Orders - Order creation via order confirmation document

This article describes how to scan and validate the order confirmation document to create a new order.

Updated October 22, 2026

The Al model learns from past orders to automatically fill in data from scanned order confirmation documents into the
order form. The Al model fills in suggestions for new orders and for orders created from an existing order template. In both
cases, the system scans a PDF order confirmation document and prefills any suggestions.

Below is a detailed overview of how it works and what to expect:
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How it works {#h_e2b39ebc6c}

1. Learning process

e The Al model learns every time a user creates an order for a specific customer using a scanned document.
¢ Typically, the model needs about 3—-5 scanned orders before it starts providing pre-fills.

2. Automatic pre-fills

¢ When the model is confident that a value in the document matches a field in the order form, it automatically fills in the
corresponding field.
e Users receive a notification in the top-right corner of the screen when one or more fields are pre-filled.
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_:,~ The form has been pre-filled with values X
from the document.

Do not show again

3. User interface

e The recognized fields include:
o Customer by tax number: must be added to the customer profile
o Customer name: option to create an alias with matched names
o References
o Dates / times
= Opening times
o Numbers
o Addresses

o Products / packaging

Cargo

Item 1

Quantity Packaging Product

’7 Na-Methylate Solution | Test

Always match with "Na-Methylate Solution
30%" in the future?

Goods description

Dimensions

+ Add piece dimensions

Total dimensions

Total weight (kg) Total volume (cbm)
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o Descriptions / additional instructions

= Pickup / delivery notes
= Goods descriptions

e Click a field in the order to open a dropdown.

o Some options in that dropdown have the label ‘Suggestion’.
o This is data fetched from the uploaded document.

e Pre-filled fields are highlighted in blue in the form, just like when users manually select a suggestion from the document.

e Verify the accuracy of the pre-filled data and manually complete any fields that are not filled in automatically.

Transport service Order confirmation [

£ Scanned PDF 1

Container transportation Distributie ® Eigen container FTL Groupage Hazardous
wxe O @ I
General details
- Customer (*) Service level (*) Additional collect/delivery stops u =
None
status Transport network Vehicle category
To plan
Add start/end location
Reference numbers
Container number (*) Container tare weight (kg) Customer Reference
’V 7100007678
Ocean liner SCAC (%) Omzetting (*) Pincode
Seal number ‘-
=+ Add note/reference number
Consignment
Collect activity (*) Duration () Delivery activity (*) Duration (*)
Collect 01:00 Delivery 01:00
Collect location (*) { Delivery location (*)
Requested collection date (*) Requested delivery date (*)
{ We 15/05/2024 ‘ { Fr 17/05/2024 ‘ m Bm
Time window Start time End time Enforce Time window Start time End time Enforce
Reference number
" 658774 ‘ ” 65586891 ‘
Collection notes Delivery notes
4 4
Extras Extras
Mabile number Mobile number

= If notes do not pre-fill, typing in the field displays any matching options from the document.
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llect location (* Delivery location {* £ Scanned PDF 1 Select page range
{ ‘ { ‘ wie © @ 9 Q
Requested coliection date ('
19/08/2025 This location was last used on Or-0022
T e # Koryfes Transport Order
Start tim End tim nforce —
. Raquested caivery dts ('
07:00 14:00 & Dete 2000200
Page 272

Rt b

@

e Tim Start tir End tim Enforce
07:00 14:00 & _
Callsction @

ﬁ' ROUNDTRIP — BOX EXCHANGE !!

<+ Add information

Chauffeur dient CMR/delivery note van Borealis af te geven bij lossing. Zonder dacumenten kan er niet gelost worden v

+F Addinformation

Consignment information

Instructions

+ Add consignment information

cargo

=)
Cancel Save >

4. Accuracy and limitations

e The model only provides pre-fills when it is nearly 100% certain of their accuracy, to minimize incorrect pre-fills.
e Users should not expect the entire form to be pre-filled, but can expect a significant reduction in manual data entry.

= The document scanner searches for numeric values, addresses, dates/times and products to use as suggestions.

Using a template order

The document scanning and prefill functions can be used together with an order template.

¢ Navigate to Orders > Templates

e Select the template to copy and click ‘Copy selected orders’

¢ In the new order that is created, click ‘Edit order’

o This opens the edit order page, which includes a section with the transportation service and document upload fields.
In the ‘Order confirmation from customer’ section, use ‘drag & drop’ or click to upload a file.

e The system starts scanning and adding matched suggestions, highlighted in blue.
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< Edit order

Consignment Scanned PDF 1

80%

Warbys1 (474 Plodder Ln) Morrisons

474 Plodder Lane, GB-BL4 0JZ Farnworth Ashton Old Road, 1, GB-M11 1ND Openshaw
o Compa
02/02/2026
Reque: on Start time. End time
02/02/2026 8
suaz
Stadt tize a Rei = -
07:00 09:00 8 ©
asterence numbe o
WARB_1
Bread! Who doesn't love it?
Consignment information

+ A gnment informa

¢ Verify the copied information and enter any missing details.
e Click Save.

Click Play - to watch an overview of how to use the customer order confirmation document to create a new order from a
template.

How to Gy and Edit

Templaté Orders

Made in Clueso
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Split large PDF files for scanning

e Create an order by dragging a PDF into Qargo. It is possible to define which pages of the PDF file(s) are used for the order

pre-fill and as the order confirmation.

Order confirmation from customer 7

= Scanned PDF 1 X PDF 2

X

PDF3 X Email

Select page range

in the order.

PDF

Q

Users can specify which page range to use. The Al scans this range, and it is used as the order confirmation attachment

Show form context

Order confirmation from custom| !

> | 2 Apply

&2 Scanned PDF1 X PDF2 X

PDF3 X Email Select page range

Q

PDF

¢ Once the split has been created, it can also be reviewed.

o Create splits for the different PDF files that have been attached.

o The original PDF files can be deleted, or they can be kept and attached to the order as well.

Order confirmation from customer [

o Scanned Split from PDF 1 %

|

PDF 1

X PDF2 X PDF3 X Email

PDF

= When multiple splits are created, the last created split is used as the order confirmation.

itself.

e The last created split is added as an attachment as the order confirmation from the customer, together with the email

o Other splits created from other PDF files are added as attachments with the document type ‘Other’.
o The original PDF files are added with the document type ‘Communication’
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< 0r-3310 QErEl

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
SOmmeNiEation Trip-27151 trip_sheet.pdf ®

11/06/2025 09:08

Communication BE1-1001943 copy.pdf —) PDF 1,2 &3 ®
11/06/2025 09:08

COTTNIMOE S0 CarrierContract KSFZ68177.pdf ©
11/06/2025 09:08
SRESY CURDOATon Yo D BE1-1001943 copy.pdf e Split from PDF 2 (last created split)y ~®
11/06/2025 09:08
Order confirmation from customer test order create .

) 22/05/2025 14:38 <* Google proposed a new partnership tp Meta, focusing on Email attachment =
Other ) .

CarrierContract KSFZ68177.pdf fr———— Split from PDF 1 ®

11/06/2025 09:08

e Customers can now easily extract the order confirmation from larger PDF files.
e Document scanning is more accurate when the pages to use are specified.

Create multiple orders from one document

Scan one document that contains several transportation orders and get one reviewable row per order in Upload orders,
without scanning again for each order.

Terminology
Term Definition
Upload orders The tab in Orders where documents are scanned and reviewed before orders are created
Order row One detected order from a scanned document
Shipment Setting that decides whether a multi-order document becomes several orders or one order with several
splitting shipments
Prerequisites

i Upload orders is part of Qargo Intelligence and must be enabled.
Contact the account manager for configuration.

Once it is enabled, the Shipment splitting setting can be changed to either One order per pickup/delivery location or One
order per good in Configuration > Organization settings > Order confirmation scanning.

The default value is One shipment per pickup/delivery location. With the default, a multi-order document stays one
order with several shipments.
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Create multiple orders from one document

1. Navigate to Orders > Upload orders.
2. Drag a document file in.

3. Wait for the scan to finish.

Note: The customer and transportation service are resolved on the document first, before it is split. As a result, every

order row starts with the same customer and transportation service.

4. Select the missing value if prompted. When the customer or the transportation service cannot be matched, the

document asks for it before any order rows appear.

5. Review the order rows. Each row is labeled with its position in the document (1/3, 2/3, 3/3), so it is clear which orders

came from the same file.

6. View the source document with the Eye icon.

7. Create each order with Review and create. Rows are reviewed and created independently.

Quotes | Orders

a

Al Orderstocreate  Orders created

Order ID Status

Uploaded by

0r-0000087 @qargo.com

@qargo.com

@qargo.com

Quotes  Orders

Planning  Stops  Trips

Orders

Date
Tu 06/10 08:28
Tu 06/10 08:28

Tu 06/10 08:28

Planning  Stops  Trips

Upload orders

Invoices Dashboard Companies Resources Locations

Upload documents

Templates Route templates Order imports

U pload a file here /' 1, Drag a file or email here or click to create an order

Name Customer

test-multi-order-document-3-orders.pdf Meridian Freight Benelux B.V.

test-multi-order-document-3-orders.pdf Meridian Freight Benelux B.V.

test-multi-order-document-3-orders.pdf Meridian Freight Benelux B.V.

Invoices Dashboard Companies Resources Locations

Rates  Configuration

Transport service

Full Truck Load

Full Truck Load

Full Truck Load

Rates  Configuration

I

Customer Reference

Quick actions V

Open order @

Review and create @

Review and create @

I

() New: customise what gets read from your order documents

Orders Upload orders

Templates Route templates Upload documents Order imports

You can now centrol which fields are read from uploaded order documents. Until your team sets this up, most fields will not be extracted. (3 Rules > Order confirmation scanning

Q
Al Orderstocreate  Orders created /
Order ID Status Uploaded by

In progress |4

shoko.tamura@gargo.com

Quotes  Orders

Date

Tu 06/10 09:05

less than a minute ago

Planning  Stops  Trips

Name Customer
test-multi-order-document-FTL-own-
container.pdf

Invoices Dashboard Companies Resources Locations

L, Drag a file or email here or click to create an order

Transport service

Rates  Configuration

Customer Reference

Do not show again X

Quick actions

v @ © @ @O

() New: customise what gets read from your order documents.

Orders  Upload orders

Templates  Route templates  Upload documents  Order imports

You can now control which fields are read from uploaded order documents. Until your team sets this up, most fields will not be extracted. (3 Rules - Order confirmation scanning

Q

L. Drag a file or email here or click to create an order

Do not show again X

Quick actions v

All Orders to create Orders created
Order ID Status Uploaded by Date Name Customer Transport service Customer Reference

test-multi-order-document-FTL-own- .
Ready for review @qargo.com Tu 05‘”0 0905 . o Meridian Freight BeneluxB.V. ~ Owned Container Review and create @

ninute ago container.p
test-multi-order-document-FTL-own- @
Ready for review @qargo.com Tu “5‘”0 00:05 . o Meridian Freight Benelux B.Y.  Owned Container Review and create ©

ninute ago container.p
test-multi-order-document-FTL-own- @
Ready for review @qargo.com Tu “5‘”0 00:05 . N Meridian Freight Benelux BV.  Owned Container Review and create ©

minute ago container.p

A document with only one order is shown as a normal single row, without a label.

Re-scan a full document

Re-scan full document replaces all order rows of that document with a new scan.

¢ \When the document contains more than one order, a confirmation is shown first.
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e Edits made to the existing rows are lost after confirming.
e A document with a single order restarts without a confirmation.

() Restart scan?

This document currently has 3 orders ready for review.
Restarting will re-scan them all.

Good to know:

Multi-order detection only runs from Upload orders. The Create order form and the Outlook add-in still create one order

per scan.

An email with several separate PDF attachments (one order per PDF) is not supported. Orders written in the email body

are not detected either.

There is no bulk create action. Each detected order is opened and created from its own row.

Troubleshooting

Situation

Upload orders tab is not visible

A multi-order document becomes one
order with several shipments

Document asks for a customer or
transportation service before showing rows

Edits on order rows disappeared

Cause

It is not enabled

Shipment splitting is set to the
default value

Customer or transportation
service could not be matched

Re-scan full document replaced all
rows

Solution

Contact the account manager to enable
it
Set it to One order per pickup/delivery

location or One order per good

Select the missing value on the
document

Only confirm the restart when the edits
are no longer needed
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