4. Create & link orders from emails and attachments

Link and create orders without manually keying in data, which increases efficiency and reduces data entry risk. The mailbox
must be linked.

Updated January 6, 2025

Once the mailbox is linked and the Qargo Add-in for Outlook has been added, order communication can be integrated
seamlessly, directly from the mailbox.

If the Qargo add-in is not installed, go to this link and click ‘Get it now'. Contact the internal Super Admin user
for help with any additional email setup that may be needed.

Create new order

If an email is not yet linked to any order, a new Actions section appears at the top of the Qargo pane. It contains the
available action Create new order or Create quote.

Actions

(> New order
® New quote Create a quote from

an email

Clicking this action opens a new Qargo window in which the email is preloaded to be scanned. This works in the same way as
the existing drag-and-drop function. From this point, enter the order using the existing process.
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https://appsource.microsoft.com/en-us/product/office/WA200007398

< Create order

Transport service Order confirmation ]

2 Scanned Email
Distributie Eigen container FTL Groupage Hazardous

maxime@qargo.io yesterday at 17:02 &

to: maxime@qargo.io

< Order confirmation

mage00111.jpg

Jiesafdsaf;idsafidsafl.ds

Once the order is created, it is linked to the email. In the Qargo pane, the email details appear under General info. To update
the email type, click the pencil icon. The order information appears in the Linked order section.

Shipment requet a &S Qargo # X My Day
Arynne Hargreaves <arynneh@hotmail.com> Today at 11:36
QARGO [ ]
To: Arynne Hargreaves
transport_order_db_... General info
= 685.1KB ) .
) Order confirmation 24
Download -+ Preview @ Replies will be added to Qargo

Linked order

please confirm receipt. o e o thi o
Thanks. is email is visible on this order
Arynne Hargreaves Q
Or-0004 [z Open
Schenker Logistics Netherlands
Th 03/10 Tu 08/10
Haven 1219 Por... > Carpenter Bjlgi...
BE-9130 Beveren BE-8800 Roise...

Linking an order

If the order was created from the email, the link is created automatically. The Linked order information includes the order
number, order status, customer name, and pickup and delivery information. Clicking Open goes directly to the order in

Qargo.
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Qargo # X My Day

QARGO (R

General info
{ Quote 2
@ Replies will be added to Qargo

Linked order
This email is visible on this order

Q

Or-0002 % Open
Koryfes SA

Mo 30/09 Fr 04/10

Borealis AB - Ravago Plagtics
SE-444 86 Ste... BE-2370 Aend...

If an email arrives for an order that is already in Qargo, link it by searching for the order number under Linked order. Once
the order is found, click +Add to link it.
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This links the email to the order, so any subsequent emails, both incoming and outgoing, are associated with the order.

| Search documents and filenames for text

Or- Q

0r-0001 + Add

Warburtons Ltd

We 18/09 We 18/09
Warbys1 = Morrisons
GB-BL4 0JZ Fa... GB-M111ND Op...
0r-0003 + Add
Schenker Logistics Netherlands
Fr04/10 Tu 08/10

Haven 1219 Por... - Carpenter Belgif.
BE-9130 Beveren BE-8800 Roes
0r-0002 + Add
Koryfes SA

Mo 30/09 Fr 04/10

Borealis AB = Ravago Plastics
SE-444 86 Ste... BE-2370 Arend...

The emails are visible directly in the order in Qargo. The number (x) next to Email communication shows how many emails

have been received in that email chain.
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< 0r-0002 QL

Customer: Koryfes SA 2 Order creation date: Mo 30/09/2024  Transport service: Goods

v General info Add info/consignment V'

723 mi (0 mi empty + 723 mi loaded)

Responsible: arynne@gargo.com

Cancel order

Route ]

o 104h30m

(D Collect/Delivery duration Waiting for all trips to complete

(@ Profitability £0

E Toll £225.09 ( Congestion taxes in gothenburg | National truck toll More

v Order documents and tasks Add documents V'
Email communication (2) 0Or-002 &
30/09/2024 11:14 Last reply: today at 11:17
Order confirmation Transport Order Document - 10017410-43-01 30-09-2024 1 1.pdf ®
30/09/2024 08:15
Quote Email test plugin ®
29/09/2024 17:02 Last reply: yesterday at 17:02

(® Complete order - ®
Ready to invoice Waiting for completion of the order ®

Invoice order Waiting for order to be ready to invoice

®© +3 Tasks

v Consignment 1 Add info/doc V'

Borealis AB, Industrivagen 2, SE-444 86 Stenungsund

Collect 01/10 07:00-14:00 T
Ref: 700622375/87018393

Cancel consignment

a

Linking multiple orders to an email: now available!

Click here for details.

Re: Or-002

Arynne Hargreaves <arynne.qargo@outlook.com>

To: Arynne Hargreaves

No problem!

This has been updated for you.
Thanks!

AH

From: Arynne Hargreaves <arynneh@hotmail.com>
Date: Monday, 30 September 2024 at 11:14

To: Arynne Hargreaves <arynne.gargo@outlook.com>
Subject: Or-002

We need to change pick up to 1st Oct.
Thanks

Get Outlook for Android

Tips:

Unlink email thread

IS

D History B customise Edit order Create similar order

Email X

0r-002 Q @

arynne.qargo@outlook.com
to: arynneh@hotmail.com

today at 11:17 @&

No problem!

This has been updated for you.
Thanks!

AH

From: Arynne Hargreaves <arynnch@hotmail com>
Date: Monday, 30 September 2024 at 11:14

To: Arynne B <arynne om
Subject: Or-002

We need to change pick up to Ist Oct.
Thanks

Get Outlook for Android

arynneh@hotmail.com
to: arynne.qargo@outlook.com

Linked to:

today at 11:14

a &L o Qargo # X

QARGO @

General info

My Day

Today at 11:17

) Communication 2
(© Replies will be added to Qargo

Linked order
This email is visible on this order

Q

0r-0003 & Open

Schenker Logistics Netherlands
1234

Fr 04/10
Haven 1219 Por...
BE-9130 Beveren

Tu 08/10
- Carpenter Belgi.]
BE-8800 Roese..

0r-0002 [Z Open
Koryfes SA

Tu 01/10 Fr 04/10

Borealis AB - Ravago Plastics
Sty o BErSTR

Emails can be unlinked from an order. Click the three vertical dots and then Unlink from email. The thread remains visible in
the order, but unlinking prevents any further email communications from being added.
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https://help.qargo.com/us/articles/219233-email-intelligence-new-features#h_ae8a518405

Qargo # X My Day

QARGO o

General info
{? Communication 2

(™ Replies will be added to Qargo

Linked order
This email is visible on this order

Q

0r-0002 % Open

Koryfes SA & Unlink from email

Tu 01/10 Fr 04/10
Borealis AB = Ravago Plastics
SE-444 86 Ste... BE-2370 Arend...

Delete email thread

If an email thread has been incorrectly associated with an order, the entire email thread that was linked to Qargo via the
Outlook Add-in can be deleted.

In Qargo, click the three-dot menu in the Email communication panel.
e Select Delete.
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P
k.‘ QARGO Orders Planning Trips Invoices Dashboard Customers Resources Locations Configuration

< MY20250004 D Hisoy  [A Customise
Customer: BARRY'S TOFFEE £ VAT number: -  Order creation date: Fr 03/01/2026  Transport service: Goods p : arynne.q; m
i) Department z
%) Profitability £476 Email
[a Toll £5.68
Quote for - Quote-25-010001
0 Service level - 2
) Vehicle category 2z
©) Container type 2 From: Arynne Hargreaves <arynne@gqargo.com=
Sent: 03 January 2025 15:48
) Contact emails name@email.com ra a To: Arynne Hargreaves <arynne.qargo@outlook.com:>
Subject: Ae: Quote for - Quote-25-010001
(@ Pallet network consignment type 2z Perfect - find arder attached.

On Fri, Jan 3, 2025 at 3:47 PM Arynne Hargreaves < arynne.qarzo@outlook
+ Order documents and tasks Add documents v

Quote for - Quote-25-010001 e,
Last reply: last Friday at 16:13 & : -
* Qargo has sent an order to Email Test Ltd. for Quote-25-010001
S — =

Email communication (3)
03/01/2025 15:48

Edit description
transportorderdbschenker 1.pdf Hi
From email communication: Quote for - Quote-25-010001 = == =3 Delete

ansport agreement .

Order acceptance confirmation

@
08/01/2026 12:01 document detalls a transport agreemant between DB Schenker and Qargo Tech LTD for the transport of
¥ liquids from Antwerp to Roeselare. The reference numbers are TLQEO4096, 22006973 and 293028556 The Please find Quote-25-010001 attached.
transport takes place between May 3rd and May dth, 2022. Addresses are listed In the document
If you have any questions please do not hesitate t
Order confirmation from custom (2) Fwd: Quote for new shipment i
= Last reply: today at 12:01 @

03/01/2025 15:43
* Qargo requested a quote for a shipment from Beveren to Roeselare.

¢ Click Yes to complete the deletion.

Are you sure you want to delete this entire email
thread?

This will delete the conversation for ALL linked items,
including other pages than this cne. If you want to
unlink the conversation from only this itemn, please use
the Cutlook add-in instead.

Mo Yes

This is not the same as unlinking an order from a thread. Deleting the email thread removes it from the system entirely for all
items linked to the messages, i.e., orders, shipments, invoices, etc.

Only use the Delete option when the intention is to remove all email communication.

Where's my email?

It may take a moment for the email to be received in Qargo. The highlighted message appears while the email is processed.
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Shipment requet a « o Qargo # X My Day

Arynne Hargreaves <arynneh@hotmail.com> Today at 11:36
QARGO e
To: Arynne Hargreaves
transport_order_db_...
T 685.1KB Waiting for mail to arrive at Qargo
Download - Preview

please confirm receipt. A o ) ‘
Thanks. This email is in your mailbox, but is

probably still making its way to Qargo.

Arynne Hargreaves
Ty g This can take up to a few minutes, but

typically happens within a few seconds.

Congratulations! Email Intelligence is now successfully in use in Qargo!
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