New order field for contact emails

This article outlines a new order field that can be configured to allow a task to be emailed to a specific contact within a
company.

Updated October 28, 2024

Sometimes sending emails to a dedicated role in a company (e.g., Operations) is not suitable. In some cases, not every user
in that department (role) handles every aspect of each order.

A new field on the order page lets the user enter a specific Order contact to be used for contact tasks on a related order,
shipment or stop. With this new field, a specific contact at the customer can receive the email task directly.

To activate this option:

1. Go to the Configuration tab.
2. Select Additional fields > Orders.
3. Select Contact emails. Click the pencil icon to edit the settings.

This opens the Edit contact emails panel.

Select Active to enable the field.

Then choose whether this field is Always shown and/or Required.
Use the toggle to set the preferences and click Save.

X Edit Contact emails

Contact emails Inactive Active

Linked transport services

["owned Container x] [ Seacontainer (import/Export)  |[ Goods x]

Show by
[ Always show

Required
Set field as required

conee

A confirmation window opens, showing that this field will be enabled on all existing orders.
Click Confirm.
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Changes will also be applied to existing orders.

Changes will also be applied to existing orders.

Cancel Confirm

This inserts the field into the order but does not populate the contact email. The relevant contact email must be
selected.

Configure tasks

Update existing tasks, or create new ones, that should be sent directly to the order contact.
In the Addressed to field, select Order contacts.

Configuration

@ Contact

Communication method (*)

E-mail

Configuration

Addressed to (*) Sender: name (*)
|; EMail Test LTD.
Reply to: E-mail adres (*
Customer P ©
arynne.qargo@outlook.com ™M
Fixed contact list
Order contacts b
Documents
Attached documents Document merge method
Quote X Don't merge
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Organisation settings

Orderinput  Rate card customers ~ Cost CW Tasks  Additional fields ~ Documents ~ Accounting  Orderimports  Integrations
Object Order tasks Send quote
v Create order Add
Orders
Configuration
Create quote (manual completion)
Generate document 2 Accounting
Trips Document type: Quote Gl Contact
Send quote (manual completion) Communication method (*)
Contact & Accounting E-mail
Invoices E-mail from arynne.qargo@outlook.com to Order contacts (All)
with Quote attachments
Invoices C
Send to planning (manual completion) .
Purchase invoices s aQ Addressed to (%)
ystem task (Default task) R Admin
Order contacts
Credit notes
v Create consignment Add Reply to: E-mail adres (*)
Fixed sender
(No tasks) Boc: E-mail adres
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Attached documents
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Sender: name (*)

EMail Test LTD.

Supported languages ()

Reply to: E-mail adres (*)

arynne.qargo@outlook.com

Document merge method

Don't merge

Add configuration for sending email to multiple recipients.

A new option has been added to configure how emails to multiple recipients are sent. A separate email can be sent to each
recipient (the previous behavior and also the default), or a single email can be sent to multiple recipients.

By default, a separate email is sent to each user. To send one email to multiple users instead, change this in Configuration >
Task settings. All users are then included in the TO: address line.

QARGO Orders Planning Tr

s Invoices

Dashboard Customers

Configurat

s mory @) @)

Orderinput  Rate card customers émsks Additional fields ~ Documents ~ Accounting ~ Orderimports Integrations ~ Mappings ~ Templates  Organisation settings

Object Order tasks

v Create order Add
Orders

Create quote (manual completion)

Generate document 2 Accounting
Bookings Document type: Quote

Send quote (manual completion)
Contact & Accounting

Container terminals

E-mail from arynne.gargo@outlook.com to Order contacts (All)
with Quote attachments

Trips
Send to planning (manual completion)
System task (Default task) & Admin
Invoices
v Create consignment Add
Invoices
(No tasks)
Purchase invoices
Credit notes v Collect order Add
(No tasks)
v Deliver order Add

Ready to invoice (manual completion)
Input task (Default task) & Admin
Lock price calculation: No

The task is completed and emailed based on the selected order contacts.

Send quote

Configuration

Contact

Communication method (*)

E-mail

Configuration

Addressed to (*)

Order contacts

Reply to: E-mail adres (*)
Fixed sender

Bec: E-mail adres

Documents

Attached documents

Supported anguages (')
English (UK)

Mal subject (*)

Quote for Customer Reference Number| - (Quote Name.

Mail body

Sender: name ()

EMail Test LTD.

Reply to; E-mal adres (*)

arynne.qargo@outlook.com

B

Email per recipient

Single email with multiple recipients

Document merge method

TOTTTTeTy
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The task must be configured before the user is added to the order.

Adding users to the order.

Select from any contacts saved to the customer.

<& Create order

Transport service

Goods

Owned Container Seacontainer (Import/Export)

General details

Customer (%)

Warburtons Ltd

Add start/end location

Reference numbers

Additional collect/delivery stops

None

I

arynne.gargo@outlook.com

S

arynneh@hotmail.com
arynneh11@gmail.com

frederik@qargo.com

J + Add notefreference number

Delivery activity ()
Delivery

Warbys1 (474 Plodder Ln)

Delivery location (*)

Order confirmation

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

Status

To plan

Duration ()

01:00 HighRid P 4 Ainsworth
Reservoir {

A Brei

- Bolton-
/ ////

474 Plodder Lane, GB-BL4 0JZ Farnworth Lostock A Z 52 =8 \nerhling bark
7 N \
Requested collection date (*) Requested delivery date () [ A\ 7
\ \&,
With the task configured, the individual contact emails are used to complete the tasks.
< Quote-0004 D History [B Customise Edit order Create similar order
Customer: Warburtons Ltd 2 Order creation date: Tu 01/10/2024  Transport service: Goods ~ Responsible: duygu@qargo.com  Created from: Quote-0003
@ Quote name Quote-0004 Email X
17 mi (0 mi empty + 17 mi loaded
@ Route ( Py ) B 2
2h50m Quote for - Quote-0004 Q @
@ Collect/Delivery duration Waiting for all trips to complete
to: arynne qargo@outlook.com
@ Profitability £100
[ Toll £0.00
_ ar il.com, arynne om com arynne.qargo@outlook.com today at 16:23
© Contact emails arynne@qargo.com z 0 to: arynne.qargo@outlook.com, .com, ar com a
Show 1 more
v Order documents and tasks Add documents VvV R
Linked
Quote Quote-0004 quote.pdf ®
01/10/2024 16:23
(® Send to planning = ® Quote-0004 quote.pdf
® Complete order - ®
Ready to invoice Waiting for completion of the order ®
Invoice order Waiting for order to be ready to invoice
Email sent arynne. Com, arynne@aargo.com,
Send quote (3) to duygu@gargo.com, Show 1 more @ Hi

01/10/2024 16:23

Task has been completed manually on Tu 01/10 16:23 by duygu@gargo.com
Last reply: today at 16:26

v Consignment 1

Collect

Tip:

Add info/doc
Warbys1, 474 Plodder Lane, GB-BL4 0JZ Farnworth
03/10 07:00-09:00 &

Ref: WARB_1
Bread! Who doesn't love it?

Morrisons. Ashton Old Road. 1. GB-M11 1ND Openshaw

Cancel consignment

>

Please find Quote-0004 attached.

If you have any questions please do not hesitate to reach out.

Kind regards
Arynne

Email Test Ltd.

Emails can be linked directly to quotes and orders using Qargo Email Intelligence.
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