Orders - Create an order

This article covers the steps to create a single order manually and to create an order by uploading a document.

Updated August 20, 2026

There are 2 ways to create a single order manually in the system. Orders are created under the Orders main menu.

1. General order creation
2. Order creation from a document

Alternative order creation options:

e Order creation by copying an existing order: <+ **Click here**
e Order creation in bulk from a template: <+ **Click here**

General order creation

Step 1: Navigate to the order creation section

e From the main Orders menu, select the orders list.
e Click the Create order button, located on the right or top of the screen.
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Step 2: Fill in the order details

e The order creation section contains a form for entering the order details. Each section loads once the previous section is
completed.
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1. Transportation service. Select the transportation service for the order. Note: transportation services can affect the stop
activities and order detail fields that are available on the order.

Transport service

Freight Forwarding Hazchem Network Van

2. General details. Enter the customer name. Once it is entered, the Shipment section populates. Any order defaults
associated with the customer and/or transportation services (locations, references, etc.) appear pre-filled.
If there are multiple pickups/deliveries, use Additional pickup / delivery stops to indicate what is required. The
shipment count updates to ‘I’ and the option to Add shipment to the order is shown. Complete the remaining relevant

and/or mandatory fields.
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3. Shipment. The shipment section consists of a minimum of 2 sections: pickup and delivery. This may vary based on the
transportation service selected; for example, ‘Containers’ may include additional sections to account for container
movements. A '+’ icon before or after a stop allows additional stops to be added to the order.
Note 1: Each stop has a pre-configured Duration: the amount of time allocated to the stop in the overall calculation of

the duration of the load.

Note 2: Start / end time, with or without ‘Enforce’, is a time frame (window) in which the stop activity can start. In the
example below, the pickup can begin at any time from 6 a.m. up to and including 8 a.m.
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4. Standalone stops (Owned/Sea container only). If the transportation service selected is Owned or Sea container, there

is an option to add standalone stops durin

g order creation.
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Stops

Add stop

Consignment information

1. CMR Tijd - Laden Vanaf 2. CMR Tijd - Laden Tot
+ Add consignment information

Users can add custom stops to the shipment and define where in the load the stop should be added:

Stop 1

Position (*}

Before Pickup empty container
After Pickup empty container
Before Collect

After Collect

Before Drop full container

After Drop full container

Multiple stops can be added to the shipment. Please note that this feature has some limitations.

1. Only applicable to container orders (Owned / Sea container)
2. Not applicable to transportation network orders
3. Not compatible with creating multiple legs, e.g., drop chassis with container

5. Freight. Add the goods details for each shipment. The default is to show the Total. If individual dimensions are required,
they can be added by clicking Add piece dimensions and removed using Remove piece dimensions. If the freight is
considered hazardous materials (HazMat), use the ADR dropdown. With ADR selected, an additional ADR section is shown
that must be completed before the order can be saved.
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Dangerous goods.
Limited quantity Dangerous goods
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6. Save. Review the order details to ensure accuracy and completeness. The order routing is shown on the map on the right

side of the screen. Click the Save button at the bottom right to validate the order. If any errors or warnings are detected,
carefully review the messages, make the necessary corrections and click the Save button again

Transportation services are set up as part of the initial account configuration.
Contact Qargo Support if additional services are required.

Il Once the transportation service is selected for an order, it cannot be changed.

Step 3: Validate and save the order

1. Once all the necessary information has been entered, review the order details to ensure accuracy and completeness. The

route can also be checked on the map on the right side of the screen to double-check.
2. Click the Save button at the bottom right to validate the order.
3. If any errors or warnings are detected, carefully review the messages, make the necessary corrections and click the Save

button again

» https://www.loom.com/embed/7fe07db9c98a445997de12936d9f851c

Step 4: Edit the order (if applicable)

If any changes to the original order details are required, they can be made by clicking the Edit order button at the top right

of the order page or via the Edit icon (pen) next to the fields in the order page view:
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Customer: Morgan Sindall Infrastructure 2

Customer price: Default (Refrigerated)

 Order revenue
Name

Transport charge

FSC NEW

Pallet

Total price

v General info

(@ Route

(@ Collect/Delivery duration
(@ Profitability

[ Toll

@ service level

(@ Customer Reference

(@ Order Incoterm

@ Arynne Test

@ Backload to Book

(@ Customs Status

© GMR
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Orders  Planning

Trips

Invoices

Dashboard

Customers

Order creation date: We 20/11/2024  Transport service: Van  Responsible: arynne@qargo.com

VAT: VAT 20% 2.

Add charge
VAT

VAT 20%

VAT 20%

VAT 20%

Calculation
Automatically calculated
Minimum price applied
Automatically calculated
(35 GBP) x 13.0000%

Manual price

Add info/consignment V/

48 mi (0 mi empty + 48 mi loaded)

3h23m

© Rigid (3.5 to 7.5 ton GVW)

Waiting for all trips to complete

£40

£0.00

This field is required, but the value is missing.

This field is required, but the value is missing.

Resources

Recalculate price if order changes

Amount

£35.00

£4.55

£0.00
£39.55
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Edit the stops of an order. This article covers editing and re-sequencing stops on an order, including unplanned orders and

orders on the planning board.

Warnings: Duplication warnings are displayed when reference numbers or container nos. have been used in other

orders.
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The following fields generated a warning:

» Container number: Possible duplicates detected

in orders: Or-3454, Or-3453 and Or-3452

Cancel Save
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Reference numbers

Container number

AAAU1234566

Or-3454, Or-3453 Or-3452

Order creation from a document

To create a new single order from an order confirmation document provided by the customer:

e Click the Create order button and choose the preferred transportation service, as in normal order creation.

rint Quick actions Create order

Order end

Requested date Actual date Locatio

< Create order

Containers-eigen Container transportation Distributie (&) FTL Groupage TRaction

e Upload or drag in the order confirmation document provided by the customer.
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Orders Planning Trips

Invoices

Dashboard Customers

Resources Locations

Configuration

< Create order

Transport service

Distributie (O

General details

Reference numbers

sference numbe

+ Add

e The recognized fields include:

™~

Groupage

jorder confirmation

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

o Customer by tax number (must be added to the customer profile)

o References
o Dates / times
= Opening times
o Numbers
o Addresses
o Descriptions / additional instructions

= Pickup / delivery notes
= Goods descriptions

e Click a field in the order to open a dropdown. Some options in that dropdown have the label Suggestion. This is data

fetched from the uploaded document.
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& Create order

Show form context

Transport service Order confirmation [

3 Scanned PDF 1
Container General Haulage International Nationwide Pallets

wre O @ I Q

Conera Gl DB SCHENKER LOGISTICS NEDERLAND - BU LAND, EMMA GOLDMANWEG 1, 5032 MN TILBURG|

Customer (%) portfexport (% Additional Status A COLDMANES 1

DB Schenker Limited Import fglggydelivery stops To plan e Transport Agreement SCHENKER
Tim van Rij Date: 14/04/2022
5000 Gent Ewi nfoequrgo o
Contae: AORIRAR COPPE Teephone
Unit 1: NG unitioz:

Trip Number TLQE04096 Freight: 225,00 € all in
Reference numbers

You agree to transport the following on our behalf:
Remarks: REPORT WITH THE TLQ NUMBER AT A SCHENKER OFFICE
Make sure to send the POD or a fotocopy within 48h after delivery to
nlsm.th pod-tiburg @cbschenker.com
Send your invoice to: nl.sm.tl.pdfinvoicing@dbschenker.com
Send

Container number Customer Reference Internal Notes

POL (Port of Loading) SCAC ves

a1 Shipment: TL62082348 / NNB/20220314

company: Haven 1219 Port of Antwerp Load date: 0300512022
Land van Wasslaan Load time: 000
5130 Beveren, Belgium

+ Add note/reference number

Ret: 2200673
Goods Quantty  Type weight: 12000k
Consignment Liquids vau su Fat Metres:
Unload 1 Shipment: 82082348 / NNB/20220314
Collect activity (*) Duration Delivery activity (*) Duration Activity (*) Duration Company: ﬁ:‘;:z:;':ﬁ;‘:z - 0dRs/2022
Pickup full container 01:0¢ Delivery 01:0C Drop empty container 01:¢ g 3800 Rosselre, Belgium
et 293029556

Collect location (*) Delivery location (*) Location ()

Schenker Logistics Netherlands Date

Emma Goldmanweg 1, NL-5032 MN Tilburg

Carpenter Belgium Suggestion Reference number

Wijnendalestraat 171, BE-8800 Roeselare

Land van Waaslaan Suggestion Notes

Land van Waaslaan, BE-9130 Beveren

799 Witan Gate z
Witan Gate 799, GB-MK9 2FW Milton Keynes

CP Warrington (111 Winterstoke Rd)
Winterstoke Road 111, GB-BS3 2NS Bristol

+817 more (type to filter)

+ 5032 MN TILBURG
+ Shipment:, Haven 1219 Port of Antwerp, Land van Waaslaan 9130 Beveren, Belgium

Q_ search Google

v owowwee 1
% Transport Agreement SCHENKER

Terms and Conditions

£ If notes do not pre-fill, typing in the box displays any matching options from the document.
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< Create order
Fm: i

‘ Few._—
Requested collection date (')

19/08/2025 This location was last used on Or-0022

# coyfes Transport Order

Time window Start tim Endtim Enforca
= Requested eiivery date (*}
07:00 14:00 8 Date 24002024
Page 212

Reference numbe

£3 Scanned  PDF1 x Select page range
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=
st
-
ER
31
1
5
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ﬁv ROUNDTRIP — BOX EXCHANGE !!

Reference numbe

Delivery n
ch] €mmm———— -
“
Email address poue
+ Add information Emal address
Chauffeur dient CMR/delivery note van Borealis af te geven bij lossing. Zonder documenten kan er niet gelost worden v

< Add information
Consignment information

Instructions Shipper name (Qarga network) Shipper refarance (Qargo network)

+ Add consignment information

cargo

=)
Cancel Save >

Guidance to avoid manual work is shown as additional information or a warning. Here are a few examples:

e Once a suggestion is selected, the field is highlighted in blue.

¢ Mandatory fields are marked with a red border.

e |f areference number is chosen that is already used in a previously created order, the warning Possible duplicate
detected is displayed with a reference to the orders.

e |f alocation is already used in a previously created order, the time windows and other important information can be
copied to avoid manual input.

Consignment

Collect activity (*) Duration Delivery activity (*) Duration Activity (*) Duration
Pickup full container 01:00 Delivery 01:00 Drop empty container 01:00 o
Collect location (*) Delivery location (*) Location (*)
Schenker Logistics Netherlands Carpenter Belgium
Emma Goldmanweg 1, NL-5032 MN Tilburg Wijnendalestraat 171, BE-8800 Roeselare
Requested collection date (*) X This field is required

This location was last " N Date

Copy time window, note & extra's
used on Or-300650

X This field is required

delivery date (*)
Time window Start time End time Enforce " ‘ Reference number
X This field is required
number Notes
Time window Start time End time Enforce
TLB2082348/NNB/20220314 &

N

0Or-300650 Or-300574 Or-300597
Reference number
Collection notes

Delivery notes

e Manually fill out the necessary or empty fields for the order.
¢ Verify the completeness and accuracy of the order details before finalizing and saving the order.

Split documents for scanning

For larger PDF documents, it is possible to select which pages need to be scanned, effectively splitting the PDF document.
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When creating an order, the user can drag an email or a PDF into Qargo. This was already possible, but it is now also possible
to define which pages of the PDF file(s) should be used for the order pre-fill and as the order confirmation.

Once the PDF files have been added, the user can specify which page range should be used. This range is scanned by Al and
used as the order confirmation attachment in the order.

Show form context

Order confirmation from custom| > | 2 Apply

=5 Scanned PDF1 X PDF2 X PDF3 X Email Select page range

PDF Q-

Once the split has been created, it is also visible for review. Splits can be created for each of the attached PDF files. When
multiple splits are created, the last created split is used as the order confirmation. The original PDF files can be deleted or
left to be attached to the order as well.

Order confirmation from customer [J

= Scanned Split from PDF 1 X PDF1 X PDF2 X PDF3 X Email

‘: PDF Q-

Once the order is created, the last created split is added as an attachment as the order confirmation from the customer,
together with the email itself. If other splits were created from other PDF files, they are added as attachments with
document type ‘Other’. Finally, the original PDF files are added with document type ‘Communication’

< 0r-3310 JCEl

Customer: 2 VAT number: Order creation date: We 11/06/2025 Transport service: Chem Responsible:
(D dropdown - 2
v Order documents and tasks Add documents V
Commumiziation Trip-27151 trip_sheet.pdf ®
11/06/2025 09:08
Communication 9 BE1-1001943 copy.pdf r— PDF 1,2 &3 ©
11/06/2025 09:08
Communication * CarrierContract KSFZ68177.pdf (©)
11/06/2025 09:08
SNSIOY OoROTMAION from. CUSION 9 BE1-1001943 copy.pdf > Split from PDF 2 (last created split) ~®
11/06/2025 09:08
= Order confirmation from customer > test order create Email attachment ®
22/05/2025 14:38 <* Google proposed a new partnership tp Meta, focusing on I
Ohax CarrierContract KSFZ68177.pdf | Split from PDF 1 ®
A
11/06/2025 09:08 P plit from

e Customers can now easily extract the order confirmation from larger PDF files.
e More accurate document scanning by specifying the pages to be used.
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Click the link below to learn more about how to scan and validate order confirmation documents to create new orders.

Orders: Order creation via confirmation document.
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