3. Email Intelligence: Install the Outlook extension

This article explains how to install the Outlook extension required to complete the Email Intelligence configuration.

Updated March 16, 2026

Before downloading the Email Extension, users must have a Linked Mailbox. Read more here.
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arynne.gargo@outlook.com Super admin

Add user

Linked mailboxes (beta)

Mailbox address Alternate sender addresses Grant ID Status

arynne.gargo@outlook.com 807794e8-8601-4022-8d4f-2c284f77f4fe API link status: Linked Reauthorise API o

Link new mailbox

API clients
Qargo needs access to the mailbox; otherwise, the Outlook extension won’'t work.

Installing the extension

Start by going to this link and clicking ‘Get it now'.

Apps > Qargo

Qargo
by Qargo
<& Outlook

. Pricing Additional purchase may be required Y Save to my list

Select an email in Outlook and click the Add-Ins icon.
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https://appsource.microsoft.com/en-us/product/office/WA200007398
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Get add-ins

Select “Get Add-Ins” and then search for Qargo.

Add-Ins for Outlook

Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy.

All

My add-ins

Using the extension

@ Editor's Choice

p We recommend this great collection of add-ins for you to get started.
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Create and prioritize tasks from email.
Access contextually relevant items. Free
to use in Outlook.

Additional purchase may be required
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Get true email power with encryption,
controlling, tracking and certified email.

Additional purchase may be required
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Always stay on top of your inbox.

Snooze emails and turn them into
tasks.

Additional purchase may be required
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Leave Request for
Outlook
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Request, track, approve and manage

the requested. Easy to use, configured,
and very flexible

Additional purchase may be required
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actually works. Salesforce Inbox
alternative
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Once the extension is installed, click the icon to open it. Note: It appears slightly differently in the Outlook app and in

Outlook desktop.
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Outlook app (Qargo icon).
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Outlook desktop (three dots, then select Qargo).
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* Get Add-ins

Customise Toolbar...

Desktop only! Click the ‘pin’ button to keep the Qargo side pane open when switching between emails. This shows Qargo
inside Outlook.
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Qargo $ X My Day

QARGO

Once the setup is complete and the mailbox is linked, an Actions section appears in the Qargo pane. It offers options to
create a new order or link an existing order.

Email test plugin S« - Qargo # X My Day
Arynne Hargreaves <arynneh@hotmail.com> Yesterday at 17:02
' QARGO @
To: Arynne Hargreaves ]
Actions

Can | have an update please. (® Create new order

Get Outlook for Android
Linked order

This email is visible on this order

_> No linked orders

Next step:

Create and link orders. Click here.

¢ Tips:

Users must be using the ‘new’ Outlook. Toggle it on in the upper-right corner.

A mailbox can only be linked to one Qargo tenant. The message below appears when the Qargo extension is used on an
email that is associated with a different Qargo tenant.
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c Qargo X
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This email was received in a mailbox for

another tenant.

L Switch to Arynnes Empty 4—
[

Email not found

The currently opened email from mailbox
arynne.gargo@outlook.com is not known by
Qargo.

Typical causes:

¢ The email was received before the mailbox was
added to Qargo

¢ This mailbox is added in Qargo, but the e-mail is not
yet delivered to us.

* This email was forwarded from a distribution list,
and there is no recipient of this list linked in Qargo.

3. Email Intelligence: Install the Outlook extension | Qargo Help Center - https://help.qargo.com/us/articles/209271-3-email-intelligence-install-the-outlook-extension 5/5



