoice Invoice address Currency Outstanding balance Accounting softwa
Arynnes Playground Arynnes 123 Somewhere Street, GB Banbury GBP £0
500 Marlborough Gate, GB-MK9 3NZ MILTON
BARRY'S TOFFEE BARRY'S GBP Barrytoffee
KEYNES
Johnsons Bridge Road, GB-B71 1DG West
Buse Gases Buse Gases . GBP £0
Bromwich

3. Start creating the customer: Click the Create customer button at the top right of the page.

(D
Trips Invoices Dashboard Companies Resources Locations Rates Configuration Arynnes Empty e o e

Customers Contacts Subcontractors Container terminal operators
Export V Quick actions V Import data
Currency Outstanding balance Accounting software custo... Billing frequency VAT number 1 F
Street, GB Banbury GBP £0 Weekly 1

Gate, GB-MK9 3NZ MILTON
GBP Barrytoffee Monthly

Road, GB-B71 1DG West
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4. Search for the customer’s company: Start typing the customer’'s company name. A Google Search box appears. It helps
find the company and auto-fills company details such as the address.

0ARGO Orders  Planning  Stops  Trips  Invoices  Dashboard  Companies  Resources  Locations  Rates  Configuration Arynnes Empty e ‘) . °

<& Create customer

Search for company

General info
Name on inveice (*)
Oepartment Currency [* Cemmunication language
GBP English
mae Payment term
8 code Prepaid

Billing config

Apply VAT exceptions for import/export € Learn more

Invoice address

Adaress

5. Fill in the customer details: Complete the customer form and select a status:

¢ Prospect: The company is a potential customer but is not yet approved. Only quotes can be created; no orders can be
placed.

¢ Not approved: The company is not yet fully approved as a customer. This is an intermediate step between Prospect and
Approved. The same permissions as Prospect apply.

e Approved: The customer is approved. Orders can be placed without restrictions.

e Warning: The customer is approved, but a warning is triggered when an order is created. The operator can dismiss the
warning and continue with the order.

¢ Blocked: The customer is blocked; no new orders can be created.

QARGO Orders Planning Stops Trips Invoices Dashboard Companies Resources Locations Rates Configuration Arynnes Empty e ﬁ ° e
& PetSmart D History Create customer
Currency  Subcontractor Accounting software customer code  Outstanding balance
GBP Create subcontractor £0
. <
General info
o
Name (%) Name on invaice (*) Active g
) 3
PetSmart PetSmart Active [ o) 2
2
Code Department g
3
H
i <
Currency y (%) Approved VAT number
GBP
Blocked
Invoice address- | -
Alewife Brook Parkway 160, US-02138 Cambridge, Massachusetts 2 Not approved ‘
Biling frequency Prospect [ fpreaic
|

+ Add information

Notes
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= A company that represents other companies (through the customer portal or the customer external API) can only
create orders if it has the Approved status.

= When a contract carrier is also a customer, the statuses are separate, and the customer status works as described
for customers.
See here for more information about contract carriers specifically.

6. Set payment terms: Add payment terms and other account details as needed.

& PetSmart
Currency Subcontractor Accounting software customer code Outstanding balance
GBP Create subcontractor  Missing £0

General info

Name (*) Name on invoice (*) Active
PetSmart PetSmart Active
Code Status Department
Approved
Currency (*) Communication language VAT number
GBP English
Invoice address — Payment teri
Alewife Brook Parkway 160, US-02138 Cambridge, Massachusetts 2 J
Billing frequency Upon voceyiate 'I Prepaid
1 day after invoice date
+ Add information 2 days after invoice date
Notes
3 days after invoice date
5 days after invoice date
7 days after invoice date
Billing config 8 days after invoice date
Accounting software customer code 10 days after invoice date
- . Apply VAT e
Credit limit
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= Need to update many contacts at once? Use the Export button on the Contacts list view to download the
contact records.

Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates

Configuration

arynnes-empty...

Customers Contacts Container terminal operators

| & Export vV uick actions VvV Import data
ne number Accesstoc... Access to subcontractor po... Roles Customer Subcontractor | Excel exports Location
Contact Export
Notifications, Operations 799 Witan Gate, Witan Gte
Billing Warburtons Ltd 2 0

e Same format as import: the file matches the contact import format. Edit it offline and re-import it directly. See
Data import: Importing_ contact data.

¢ Respects the active filters: export the full list or a filtered subset.

e Customizable output: the export uses existing export templates, so the fields can be changed. See How to
configure custom export files.

Creating a customer from the Orders tab

This is a useful shortcut for quickly adding a new customer while creating an order.

1. Go to the Orders tab: In the submenu, click the Orders tab and click the Create order button.

Planning  Stops  Trips  Invoices  Dashboard  Companies  Resources  Locations  Rates  Configuration

| orders | quotes

Ordergroups  Templates Upload documents Order imports

= Q Last 90 days + future V' Export VvV & Print Quick actions VvV

Al Blocked  Toplan  Planned Delivered ~ Cancelled  testview  + View J‘
D Route Customer Order start Order end Customer Reference POD/CMR ]‘ Dep
Outstanding tasks Resources Revenue (excl. VAT) £5,985.62 Requested date  Actual date Location Requested date  Actual date Location 1
MY20260001 No Reference Schenker Logistics Netherland Mo 05/01 Mo 05/01 Stellantis UK ... Mo 05/01 Mo 05/01 799 Witan G... ® 1
Create CMR (+4) [ Arynnes Playground | £308.20 07:00-23:008 07:00 GB-CH65 1BRE.. & 11:43 GB-MKS 2FW Mi... %
MY20250320 No Reference Scottish Power Fr19/12/2025 Fr19/12/2025 Stellantis UK ... Fr19/12/2025 Fr 19/12/2025 RAF Brize No... ® n
Create CMR (+4) [ Arynnes Playground | £329.33 07:00-23:008  07:00 GB-CH65 1BRE... 12:35 GB-OX18 3TS B... {
MY20250319 No Reference Scottish Power Fr 19/12/2025 Fr 19/12/2025 Stellantis UK ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize No... ®
Create CMR (+4) [E) Arynnes Playground | £346.73 07:00-23:008  07:00 GB-CH65 1BRE 12:35 GB-OX18 3TS B. -
MY20250318 No Reference Scottish Power Fr 19/12/2025 Fr 19/12/2025 Stellantis UK ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize No... ®

2. Select the transportation service: From the available options, select the transportation service required.
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Orders

Planning

Stops

Trips

Invoices

Dashboard

Customers

Res|

& Create order

Transport service

Test transport service

Transport

transport service 2

3. Create a new customer: Click the Customer box. A list of existing customers appears. Scroll to the bottom of this list and
select the + Create new customer option. Fill in the required customer details and click Save.

RGO Orders Plannin, Stops Trips Invoices Dashboard Companies Resource: Rates Configuration Arynnes Empty ‘ e
Orders & Quotes Order groups Templates Upload documents Order imports
E=3 Last 90 days + future V' @ Export V B Print Quick actions WV
Al Blocked Toplan  Planned  Intransit  Delivered ~ Cancelled  testview 4+ View
D Route Customer Order start Order end Customer Reference POD/CMR Dep
Outstanding tasks Resources Revenue (excl. VAT) £5,985.62  Requesteddate  Actual date Location Requested date  Actual date Location
MY20260001 (EENRED [ No Reference 2 8 schenker Logistics Netherland Mo 05/01 Mo 05/01 Stellantis UK ... Mo 05/01 Mo 05/01 799 Witan G ®
Create CMR (+4) (B Arynnes Playground | £30 00-23:00 07:00 GB-CHBS5 18R E 1:43 GB-MKS 2FW M. -
0 Mo Reference 8 scottish Power Fr 19/12/2025 Fr 19/12/2025 Stellantis UK ... Fr 19/12/2025 Fr 19/12/2025 RAF Brize No. ® -
Create C! +4) nnes Playground 00-23:00 07:00 c8- 1BRE 2:35 GB-OX18 3TS B.
El Planned E] Scottish Power Fr19/12/2025 Fr19/12/2025 Stellantis UK Fr 19/12/2025 Fr 19/12/2025 RAF Brize No. /g ~
4 E nd  £346.7: 7 3:00 07:00 GB-CHG5 1BRE. 2:35 GB-0X18 3TS B. s
18 No Reference El———18 scottish Power Fr19/12/2025 Fr19/12/2025 Stellantis UK ... Fr19/12/2025 Fr 19/12/2025 RAF Brize No... A .
) [ Arynnes F £346.7: 7:00-23:00 o7:00 GB-CHES5 1BRE 12:38 GB-0X18 3TS B. b
MY20250317 Scottish Power Fr 19/12/2025 Fr19/12/2025 Stellantis UK ... Fr19/12/2025 Fr 19/12/2025 RAF Brize No. ®
Create CMR (+4) jayground 0-23:006 07:00 ©B-CHB5 1BRE 2:35 GB-0X18 3TS B. -
250316 @) scottish Power Fr19/12/2025 Fr 19/12/2025 Stellantis UK ... Fr19/12/2025 Fr 19/12/2025 RAF Brize No. ®
MR (+8) rynnes Playground 07:00-23:00 07:00 GB-CHBS 18R E 2:35 GB-OX18 3TS B. -
5 No Reference ) scottish Power Fr19/12/2025 Fr19/12/2025 Stellantis UK. Fr19/12/2025 Fr 19/12/2025 RAF Brize No. ® .
Create CMR (+4) es Playground 00-23:00 07:00 GB-CHES 18R E 235 GB-OX18 3TSB.
MY20250314 No Referenc: 8 scottish Power Fr 19/12/2025 Fr19/12/2025 Stellantis UK .. Fr 19/12/2025 Fr 19/12/2025 RAF Brize No... @
Create CMR (+4) 46.7: 7:00-23:00 07:00 GB-CHG5 1BRE. 213 GB-0X18 3TS B. e :
MY20250313 No Reference B—8 Fioplast i Fr 19/12/2025 We 17/12/20... Stellantis UK ... Fr 18/12/2025 We 17/12/20... Solstice Park @
Create CMR (+4) BOOME ck... £16 00-23:00 07:00 GB-CHB5 1BRE 5:00+ 1:49 GB-5P4 7SQ A. b n
MY20250312 FloPlast Ltd Fr 19/12/2025 We 17/12/20... Stellantis UK ... Fr19/12/2025 We 17/12/20... Eastern Docks ®
Create CMR (+4) £162 23:00 07:00 GB-CHE5 18R E 600 GB-CT161JA Do. -
MY20260311 FloPlast Ltd Fr 19/12/2025 We 17/12/20... Stellantis UK ... Fr 19/12/2025 We 17/12/20... 799 Witan G &
Create CMR (+4) Be B Truck.. £162.04 23:00 0 G8-CHES 18R E 20:16 GB-MKS 2FW Mi. ~ -
MY20250310 (EEXTRD | No Reference E——8——8 schenker Logistics Netherland  Fr 13/12/2025 Stellantis UK ... Fr 19/12/2025 London Luto... @ .
Create CMR (+3) £507.04 o GB-CHES 18R E GB-LUZ 9L Lut. e
MY20250309 No Reference e—=8 Schenker Logistics Netherland ~ Fr 19/12/2025 Stellantis UK ... Fr 19/12/2025 799 Witan G...
Create CMR (+3) £308 7:00-23:00 GB-CHES 1BRE.. § GB-MK9 2FW Mi. ki
= = -
Legend: [ iockes [l Topian [l Todisparch [l Plannec [l 1n transit nsop [ completed [ warning
Showing 20 out of 40 orders 1 2 > 20/ page
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Setting customer credit limits

A customer credit limit makes it possible to monitor and control outstanding receivables. This helps a business stay
financially healthy.

Configure organization settings for credit limit calculation and limits
Users can set how the credit limit is accrued in 2 different ways:

e Revenue from all orders
¢ Revenue from invoiced orders only

Orders Planning Stops Trips Invoices Dashboard Customers Resources _ - Configuration Arynnes Playgr... e @ e e
Tasks Additional fields Documents Printer configuration Accounting Te lat O settings

Organisation settings R
Invoice default date preference

o k. DefaultInvoice date Charge date in dashboards
enan!
Current date Collection date
General info
Features Company
Finance and profitability Customerfsubcontractor Credit lmit Credit limit
Allow shared company for subcofcustomer (Share factoring/nomi... Revoke creating orders when credit limit is exceeded o©
Route planning & optimisa...

Revenue from all orders
Customer portal

Revenue from invoiced orders only
Units of measurement

Users
Linked mailboxes

WhatsApp integration

Billing entity

Arynnes Logisti... (Default

Configuration to use credit limits

1. Activate the credit limit field: Before assigning a credit limit to a customer, make sure the ‘Credit limit’ field is activated
in the configuration settings.

¢ Go to the Configuration module

¢ Select the Additional fields submenu

¢ In the left-hand menu, select Customers

e Click ‘Customer contract carrier’, then find Credit limit in the list of fields and click it
e Click Active. Then click Save.
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Orders Planning  Stops  Trips Invoices

Companies Resources Locations ~ Rates || Configuration Arynnes Empty e e

Tasks D Printer configurati i Order imports Integrations Mappings Templates Organisation settings
Additional fields Customer/subcontractor
Trips
Q Type to filter
Stops
Al Default fields @ Custom fields
Location
Name Key Type Show by default Required Reference
Accounting software custo... @  accounting_customer_code v v 2 §
E Invoices Adfinity: credit limit @  adfinity_credit_limit 2 W
Billing frequency @  billing_frequency v 2 ©
Invoices
Code @ code v 2 &
Credit notes Company registration num... @ company_registration_number v 2 @&
Credit limi @ credi i 2 B
DUNS number @ duns_number v 2 @
Resources
EORI number @  eori_number v 2 w
Resources Factoring customer code @  factoring_customer_code v ]
Intermodal connections Fortec: Customer ID @ fortec__customer_id v 2 w
Pallet Track: Account code @  pallet_track__account_code v 2 @
Validity and document fields
Palletforce: Account number @  palletforce__account_number v 2 @
Palletforce: Exclude from p... @  palletforce_exclude_from_pallet_mapping_... 2 @
Comments Palletforce: Insurance code @  palletforce_insurance_code v 2 &
Palletline: Terms of carriage @  palletline__terms_of_carriage 2 @&
Comments
Pallex: Customer ID @  pallex__customer_id v 2 W
BIC/SWIFT code @  payment_bic_code 2 @
Customers IBAN code @ payment_iban_code 2 ®
Peppol Availability @  peppol__availability v 2 @
Peppol Availability Staging @  peppol__availability_staging v 2 @&
Contacts Peppol Identifier @  peppol_identifier v 2 &
Peppol Receiver settinas @  peppol__receiver v 2 W

X Edit Credit limit

Show form context

Always show

Dropdown-

Show in dropdown a
Required

Set field as required G

2. Assign a credit limit to the customer:

¢ Go back to the Companies screen and select the customer to edit.
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(D
Orders  Planning  Stops  Trips  Invoices  Dashboard Resources  Locations  Rates  Configuration Arynnes Empty e e e

| customer. Contacts Subcontractors Container terminal operators
Active Inactive
Name Name on invoice Invoice address Currency Outstanding balance Accounting software custo... Billing frequency VAT number F
Arynnes Playground Arynnes 123 Somewhere Street, GB Banbury GBP £0 Weekly
500 Marlborough Gate, GB-MK9 3NZ MILTON
BARRY'S TOFFEE BARRY'S GBP Barrytoffee Monthly
KEYNES
Johnsons Bridge Road, GB-B71 1DG West
Buse Gases Buse Gases B GBP £0
Bromwich
Apollo Way, GB-CV34 6RW Royal Leamington
Engel (UK) Ltd Engel (UK) Ltd s GBP £1,470 ENGO1 GB570303963
b
Eucon Shipping & Transport N
Eucon Shipping & Transport Limited Limited Breakwater Road, IE Dublin, Dublin EUR €0 Weekly
imi
e Scroll down the customer details page to find the Credit limit field.
e Enter the credit limit amount for this customer.

QARGO Orders Planning Stops Trips Invoices Dashboard Companies Resources Locations Rates Configuration Arynnes Empty e 6) ° e
< Buse Gases D History Create customer
GBP Create subcontractor £0

R <
General info
9
Buse Gases Buse Gases Active [ o] ]
2
Cod Separtment 2
2
Approved ]
<
GBP English
Johnsons Bridge Road, GB-B711DG West Bromwich
L3
+ A
Billing config
VAT Apply VAT exceptions for importfexport € Learn more
Credit limit
Contacts

A t portal E

ccess 1o now charges on customer partal .
Access to customer portal @  Showcharges on customer portal

= An appropriate credit limit for each customer helps manage risk and keeps accounting teams informed of client
payment statuses.

3. Warning for an exceeded credit limit:

¢ Once the credit limit is configured, if a customer’s outstanding invoices exceed this amount, Qargo automatically triggers
a warning when someone tries to create an order for that customer. This helps manage exposure proactively.
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() Are you sure you want to submit this form?

The following fields generated a warning:

= customer: You have reached the outstanding
credit limit

Cancel Save

Il If the setting to revoke order creation when the credit limit is exceeded is on, the order will not save. Users will see
an error message at the bottom of the screen

X Customer credit limit has been reached, cannot create order for this customer

= Always review the warning and consider discussing payment terms with the customer before continuing with more
orders.

Additional use case examples

¢ Setting different credit limits for customers based on their payment history and reliability.
¢ Using the credit limit warning as a prompt to start credit control measures or pause further orders.
* Quickly updating credit limits after customer reviews during annual or quarterly financial assessments.
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