Document templates: what, why & how.

This article offers a guide to document templates: what they are, and how to set them up and use them.

Updated August 21, 2026

Summary
e What is a Qargo template?

o A customizable, reusable blueprint for generating business documents such as invoices, delivery receipts, loading
sheets, quotes, etc.
o Can be used in tasks to automatically generate and/or send documentation.

e Why use templates?

o Templates allow users to define how documents look and what data is included.

o Each company can generate documents in a preferred format, tailored to the company’s workflow, language and
branding.

o All required data is filled in dynamically from the TMS.

e How are templates used?

o Used to create documents associated with orders and loads.

o Paired with workflow tasks, documents can be generated seamlessly, at the appropriate time.

o Automatic generation reduces data entry errors and, paired with contact tasks, makes workflows more efficient, i.e.,
sending a POD or invoice by email, etc.

Example: ‘Generate document’ tasks

Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources mel> Configuration

—

O= == == - * Tasks Additional fields Documents Accounting Order imports Integrations Mappings Templates Organisation settings

Object Trip tasks Sign on device (document generation)

["owned containerftrailer / Drop container x| [ Export (collect only) / Drop full container x | [ Import (delivery only) / Delivery X

v Create stop Add Add stop activity
Orders Goods / Delivery x

Transport (Default task) & Driver | Subcontractor (portal)

‘Show on locations

E Bookings Unloading at delivery (manual completion)
Transport (Default task) R Driver / Subcontractor (portal)

Container terminals _ , - .
Sign on device (mobile) (manual completion) -
5 GGl conditions ®
Intermodal bookings Driver: question path/upload document

R Driver | Subcontractor (portal) : Required documents-
Replication: Separate question path per consignment on the stc
Language: English
& )
Sign on device (document generation)
5
ot (auto-complete) @ 50  Generate document
nvoices Generate document 2 Admin
Document type: ePOD (sign on device) Generate as ()
Invoices PDF from template

send POD (manual completion)

Purchase invoices

Credit notes

Purchase credit notes

Contact 2 Admin
E-mail from arynne.qargo@outlook.com to Customer
(All) with ePOD (sign on device) attachments

Take a picture (manual completion)
Driver: question path/upload document
A Driver / Subcontractor (portal)

Replication: Separate question path per consignment on the stc

Language: English
Number of questions: 1

v Complete stop

(No tasks)

e 3 core components:

Template (*}
Sign on device

Templates (ePOD (sign on device))

Name

Sign on device  New type

Add template

Add template (NEW)
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o Handlebars template: dynamic placeholders to insert data

o Template schema: structured definition of all dynamic fields available in the template; can include lists, tables, text,
etc.

o Data model: actual data passed to the template when it is generated (i.e., order value)

¢ Fields in the template schema define which dynamic data elements can be pulled in and shown, or repeated.
o Fields can be simple, i.e,, ‘title’, or more complex ones for lists and tables that require parameters.

e Templates can be configured by editing schemas and visual layouts.
o Select which fields to show and define logic (i.e., if/else, conditions, etc.)

e Document generation: the template pulls the latest data and fills out the dynamic fields according to the template
schema and data model.

o The output is a ready-to-use document in the desired format (i.e., PDF, CSV)
e Templates can be global or tenant-specific.

o Global template = base layout that can be overwritten, or extended with custom variables
o Tenant template = tailored for special requirements, i.e., meeting legal or regulatory needs.

e Supported features in templates:

o Multi-language support (localization), where enabled

o Tables and context-specific loops

o Custom helpers (such as formatting dates, barcodes, etc.)

o Handling of special cases and conditionals, i.e., if a field is empty, do not show it
o Attachments or images, i.e., signatures

e Handlebars expressions allow for advanced logic.

Integrations are enabled on a non-production tenant.

— Y

Orders Planning Stops  Trips  Invoices  Dashboard  Customers  Resources Configuration

Tasks dditional fields Order imports

Integrations g 2 ) Organisation settings

Document:

Type Documents

o [ a

Archived templates

Add template

Cleaning advice

All templates Qargo templates

Integration templates Name

External templates

Document type Global template efault for task || Collection note

Container interchange report >
Draft billing proposal / Draft credit note

Billing proposal oraposal Purchase invoice template 1 column reate selfbill Container release

File exports/downloads
Default invoice template 2 Invoice / Draft Invoice / Credit note Creditnote | Credit note >
DELETED-Quote £ Quote / Extra cost confirmation Involce e i

Draft billing proposal / Draft credit note

DELETED-Selfbill £
proposal

Delivery note

DELETED-Sign on device ePOD (sign on device) POD with consignor and consignee signature Draft Invoice >

DELETED-transport order £ Trip sheet Drat billing proposal
DELETED-Tripsheet_HB ) ) )

) ) ) Trip sheet Trip sheet (per stop) (tabular) Ferry booking
View for Trip or Resource allocation
DELETED-Trip sheet template 2 Trip sheet [nvoice >
Delivery Manifest (Portal) Delivery note Delivery manifest Loading sheet >

HoneyBear_TripSheet
View for Trip or Resource allocation

Trip sheet Trip sheet (flat) Order acceptance confirmation

enerate credit no Rallstlebs!

enerate invoice pql Pickup notification

Invoice - new ) ) ) :
Invoice / Draft Invoice / Credit note Invoice template 2 columns

View for Invoice or Credit note

Loading Sheet

View for Trip or Resource allocation
Pallet Label_BC

Quote

Sign on device

Transport order

View for Trip or Resource allocation
Tripsheet

View for Trip or Resource allocation
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Loading sheet

Pallet label
Quote / Extra cost confirmation

&POD (sign on device)

Trip sheet

Trip sheet

Loading sheet for multiple shipments (Generic)

Pallet label with barcode
Quote template 2 columns

POD with consignee signature

Trip sheet (tabular)

Trip sheet (tabular)

Create label
Create quote

Sign on device (document generation)

Create transport order for subcontractor

Create tripsheet for drivers

—
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Terminology

Term

Qargo
template:

Tenant
template

External
template

Base template

Archived
template

Handlebars
expression

Context tag
(blue)

Documents

Q

All templates Archived templates External templates ‘ Qargo templates

Name

Billing proposal

Delivery Manifest (Portal)

HoneyBear_TripSheet
View for Trip or Resource allocation

Invoice - new
View for Invoice or Credit note

Loading Sheet
View for Trip or Resource allocation

Pallet Label_BC

Quote

Sign on device

Transport order

View for Trip or Resource allocation
Tripsheet

View for Trip or Resource allocation
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Definition

Standard, global template versions provided and maintained by Qargo. They act as a reference library and
are easy to adapt as needed for branding, language, special data requirements, etc.

Customized template specific to the tenant (account)

Document templates from an outside source that can be used or referenced. These can include templates
shared across multiple organizations or locations, industry-standard formats and templates imported from
external systems, i.e.,, credit memos, self-bills, load sheets, CMRs.

Generic template used to create a new document template. It is selected from a drop-down of
predetermined options, based on the category of document being created, i.e., ‘invoice’.

Templates that are no longer supported in the platform, typically replaced with an updated version.

Handlebars expressions are special placeholders and logic blocks used in templates to insert data and add
conditional or repeating logic when generating documents or emails.

Shown next to particular fields or rows in the template editor. It indicates that a field is tied to a specific
part of the underlying data, i.e., stops, which then show as one row per stop.

Add template

Document type Global template Default for task
Draft billing proposal / Draft credit note

proposal

Purchase invoice template 1 column Create selfbill

Delivery note Delivery manifest

Trip sheet Trip sheet (flat)

Generate credit note

Invoice / Draft Invoice / Credit note .
Generate invoice pdf

Invoice template 2 columns

Loading sheet Loading sheet for multiple shipments (Generic)

Pallet label Pallet label with barcode Create label

Quote / Extra cost confirmation Quote template 2 columns Create quote

ePOD (sign on device) POD with consignee signature Sign on device (document generation)

Trip sheet Trip sheet (tabular) Create transport order for subcontractor

o o ooo o o o O O I

Trip sheet Trip sheet (tabular) Create tripsheet for drivers

[+]
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Documents

Q

All templates Archived templates External templates

Name

Default invoice template 2

DELETED-Quote £

DELETED-Selfbill 2

DELETED-Sign on device
DELETED-transport order £

DELETED-Tripsheet_HB
View for Trip or Resource allocation

DELETED-Trip sheet template 2

Qargo templates

Document type Global template

Invoice / Draft Invoice / Credit note
Quote [ Extra cost confirmation

Draft billing proposal / Draft credit note

proposal
ePOD (sign on device) POD with consignor and consignee signature

Trip sheet
Trip sheet Trip sheet (per stop) (tabular)

Trip sheet

Understanding template layout

Default for task

Add template

J g JJ J JJ I

When adding a new template, a base template must be selected first. Once it is selected, the data rows and the preview
panel (#3 Visualize) are shown. The template shows with generic data.

QARGO Orders Planning

<& New template

1. Select a base template
Base template

Total invoice with grouped charges and details 1 column

2. Configure

Template name ()

Supported languages (*)

English (UK)

> PDF configuration

v

logo ®

v

from @

> to ®

v

invoice_title ©

v

credit_note_title ©

v

invoice_name_field_title ©

v

credit_note_name_field_title ©

v

name_field ©

v

date_field_title ©

—_

Stops  Trips Invoices  Dashboard  Customers  Resources Locations ~ Rates  Configuration Arynnes Empty e @ e
D History Duplicate template
Show form context
<
3. Visualize g
&
Data owner Language Renderin 2
English (UK) HTML §
H
Preview
Add language .
Qargo TMS
Gaston Crommenlaan 4 John Doe
9050 Ghent Gaston Crommenlaan 4
BE 9050 Ghent
VAT number: BE1234.123.123
CREDIT NOTE
Credit note Date Due Date VAT number customer
Credit-Note-0001 01/01/2022 01/01/2022 BE1234.123.123
Description Ar
Subtotal excl. VAT: EUR 1
21%: EUR
Total: EUR 1
Date Description From - To Ar
01/01/2022 Order-0001 BE-9000 Qargo Ghent, BE-8400 Port of Ostend Ostend -> BE-2000
Port of Antwerp Antwerp, BE-1000 Brussels-South Brussels

. On the New template page, select the appropriate Base template from the drop-down list.

&J

2. Configure the new template. Give the new template a name that makes the use case easy to identify. Modify any fields to
customize the template, or use the base template as is.
3. Visualize the template format in the preview panel. Clicking an element in the preview panel highlights the corresponding
data row. Click into the row if the displayed data needs to change.
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QARGO

Type

E Integration templates

File exports/downloads

Orders Planning
Tasks Additional fields
Documents
Alltemplates  Archived templates

Name

Billing proposal

Delivery Manifest (Portal)
HoneyBear_TripShee

View for Trip or R ce allocation

Invoice - new
View for Invoice or Credit note
Loading Sheet
View for Trip or

urce allocation
Pallet Label_BC

Quote

Sign on device

Transport order

View for Trip or Resource allocation

Tripsheet
View for Trip or Resource allocation

Stops Trips

Documents

Invoices

Accounting

External templates

[sEELLLET Customers

Order imports Integrations

Qargo

plates

Document type

Draft billing proposal / Draft credit note
proposal

Delivery note

Trip sheet

Invoice / Draft Invoice / Credit note

Loading sheet

Pallet label
Quote / Extra cost confirmation

ePOD (sign on device)

Trip sheet

Trip sheet

Resources Rates

Mappings Templates

Global template

Purchase invoice template 1 column

Delivery manifest

Trip sheet (flat)

Invoice template 2 columns

Configuration

Organisation settings

Default for task

Create selfbill

Generate credit note

Generate invoice pdf

Loading sheet for multiple shipments (Generic)

Pallet label with barcode
Quote template 2 columns

POD with consignee signature

Trip sheet (tabular)

Trip sheet (tabular)

¢ Edit the template data by clicking into the appropriate row and editing the content.

Create label
Create guote

Sign on device (documen

Create transport order for

Create tripsheet fo

Showing 10 out of 10 1

o Clicking into the row or using the ‘eye’ icon highlights the data set from this row in the preview panel.

o Clicking information in the preview panel highlights the row where that data set can be edited.

o Use the Data owner field to view live data. The options displayed relate specifically to the document. In the example
below, for instance, the document is a billing proposal, so the options shown in the data owner field are carrier

invoices.

RGO

< Billing proposal

2, Configure
Template name ()

Billing proposal

nguages ()

>

PDF configuration

Template options

logo @
&U from @

> to @

title @

invoice_name_field_title &

credit_note_name_field_title &

name_field &

date_field_title ®

date_field @

due_date_field_title &

Orders Plani

Stops A

s Invoices

t generation)

oo @) @ @

subcontractor

20/ page

Dashboard Customers Resources ations Rates Configuration Arynnes Empty e e °
D History Duplicate template
<
3. Visualize =
&
Data owner Language: Render in w
Bill-0040 English (UK) HTML «3’>
H
Add language Preview
123 Somewhere Street TWE Haulage Ltd
London WG28 4HN, GB Overthorpe Road
Banbury OX16 4US, GB
c —_——
BILLING PROPOSAL
Billing proposal Date Due date VAT number
Bill-0040 08/ 08/05/2025
Date Description From - to Ar
23/01/2025 Trip-0189 BN1 Brighton GB-BN1 -> MK10 Milton Keynes GB-MK10

Transport 2

Subtotal excl. VAT: GBP 2

VAT 20%: GBP

Total: GBP 2
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Understanding edit icons

¢ Clicking into a row to edit details displays a selection of edit options.

PR " * °

B I U H h ’12px. & = = H < c B = [

[Tenant > Legal Name]

[Tenant > Billing location > Address Long Multiline]

English

VAT number: [Tenant > Vat Number]

1. Text editing options, including bold, italic and underline; font size and color. H and h format the data as Heading 1 (H) or
Heading 2 (h).

2. Add a URL link to a website. A pop-up window displays where the link can be added.
3. Add data as bullet points or a numbered list.

4. Syntax blocks for creating more advanced conditions using expressions that combine multiple variables or conditions.
5. Formatting options to add a page break or HTML block

Using syntax blocks

# < < Ed

¢ When editing a template, syntax options can be used to make templates reflect specific conditions.

Handlebars expressions

e Handlebars expressions are used to select variables associated with the document. The variables displayed in the
drop-down are specific to the document and the associated row.
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e g

< on

B I U H hu2xll ¢ = =<ZC>EEI = B g a

[Tenant > Legal Name]{{ ‘

[Tenant > Billing locati¢ Booking Date Sample

; i 2022-01-01
VAT number: @ Creation Timestamp

Currency

X Invalid format: all open '{{§] Date

Due Date
> to ®
Exchange Rate
> title @ M\ to navigate, J to select.
‘If block

e Use the IF block in a document template to display certain content or formatting only under specific conditions, based
on the data. For example, a field can be shown only if it is not empty, or a row can be highlighted only if a value exceeds a
threshold.

¢ Common scenarios:

o Hide charges with amount O: use an IF block to display a charge only if its value is more than zero.

o Show content conditionally: for example, display a note or section only if a field contains certain text (such as a
specific contract carrier name or a filled-in comment).

o Conditional formatting: make text bold or apply special styles when a value meets a condition (e.g., bold a location if a
related note exists).
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v document_subheader_info © =

B I U H huzxll ¢ = f|l<|c B8 = E 0 d A8

Creation Timestamp

@ Currency

Customer Reference Numbers
Date

Due Date

> or € 14%
Exchange Rate

> or| Exchange Rate Date P %

Inverse Exchange Rate

> Order—cormamiTT e auer € 28%

=2 IF blocks can be combined with ELSE for more complex logic.

c

For block

e The FOR block is a powerful feature in the Qargo document template editor that enables dynamic, data-driven document
generation.

¢ To list all products for an order, with each product and its description on a new line, add a FOR block for the goods array
and place the product details inside the block. The FOR block ensures each product gets its own line in the final
document.
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v document_subheader_info & H

B I UHb h2xll @ == @ < cBEHE B HTaaa

£

Standalone charges

Charges grouped by name
Orders

Tax rate summary

it

Combine statement

¢ Use the COMBINE block to display a joined or aggregated list from an array in the template, such as joining a list of values
into a comma-separated string.

¢ Unlike a FOR block, which iterates over each item and renders content repeatedly, the Combine block processes the array
to output a single result, typically by concatenating or otherwise aggregating its elements.

¢ One important limitation is that IF statements (conditional logic) cannot be used inside a Combine block. This means the
Combine block is best suited for straightforward aggregation without item-level conditions.

> generic_header_field &

Combine statement
v document_subheader_info ©

B I YU H hn2xl & = = < cc B8 =& EH OdAa A

Combine items irDusing separated by

Standalone charges

-

Charges grouped by name
Orders

Tax rate summary
> order_date_columii=ireater—e 3 14%
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== Specific documents cannot be duplicated. To copy an existing template, for instance a customer-specific invoice
template, contact Qargo Support.

Add new template

¢ Navigate to Configuration > Templates

¢ Click Add template

¢ Select the document type from the drop-down list.

o Note: additional options may be available, i.e., “Invoice” gives an option for invoice or credit memo, and “Loading sheet”
gives an option for load or resource

QARGO Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Conhgu‘rﬁhon Arynnes Playground o o e
Tasks Additional fields Documents Accounting Order imports Integrations M; Templ Organi: settings
Object Trip tasks Outsource to network

Orders

Bookings
Container terminals

Intermodal bookings

Invoices
Purchase invoices
Credit notes

Purchase credit notes

*tns:/lann. naran camiarvnnas-nlavarnundiwarkflow

e Select a base template from the drop-down.
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< New template

1. Select a base template

[ -

Order acceptance (flat)

Order acceptance (tabular)

¢ In the Visualize panel, clicking the Data owner field displays matching records for this type of document. Selecting one
of them updates the template preview to show customer data.

Integrations are enabled on a non-preduction tenant.

QARGO Orders Planning Stops Trips Inveices Dashboard Customers Resources Locations Rates Configuration Arynnes Playground e e o

< New template D History Duplicate template

Show form context

A

1. Select a base template 3. visualize

Data owner Language Renderin

en-GB HTML

Base template

ewayos eleq

a
o If the basic template provides all the data in the required layout, give the template a name and click Save.

¢ If the template layout needs modifications, use the rows in Configure to update the data.
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Modify a template

= To modify an existing template, use the Visualization tool to identify the fields that need to be updated. For
instance, if a reference number on an invoice needs to be updated, the steps below update it.

e Open the template (i.e., invoice)

¢ In the preview panel, click the data element that needs an update
e The relevant configuration field is highlighted on the left side

¢ Open the drop-down to expose the data

e Update the data in the configuration field and verify in the preview that the update displays as expected
e Click Save

e The template format is available in either HTML or PDF.

e With PDF, additional formatting is available. Expand the PDF configuration row.

o Changes made in the configuration panel are previewed in the right panel.

QARGO Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Configuration Arynnes Playground e e
< New template D History Duplicate template
v PDF configuration
3. Visualize
( Make sure the render type is set to PDF to see the changes. x Data ovner Language - Renderi
- " i
Paper Quote-0024 English (UK)
Orientation Format e
Ad Preview
PDF
Margins POF (oS
Top Right Bottom Left
1cm 1cm 1cm 1cm oo
-

Background

1, Drop or select background pdf file. &
.
.

> logo

TRANSPORT CONFIRMATION

> info

B Order reference Customer reference

71 Aldwych
title Lamdomiese any, co Quore0024

v

v

subheader Date: 16/04/2025

e To modify individual elements, click the element to highlight the row that needs the update.

o Click into the row and the edit options display.
o Select the appropriate action from the options.
o Once it is selected, the modified data updates in the preview/visualize window for confirmation.

¢ Use the Background option to upload an existing letterhead to use as the background layout for an invoice.

Background

Only show background on first page

I, Drop or select background pdf file. (

¢ Once the template matches the required layout and content, click Save.
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QARGO Orders Planning Stops. Trips Invoices Dashboard Customers Resources Locations Rates Configuration Arynnes Playground e e e
< New template D History Duplicate template

> location_group_field6_title @ = Context <

3. Visualize n_U'

> location_group_field6_content @ | Context . =

Data owner Language Render in @

Quote-0024 English (UK) HTML g

> activity_group_field1_tite ® | Context B
Preview

> activity_group_field1_content ® | Context

> activity_group_field2_title & ' Context

> activity_group_field2_content @ | Context @c

> activity_group_field3_title ® | Context

> activity_group_field3_content ® | Context
To Order reference | Customer reference
> activity_group_field4_title &  Context 71 Aldwych
Londen WC2B | Quote-0024 *
> activity_group_field4_content @ | Context
16/04/2025
> activity_group_field5_title © [ Context Date:
Location DX Express
Harrington Way
> activity_group_field5_content ® | Context Nuneaton CV10 7SA, GB
Reference
> activity_group_field6_title &  Context
Collect 16/04/2025
> activit fieldé_content @ | Context Oatx
activity_group_hieldo_conten! ontexi Location B&Q Thetford
Forest Retail Park
> hide_stop @ (Context {Thstiomi ieo4 3K OB
Reference

> stop_field1_title ® | Context

> stop_field1_content ® | Context

oy
Cancel Save =

= If a customer-specific template needs to be duplicated, contact Qargo Support to request the update.

Configuring the row sort order

The document template editor now allows lines to be sorted by a chosen field. Every PDF made from that template follows
that order: sales invoices, credit memos, contract carrier self-bills, billing proposals and load exports. The setting is defined
once on the template and applies every time.

Until now, lines always came out in the same fixed order (by the planned start time of the first stop, then by charge name)
with no way to change it. That order is now configurable.

Setting a sort key

1. Navigate to Configuration > Templates and open the template to edit, or add a new one.

2. Select the row-iteration block that emits the order or charge rows.

3. In the Sort section, set Sort by to the field the document should follow, then choose a Direction of Ascending or
Descending.

4. Add a secondary Sort by as an optional tiebreaker, for example driver name first and estimated start timestamp second.

5. Save the template. Every PDF generated from that template then respects the configured sort.
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< Invoice - new

Supported languages (*)

English (UK) x || French x || Spanish (Spain) x | Add language

> PDF configuration

v Template options

Address position Repeat header on each page
Right k Repeat header on each page
v Order sorting settings
Sort by Sort direction
Collect date & time (req Ascending
: Second directi
Collect date & time (actual) concary sort cirection
Descending
Collect date & time (requested)
Customer reference
Delivery date & time (actual)
Delivery date & time (requested)
> ) .
h First consignment stop date & time (estimated)
vl Last consignment stop date & time (estimated) m
Order name

Tenant > Legal Name

[Tenant > Billing location > Address Long MuIIiIine]

VAT number: | Tenant > Vat Number

English

Available sort keys

The keys offered depend on the type of rows the selected block renders.
For order rows (sales invoice and credit memo templates):

e Order number

e Customer reference

e Delivery date (requested)

e Delivery date (actual)

¢ Pickup date (requested)

¢ Pickup date (actual)

e Last shipment stop timestamp (the existing default)

For charge rows (carrier invoice and billing proposal or self-bill templates):

¢ Driver name

e Resource (vehicle) name

¢ Load number

e Estimated start timestamp (the existing default)
e Charge name
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Load export templates also expose Vehicle and Driver as sort keys.

Common uses

¢ A sales invoice sorted by Customer reference or Delivery date so the customer can reconcile it against their own
records.

¢ A contract carrier self-bill or billing proposal grouped by Driver name (primary) and then chronologically by Estimated
start timestamp (secondary), so each driver’s loads sit together.

e Aload export grouped per vehicle by using Resource (vehicle) name as the sort key.

The default sort matches the previous behavior, so existing templates are not affected until a new sort key is chosen.
There is no automatic migration.

== The sort applied on the Invoices, Credit memos, or Loads to bill list views is independent of the template. The
order of rows inside a generated PDF is driven only by the sort configured on the template.

In this release the configurable sort controls the order of order rows or shipment rows. Charge lines nested within a
shipment block keep their existing order, and manual drag-and-drop row ordering and the order of documents in a
merged multi-document PDF are not covered. For blocks with a subtotal per driver, vehicle, order or load, see Grouping
lines and subtotals.

Grouping lines and subtotals

Invoice templates can print charge lines in blocks, with a subtotal under each block. This helps customers and contract
carriers who need a total per truck, per driver, per order or per load, without working it out by hand. The grand total always
stays at the bottom of the document.

Two options are available:

e Two grouped-lines base templates that group lines by a chosen key.
e An optional subtotal row after each order or load on the existing invoice templates.

Grouping lines by order, load, vehicle or driver

i Setting up a template needs a Super Admin. Contact Qargo Support or the onboarding team for help with a
customer-specific template.

1. Navigate to Configuration > Templates and click Add Template.
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Integration templates Name Document type Global template Default for task
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Invoice - new
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View for Invoice or Credit note
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2. Select the document type, then pick the base template: Invoice template - grouped lines for sales invoices and credit
memos, or Purchase invoice template - grouped lines for billing proposals and self-bills.
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Alltemplates | Archived templates | External templates  Qargo templates
Integration templates Name Document type Global template Default for task CRETEED
Credit note >
Billing proposal Billng proposal  Draft credit note proposal  Purchase invoice template 1 column Create selfbi
. Delivery note
File exports/downloads Delivery note Delivery note Manifest Generate delivery note
POD POD (sign on device) POD with consignee signature Generate ePOD Draft invoice
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Creditnote | Loading sheet >

Pallet Label Pallet label Pallet Iabel with barcode Generate palet label (s)
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Prefilled CMR groupage Prefilled GMR Groupage (Loading) BE

View for Trip or Resource allocation Pallet label
Quote Quote / Extra cost confirmation Quote template 2 columns Create quote CHTpErTTET
To do assignment
Invoice | Draft Invoice f Credit note Invoice template 1 column Prefilled CMR .
View for Invoice or Credit note
Transport order Prefilled CMR groupage >
Trip sheet Trip sheet (tabular; Create transport order for subcontractor
View for Trip or Resource allocation " ? ! ) "
Quote
Tripsheet
Trip sheet Trip sheet (tabular) Create tripsheet for drivers Trip sheat .
View for Trip or Resource allocation P
Waybil >
Showing 10 out of 10
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< New template o] Duplicate template

Show form context

<

1. Select a base template 3. visualize g
en-68 HTML g

3

Blank template

Invoice template 1 column Invoice template - grouped lines

Invoice template 2 columns
Invoice template 3 columns

Total invoice template

Total invoice template - charges grouped by name

Total involce with details template 1 column

3. Expand Template options and open Line grouping settings.

4. Set Group lines by to the key the document should follow.
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QARGO

€ New template

2. Configure

Grouped lines

Supportad langy

> PDF configuration

Right

v Order sorting settings
First consignment stop date & time (estimated)

Secondary sertby

Transport charge name

Prps——" p—
Keep consolidated order groups together ©
Driver
Order
> |
Vehicle

Quotes  Orders

Repeat header on each page

Ascending

Secondary sort direstion

Ascending

Planning

Stops T Invoices

Add language

000

Dashboard Companies Resources
D | Duplicate template
<
3. visualize g
Engiish (UK) HTML :
Preview
Qargo TMS
Gaston Crommenlaan 4 John Doe
9050 Ghent Gaston Crommenlaan 4
9050 Ghent
VAT number: BE1234.123.123
Invoice Date Due date VAT number customer
Invoice-0001 01/01/2022 01/01/2022 BE1234.123.123
Date Order Description Amol
Order-0001 - 12345
01/01/2022 Order-0001 Fuel charge for Invoice-0001 100.
Subtotal excl. VAT USD 100,

5. Save the template. Every document generated from it prints one block per group.

Quotes  Orders

Planni

Invoices.

Dashboard  Companl Resources.

& Grouped lines

1. Select a base template

2. Configure
Grouped lines

Supparted langy

English (UK)

> PDF configuration

> Template options

> logo @

from  ©

> o @

tile ©

> invoice_name_field_title @

> credit_note_name_field_title ©

name_field ©®

date_field_title ©

The keys on offer depend on the document:

Add language

ol Duplicate template

Show form context

e Sales invoices and credit memos: Order, Vehicle and Driver.
 Billing proposals and self-bills: Load, Order (the cost order of the line), Vehicle and Driver.
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Quotes

Orders

Planning

Stops

& New template

2. Configure

Tamplata name (')

grouped lines

> PDF configuration

v Template options

Adrass posiion
Right

« Trip sorting settings
Sortby
Start date & time (estimated)
Secondan sort by
Transport charge name

Keep consolidatee ip groups tagather

Keep consolidated trip groups together

v Line grouping settings

Driver
Order
Trip

Vehicle

Rapeat hesder oneach page

Repeat header on

St dinection

Ascending

Secondary sort

Ascending

ch page

Trips Dashboard Compani Resources Rates Configuration
D Duplicate tempiate
<
3. Visualize g
Engish (UK) HTML ;?
Add language H
Preview
Qargo TMS
Gaston Crommeniaan 4 John Doe
9050 Ghent Gaston Crommeniaan 4
BE 9050 Ghent
BE
VAT number: BE1234.123.123
Billing propesal Date Due date VAT number
Invoice-0001 01/01/2022 01/01/2022 BE1234.123.123
Date Trip Description Amol
Trip-0001
01/01/2022 Trip-0001 Fuel charge for Invoice-0001 100.
Subtotal exel. VAT USD 100,

Each block has a header (for example the order number, the license plate or the driver name), its charge lines and a subtotal.
Subtotals print by default. To hide them, empty the group_subtotal_label field on the template. Group headers and lines

stay in place.

Quotes

Orders

Planning

Stops

Trips Dashboard  Compani Resources

Rates  Configuration

& Grouped lines

> hide_line_row @ [ Context

> line_date_column_content  © [ Context
> line_order_column_content @ [ Context
> line_description @ [ Context

> line_column1_content @ [ Context

> line_column2_content @ [ Context

> line_column3_content @ [ Context

> line_columnd_content @ [ Context

> line_amount @ [ Context

« group_subtotal_label © [ Contaxt

Subtotal excl. VAT

> group_subtotal_amount @ ( Context

> hide_charge_without_order_row @ [ Context

> charge_without_order_description @ [ Context

> charge_without_order_amount @ [ Context

> additional_field @

> summary_row_1_field_tile @

D Duplicate template

Lines with no value for the chosen key are collected in one block at the end of the document, with its own subtotal. The
block is named after the key: “No vehicle assigned” or “No driver assigned".
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= Charges added directly to an invoice without an order print in their own block after the groups. They are left out of
every group subtotal and still count in the grand total. A subtotal always covers a whole group: a subtotal over a hand-
picked set of charges is not possible.

& Gentfake1-Inv-0000035 ([EEEE) D B B | createivoice

Qessin 2 NjA Qargo Gentfake  English EUR

« Generalinfo

Invoice date

%y © @ O o Q
ate
Qargo Gentfake N
028 1 Fishstreet Qessin
Fish G1011GE, GB Lombardenvest 15
1/2026 z 2000 Antwerpen, BE
B VAT number: GB10111011
INVOICE
nv-0000035.paf -
2 2 Invoice Date Due date VAT number customer
5 Gentfake1-Inv-0000035 1201112026 1211212026
PR - Date Order Description Amount
® Sam Wills
0411112026 Or-0000207 Transport charge 849.70
Subtotal excl. VAT EUR 849.70
Add comment t
Add charges V Edit VAT% ¥ Johnson Alex
05/11/2026 ©Or-0000197 Transport charge 168.22
Name Nominal code Customer . vaT% Amount
Subtotal excl. VAT EUR 168.22
Transport charge © cro .
Lor-oo00ter | O NoaT eear Angus Mills
(for-o000207) Transport charge © Coll 0 ar I 1711102026 ©Or-0000253 Transportcharge 276.36
! h Subtotal excl. VAT EUR 276.36
(lor-o000253) Transport charge © WM T cal -
B ac.g No VAT a7ass I Fuel Surcharge 50.00 I
e VAT 20% & 2 0 Subtotal excl. VAT: EUR 1,344.28
No VAT: EUR 000
Sublotalexcluding VAT «1,300.28
otal VAT 000 VAT 20%: EUR 10.00
Total €1,354.28 Total: EUR 1,354.28

1 Good to know:

e Grouping needs a template built on one of the two grouped-lines base templates. An existing template cannot be
switched to grouping.

e Only one grouping key applies per template. A document cannot be grouped by vehicle and then by order.

e There is no grouping by product. For a total per charge, use the base template Total invoice template - charges
grouped by name.

How lines are assigned to a vehicle or driver:

¢ On sales documents an order is never split over two groups. All its charge lines print under the vehicle or driver of the
delivery stop.

¢ Vehicle means the primary tractor, rigid or van. A trailer is never used as a group.

¢ Aload with two primary tractors shows both plates in one header. The same goes for two primary drivers.

= The order of the blocks follows the sort settings of the template (see Configuring the row sort order). Sort by Driver
name first and by date second to list each driver’s loads in chronological order.

Adding a subtotal row on existing invoice templates

The existing sales invoice templates (1, 2 and 3 columns, total with details, and total with grouped charges and details) and
the matching purchase invoice templates can print a subtotal row after each order (sales) or each load (purchase).

1. Navigate to Configuration > Templates and open the template to change.
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2. Fill in order_subtotal_label on sales templates, or shipment_subtotal_label on purchase templates, for example with

“Subtotal”.

Dashboard ~ Companies  Resources  Locations  Rates

Config:

< Invoice - new

1t (order
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FOOD TRANSPORT

@ Extra condition

Dutch

charge_column2_content © [ Context

> charge_column3_content @ [ Context

> charge_columnd_content © [ Context

charge_amount ® [ Contaxt

> hide_charge_without_order_row @ [ Context

© order SilBtotal_label © [ Context

English

v order_subtotal_amount @ [ Context

English (oo > Gurrency) (order > Toral Excl Tax form

oo

Dutch | [orders,

> charge_without_order_description @ [ Context

) [order > Total Excl Tax form

2t O )

English (UK)

Preview

N

Qargo TMS
Gaston Crommenlaan 4
9050 Ghent

BE

VAT number: BE1234.123.123

Invoice Date
Invoice-0001 01/01/2022

INVOICE

Due date
01/01/2022

o] Duplicate template

HTML

ewapseRg A

Gaston Crommenlaan 4

VAT number customer
BE1234.123.123

Date Deseription

Amol

01/01/2022 Order-0001

Transport charge

BE-8000 Qargo Ghent, BE-8400 Port of
Ostend Ostend -> BE-2000 Port of
Antwerp Antwerp, BE-1000 Brussels-
South Brussels

EUR 100.

3. Check the preview in the Visualize panel. The row appears under the last charge line of every order or load, in the same

column layout as the charge rows.

4. Save the template.

Both fields are empty by default, so existing documents do not change until a label is entered. To remove the row again,

empty the field completely.

= A template that already prints a load subtotal above the charge lines through its own configuration shows two
subtotals per load once a label is entered. Clear the older setting first.

Good to know

e There is no page total and no setting for rows per page. A multi-page invoice shows its total on the last page only.
e There is no summary block that lists every group’s total before the detail lines.

Practical troubleshooting: examples for invoice templates

e Background not displaying: verify that the file format matches the supported types and make sure the Show in PDF

option is enabled during editing.

e Error Preview could not be rendered or updated. Please verify that all open '#{{' tags have a
corresponding '}}' tag. :the preview rendering may fail because of the large size of the document. Test with a smaller
document (only a few orders) to check whether the preview works. Document generation is not affected by this.

¢ Element removal challenges: if unwanted elements such as an email address are part of a background file, edit that file
externally with a tool such as a PDF editor before re-uploading it in the template’s configuration settings.

¢ Recurring background issues: always save edits to the background file before re-uploading it, and verify the updates

with the preview function.
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¢ Wrong reference numbers: to update the reference number that appears on invoices:

1. Navigate to the Templates section in Qargo.

2. Open the template used for the specific customer’s invoices.

3. Click into the address field. This highlights the field in the left panel where the reference is stored.

4. Update the reference number to the desired value.

5. Save the template. The updated reference applies to all newly created invoices. If an invoice already has the status
Invoiced, the PDF can be updated by re-triggering the invoice PDF so the new reference appears.

¢ Verifying customer references in Peppol XML: to confirm that a customer reference is present in the Peppol XML for an
invoice:

1. Open the invoice in Qargo.

2. Open the Peppol XML preview.

3. Use the search function to locate the reference value by pasting the expected reference number.
4. Verify that the reference appears in the XML in the right-hand preview pane.
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