1. Configuring Email Intelligence in Qargo.

Set up linked mailboxes in a Qargo tenant, including individual and shared mailboxes, and distribution lists.
Updated February 4, 2026

This article explains how to configure Qargo to send emails from a company’s own domain/mailbox instead of no-

reply@gqargo.com. Once the mailbox is linked, the system automatically detects it when completing email tasks. It then sends
the emails from that mailbox. A mailbox can only be linked to one tenant at a time.

The configuration differs depending on the type of mailbox in use. Click the relevant mailbox type for more details.

¢ Individual (normal) mailboxes

e Shared mailboxes — connect directly
e Shared mailboxes — with forwarding
e Distribution lists

Note: This feature is not available with Gmail email addresses. As of January 2025, Google is making changes that may
impact existing email connections. More information is available here.

Individual mailbox.

1. Go to User Settings in the user configuration section.
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2. Go to Linked Mailboxes.

3. Click Link New Mailbox.
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Linked mailboxes | New

© Learn more I

Mailbox address Status

No Data

Link new mailbox

4. Qargo then asks for the email address to add. Currently, only Microsoft 365/Exchange (Outlook) mailboxes can be
linked (not Gmail).
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Q

Welcome

E® Continue with Microsoft

% Continue with IMAP

View all providers >

5. Confirm any permissions required by the email provider. This authorizes the Qargo API to use the mailbox. A login screen
may appear and ask for credentials.

1. Configuring Email Intelligence in Qargo. | Qargo Help Center - https://help.qargo.com/us/articles/217755-1-configuring-email-intelligence-in-qargo 2/11



B® Microsoft

arynne.gargo@outlook.com

N Let this app access

R your info? (1 of 1 apps)
@ARGO TECH LTD &%

Qargo email integration needs your permission
to:

BN Read your profile
o Qargo email integration will be able to read
your profile.

B Maintain access to data you have given

a Qargo email integration access to
Allows Qargo email integration to see and
update the data you gave it access to,
even when you are not currently using the
app. This does not give Qargo email
integration any additional permissions.

Read your emails
Qargo email integration will be able to read
emails in your mailbox.

K

Read and write access to your emails
Qargo email integration will be able to
read, update, create and delete emails in
your mailbox. Does not include permission
to send emails.

i

Iv| Send emails as you
Qargo email integration will be able to
send emails as you.

Accepting these permissions means that you allow this app to
use your data as specified in their Terms of Service and Privacy
Statement. You can change these permissions at
https://microsoft.com/consent. Show details

Once authorized, the user is redirected back to Qargo, and the email address appears in Linked Mailboxes. The API Link
Status should be highlighted green: ‘Linked'".

QARGO Orders Planning Stops Trips Invoices Dashboard Customers Locations Configuration Alfonsos ... e =]

Linked mailboxes ' New
Mailbox address Status

© Learn more
alfonso.alher@hotmail.com API link status: Linked Reauthorise API

Link new mailbox

Congratulations! The mailbox is now linked to work with Qargo.

Next steps:

Verify the email configuration for tasks. Click here.
Download the Outlook extension. Click here.
Create and link orders from emails. Click here.
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Shared mailbox: connect directly

1.) Follow the steps above to link the new mailbox.
2.) Create a password for the shared mailbox by clicking the reset password button.

QargoTest

€\ Reset password (%) Block sign-in 2, Delete user

Reset password

Account Devices Licenses and apps Mail OneDrive

Username Last sigr
qargotest@ View las
Manage username

Sign-out () Alternat
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Reset password

Automatically create a password

Passwords must be between 8 and 256 characters and use a combination of at least
three of the following: uppercase letters, lowercase letters, numbers, and symbols.

Password *

Strong

Require this user to change their password when they first sign in

Email the sign-in info to me

Link the mailbox in Qargo:

Linked mailboxes (beta)

Mailbox address Other senders. Status

j API link status: Gekoppeld Reauthorise API
Contacten (%)
{shared-mailbox@company.com J [B) X APIlink status: Gekoppeld Reauthorise API

shared-mailbox@company.com

i e Mailbox

To send emails from addresses other than the shared mailbox address, an update is needed in Exchange admin

console > shared mailbox settings.

Select Delegation, click edit for ‘'send as’, and add the mailbox to use as a sender.
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) [ @& Active groups - Exchange ad/ X +

< c 25 admin.cloud.mi ar i i Details/d20aeb40-4dc9-498a-be2c-1128d4197978

Exchange admin center L Search (Preview)

Home > Mailboxes

@ Home
. Manage mailboxes
L Recipients ~
Mailboxes Create and manage settings for shared mailboes. You can also manage settings for user mailboxes,
but to add or delete them you must go to the Microsoft 365 admin center and do this on the
Groups )
active users page. Learn more about mailboxes
Resources
Contacts
Delete 7 Mailflow setting < Hide from address list ¢ Edit (=3 Mailbox delegation
= Mail flow v @ 7z 9 ® 7 9
S Roles v
Display name 1 Email address
[ Migration
W Mobile v

Reports v

=4
Q Insights
(]

Public folders

&%  Organization v
@3 Settings

£ Troubleshoot v
fH  other features

I Microsoft 365 admin center

Next steps:

Verify the email configuration for tasks. Click here.
Download the Outlook extension. Click here.
Create and link orders from emails. Click here.

Shared mailbox: work with forwarding

£R Convert t

Recipient

UserMailk

UserMailk

SharedM:

Shared mailbox

< Hide mailbox [ Email forwarding &, Send on behalf

General  Organization  Delegation ~ Mailbox ~ Others

Send as (1)

The Send as permission allows the delegate to send an email from this
mailbox. Message will appear to have been sent from this mailbox owner.

Read and manage (Full Access) (1)

The Full Access permission allows a delegate to open this mailbox and behave
as the mailbox owner.

To avoid connecting directly to a shared mailbox, set up an individual mailbox to link with Qargo.
Go to the shared mailbox settings in the Exchange admin console. Select Delegation, click edit for ‘send as’, and add the

mailbox as a sender.
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) [ @& Active groups - Exchange ad/ X +

< c 25 admin.cloud.mi ar i i Details/d20aeb40-4dc9-498a-be2c-1128d4197978

L Search (Preview)

Home > Mailboxes

@ Home
. Manage mailboxes
L Recipients ~
Mailboxes Create and manage settings for shared mailboxes. You can also manage settings for user mailboxes,
but to add or delete them you must go to the Microsoft 365 admin center and do this on the
Groups R
active users page. Learn more about mailboxes
Resources
Contacts
Delete C7 Mailflow setting <3 Hide from address list Edit = Mailbox delegation
= Mail flow v @ 7z 9 ® 7 9
S Roles v
Display name 1 Email address
[ Migration
A wobie . |
e Repors . |
o I

Insights

Q
E8 Public folders

&%  Organization v
@3 Settings

& Troubleshoot v
fH  other features

I Microsoft 365 admin center

£R Convert t

Recipient

UserMailk

UserMailk

SharedM:

Shared mailbox

< Hide mailbox [ Email forwarding &, Send on behalf

General  Organization  Delegation ~ Mailbox ~ Others

Send as (1)

The Send as permission allows the delegate to send an email from this
mailbox. Message will appear to have been sent from this mailbox owner.

Read and manage (Full Access) (1)

The Full Access permission allows a delegate to open this mailbox and behave
as the mailbox owner.

Also make sure incoming emails to the shared mailbox are forwarded to the individual mailbox:
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@ [ @& Active groups - Exchange ad/ X + v

3 c 25 admin.cloud.mi ar
Exchange admin center L Search (Preview)
= Home > Mailboxes D Dark mode
@ Home
. Manage mailboxes
L Recipients ~
| Mailboxes Create and manage settings for shared mailboxes. You can also manage settings for user mailboxes,
but to add or delete them you must go to the Microsoft 365 admin center and do this on the
Groups ;
active users page. Learn more about mailboxes
Resources
Contacts

= Mail flow o lii] Delete 7 Mailflow setting < Hide from address list ¢ Edit =3 Mailbox delegation F3 Convert to regular mailbox () Refresh 3items

2 Message size restriction

S Roles v
Dis =7 Email forwardmg Email address Recipient type Archive status Last modified time @ Choose columns
[ Migration
Jo« =1 Message delivery restriction UserMailbox None 7/25/2024, 5:06 PM
W Mobile v
UserMailbox None 7/28/2024, 4:41 AM
Reports v
° SharedMailbox None 8/14/2024, 1:21 PM

=4
Q Insights
(]

Public folders

&%  Organization v
@3 Settings

£ Troubleshoot v
fH  other features

I Microsoft 365 admin center

Click Mailflow settings, then Email forwarding .Enable forwarding and click Search email under Forward to
internal email address . Select the mailbox.

Linked mailboxes

Mailbox address Other senders Status

i API link status: Gekoppeld [EETERGEIYA] o
Contacten (%)
{shared-mailbox@company.com J [B) X APIlink status: Gekoppeld [EEERGII-YT] a

shared-mailbox@company.com

wun new Mailbox

In Qargo, add the shared mailbox email address to Other senders and click the save button.

The individual mailbox is required, but the recipient won't see it anywhere. Emails appear to have been sent from the
shared mailbox.

Congratulations! The mailbox is now linked to work with Qargo.

Next steps:

Verify the email configuration for tasks. Click here.
Download the Outlook extension. Click here.
Create and link orders from emails. Click here.
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Distribution list

A distribution list can’t be connected directly to Qargo. An update is needed in the Exchange admin center first.

Connect an individual mailbox and make sure it is a member of the distribution list.

[ @® 3§ Active groups - Exchange ad

< c 25 admin.cloud.mi

x

+

Exchange admin center

@ Home
R Recipients ~
Mailboxes
Groups
Resources
Contacts
= Mail flow v
S Roles v
[§ Migration
dj  Mobile v
2 Reports “

Insights

Q
B8 Public folders

&%  Organization ~
& Settings

2 Troubleshoot v
B other features

3 Microsoft 365 admin center

Go to the Settings tab and click Edit manage delegates . Search for the individual mailbox and make sure it has Send

as permissions.

hange#/groups/:/Gr i 37a75-95fd-4655-af53-2c8869c1e26/2

£ Search (Preview)

Home > Groups

Groups

Microsoft 365 Distribution list ~ Dynamic distribution list ~ Mail-enabled security

A, Addagroup L Export () Refresh [EL Add naming policy

Group name 1 Group email Sync status

_ B

Distribution list group e 1owner e 1 member

u}

General  Members  Settings

General settings

[ Hide this group from the global address list

Delivery management
Sender options: Allow messages from people inside and outside my
organization

Specified senders

Edit delivery management

Manage delegates

Edit manage delegates

Message approval
Require moderator approval for messages sent to this group: No
Group moderators

Add senders who don't require message approval

Notify a sender if their message is not approved: Any sender

Edit message approval
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@ [ @& Active groups - Exchange ad/ X + v

<« c 25 admin.cloud.mi \ange#/groupsy:/ pl i 37a75-95fd-4655-af53-2c8869c1e2e6/2 o e 9 bl
Exchange admin center L Search (Preview)
= H Groups <« X
@ Home G
roups .
A . Edit delegates
Mailboxes
. Microsoft 365 Distribution list  Dynamic distribution list ~ Mail-enabled security
Groups Select who can send mail for this group, and set how the messages they send will appear to
email recipients.
Resources
Send as allows the delegate to send email from this group. From the recipient’s perspective,
Contacts Add a group Export Refresh Add naming policy the email is sent by this group.
Send on behalf allows the delegate to send email on behalf of this group.
= Mail flow v
Add a delegate
S Roles v Group name Group email Syne
‘ Search by name or email address
i Mobile v .
Name Permission type
2 Reports v
O . «
Q  Insights
Send as

E8 Public folders
: [ send on behalf
&% Organization v

€2 Settings

2 Troubleshoot v

B Other features

1] Microsoft 365 admin center

Follow the steps above to connect the new individual mailbox in Qargo.

Add the distribution list email address to 0ther senders and click the save button

Linked mailboxes

Mailbox address Other senders Status

j AP link status: Gekoppeld [GTEMUMEYY] a
Contacten (%)
[shared—mai\box@company,com J [B) X APIlink status: Gekoppeld JEECCIGELEEY-] o

shared-mailbox@company.com

i new mMailbox

The individual mailbox is required, but the recipient won't see it anywhere. Emails appear to have been sent from the
shared mailbox.

Congratulations! The mailbox is now linked to work with Qargo.

Next steps:

Verify the email configuration for tasks. Click here.
Download the Outlook extension. Click here.
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Create and link orders from emails. Click here.
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