Orders: complete quick actions in bulk

Update multiple orders at once with bulk options like updating dates, fields, and stop details, plus streamlined task
workflows.

Updated October 26, 2026

Introduction

Quick actions are available on several pages, including Orders and Invoices. This feature lets users apply the same update to
multiple orders at once, which reduces the number of clicks required.

Quick actions are organized into distinct functional categories:

e Actions
e Tasks

Accessing quick actions

e Orders and invoice list page: click the ‘Quick actions’ button

(D i@
Orders Planning Stops Trips Invoices Dashboard Companies Resources Locations Rates Configuration Arynnes Empty o e’@-o e

Quotes Order groups Templates Upload documents Order imports @)
Bl Export v & Print | Quick actions Vv
o Actions
fest view /R + View
Cargo Zone Route Customer Trips Order start Download documents (zip) b
Resources Revenue (excl. VAT) £4,823.91 Requested date  Actd oo documents (|badate  Actuald

. H Honey Bear Fr 27/02 3

D1 0 @m0 50 e24742 (ForaD) Recalculate charges
8——~8a / Fr 27/02 Update dates 3
@uUpdate @1 &0 @m0 &0 H°"E’_B‘_E.E' | T 27
£247.42 [Porta
e Update fields
1 34 m32 81200 E—1 Honey Bear Th 26/02 5
. £0 (Porial) Update stop details
@1 e 3.4 @32 200 B8 HoneyBear Fr 27/02 Add activities 3
ull: 1 £214.82 ((Portal ) .
— Do not invoice

@1 e 3.4 m 3.2 200 E——8) Honey Bear Fr27/02 3
v £214.82 ((Portal ] GB-OX15 4FF BI..
M1 ¢ 3.4 3.2 1200 a8————a Heney Bear Tu 24/02 Bloxham Mil Tu 24/02
ul: 1 £212.82 GB-OX15 4FF Bl.. 15:00+
@3 12 @45 § 1500 E——8 Honey Bear We 18/02 Peel Port Du..  We 18/02
Euro: 3 £301.32 E Dublin

¢ Planning > To plan: Orders
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Orders Planning Stops Trips Companies Resources

[w]u @

Layout: | [][)

[ To plan: Orders ~ & Hide pre-planning EZ Blocks

= Q All dates V' W Planning groups ™ 1-50 of 73 1 iz > 50 [ page Create new trip H

Al Blocked Honey Bear + View Create new trip 1

Service level 3 selected Customer e Order start Containers/trailers Update fields :

2aHR MY20250145 Engel (UK) Lid 1
Update dates

H 7218 MY20250204 Balfour Beatty {4 Blaxham Mill 1

Update stop details 1

ABHR MY 20250207 Warburtons Ltd  Warbys1 ‘

Change planning group

a3HR MY20250211 Engel (UK) Lid  Test lacation ([Direct

A8HR MY20250218 Honey Bear Stellantis UK Parts Distrib... B 1234999987 Unplan trips {bulk) (Qargo admin)

48HR MY20250218 Honey Bear [ 1234999987 ((inciger  Change resource group (bulk) {Qargo admin)

MY20250258 FloPlast Ltd

Mark as completed

Add activities

Assign resource (bulk) (Qarge admin)

= Q Any stop v Daterange v < Th22/01-Th29/01 > Allresources v Se\ecled in}

Resources hT Loading Sheet

PDF exports

“ Qargo Network

........................ 1 Loading Sheet CSV

¢ Planning > Legs view

Orders Planning Stops Trips Invoices

(m]®

= Q Daterange » & Th22/01-Th29/01 > %W Planning groups %W Filter resource groups

1-16 of 16 1|41 50 | page Create new trip

Al + View Create new trip *
2 selected Update fields : 5 order start #e Order start ) Order start 5 order end ]
MY¥20260003 | Fr 23/01 07:00.. Stellantis UK Par_. GB-CHB5 1BRE.. Fr23/01 Bloxl
Update dates I
: 7 ki GB-CHES 1BRE..
H | mvzoze0004 Update stop detalls : Sa 24/01 O7:00.. Stellantis UK Par... 85 Sa 24/01 Eloxl
MY 20260005 Change planning group l Tu 27/01 07:00... Stellantis UK Par.. GB-CHES 1BRE_. Tu 27/01 Eloxl
MY 20260006 Unplan trips (bulk) (Qargo admin) Tu 27/01 07:00-2 Stellantis UK Par.. GB-CHES5 1BRE.. Ty 27/01 09:00-1 MJP
MY20260007 Change rescurce group (bulk) (Qargo admin) We 28/01 06:00  Stallantis UK Par_. GB-CHB5 1BRE.. e 28/01 18:00¢ MJP
MY 20260008 Mark as completed We 28/01 D00 Stellantis UK Par... GB-CH5 1BRE. e 28/01 201107 MJP
Add activities ) i . ) ,
MY 20260010 We 28/01 06:00  Stellantis UK Par.. GB-CHES 1BRE_. We 28/01 201108 MJP
Assign resource (bulk) (Qargo admin) .
MY 20260011 Tu 27/01 07:00-2 Stellantis UK Par.. GB-CHE5 1BRE.. Ty 2701 MJ P
PDF exports
MY¥20260012 Tu 27/01 0200 Stellantis UK Par.. GB-CHES 1BRE.. Tu 2701 16:06 ¢ MJP
MY20260013 We 2B8/01 06:00  Honey Bear GB-BT48 JHG L. we 28/01 18113 Bloxl
MY20260014 ) Th29/01 06:00  Eloxham Mill GB-ON15 AFF Bl Th29/01 1645  Ross
Loading Sheet CSV »
MY 20260015 [ Collect + Transfer Honey Bear Th 29/01 08:30-1 Bloxham Mill GB-0X15 4FF Bl Th 29/01 Ross
MY20260016 [ Callect + Transfar Honey Bear Th 29/01 08:30-1 Bloxham Mill GB-OX1S 4FF Bl.. Th 29/01 Ross

e Click the checkbox to select the orders to update
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¢ Click the menu (three dots) on the ‘Create new load’ button to open the quick actions menu

e Updates can be actioned, including three updates:

o Update fields: update order, shipment, or goods fields across all selected items
o Update dates: shift planned dates for selected orders or legs in one action
o Update stop details: update stop-level fields for selected items

When parallel stages are used, bulk updates to a field update all the goods (not just the ones on a specific stage)

Benefits of bulk updates:

This makes it much easier to:

e Apply the same location or reference to multiple orders in just a few clicks

e Correct data inconsistencies at scale (particularly useful for large order batches)
e Update reference numbers for orders

e Apply charges or extras in bulk after portal uploads

¢ Make last-minute planning changes, often combining or splitting loads

Quick actions > Actions

Available options include:

e Download documents
¢ Update dates

e Update fields

e Update stop details

e Add activities

e Cancel orders

e Create order group

O
QARGO Orders  Planning  Stops  Trips  Invoices  Dashboard ~ Customers  Resources  Locations ~ Rates  Configuration Arynnes Empty @ e e

Orders  Quotes  Templates  Upload documents

~
~~o
-~
-~
~
~

P S
Q @ Editcolumns  All dates & Export V @& Print Quick actions V

Al Blocked  Toplan  Planned  Intransit  Delivered  Cancelled — + View actens
Customer Transport service Order start D Order end Download documents (zip) POD/CMR
Revenue (excl. VAT) £7,147.43 Extras Requested date  Actual date Location Outstanding tasks Requested date  Actual date Locatiof
Update dates
BARRY'S TOFFEE Seacontainer (Import/Export)  Fr 18/04 Mo 31/03 Solstice Park MY20250094 Th 24/04 Mo 31/03 Calais ) ®
£750 200 or:06 8-5P4 750 Amesbury  Create label (+3) 1158 G Fr-s21d  Update order/consignment fields
BARRY'S TOFFEE Priority Fr 18/04 Su 30/03 Solstice Park MY20250093 Fr 18/04 Su 30/03 M&S B  Update stop details ®
£297.04 ((Portal) 13:26 GB-SP4 7SQ Amesbury Create label (+3) 19:24 6B-13 4
- Cancel orders
BARRY'S TOFFEE Priority Mo 12/05 Su 30/03 Bloxham Mill MY20250092 Fr 18/04 Su 30/03 BN1 ®
£185.65 06:00 GB-OX15 4FF Bloxham Ready to invoice (+2) 09:56 GB-8N1 Tasks
Honey Bear Rate Demos Tu 25/03 Su 30/03 P&O Ferries Terminal  MY20250085 Tu 25/03 Su 30/03 Hospiti ~ Create quote ®
£410 07:00 @y FR-62100 Calais Create label (+3) 12:026 BE-360(
Send quote
Fine Foods Ltd Rate Demos Mo 17/03 Su 30/03 Eastern Docks MY20250083 Mo 17/03 Su 30/03 Morris¢ ®
£921.84 06:00 ‘GB-CT161JA Dover, Kent Ready to invoice (+2) 22:03 GB-M11 IND O...
FloPlast Ltd Goods Mo 17/03 Su 30/03 Eastern Docks MY20250081 K3 Mo 17/03 Su30/03 Morrisons ®
£0 Product Type 1 07:00 GB-CT161JA Dover, Kent Ready to invoice (+2) 23:03 GB-M11 1ND O.
Engel (UK) Ltd Goods Th 13/03 Su 30/03 Eastern Docks MY20250080 Th 13/03 Su 30/03 Warbys1 ®
£0 07:00 GB-CT161JA Dover, Kent Ready to invoice (+2) 14:16 GB-BL4 0JZ Far.

Download documents

¢ Use this option to select and download the documents associated with the selected orders as a single zip folder.
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Select document types

Document type

Analysis certificate

Bill of lading instructions

Certificate of origin
Cleaning advice

Cleaning invoice

Collection note
Communication

Consignee signature

Container damage report

Container release
Customer paperwork
Customs document

Customs invoice

Dangerous goods declaration
Delivery note

Delivery notification

Drop in depot

Heating request

Insurance document

Location info for driver

Material Safety Data Sheet (MSDS)

Order acceptance confirmation

(< J <]

Order confirmation from customer

Other
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©)
—

Dashboard Locations Rates

Configuration

Orders  Planning  Stops  Trips  Invoices Customers Resources

Orders  Quotes  Templates  Upload documents

Q B Edit columns  All dates V' BB Export V. © Select at least one row
Al Blocked ~ Toplan  Planned  Intransit ~ Delivered ~ Cancelled  + View
Customer Transport service Order start Order end Invoice Billing freque... POD/CMI
Revenue (excl. VAT) £1,5628.12 [ £... Extras Requested date  Actual date Requested date  Actual date
4 ooy o Ty
Leo's Lemons Goods Su 23/02 Tu 18/03 Carpenter Belgium MY20250048 Mo 24/02 We 19/03 Haven 1219 ... ®
215 10:56 ¢ BE-8800 Roeselare Ready to invoice (+2) 01:09 % BE-9130 Beveren
Hospital Oost-Limburg Goods Su 23/02 Tu 18/03 Carpenter Belgium MY20250047 Su 23/02 Tu 18/03 P&O Ferries ... ®
ko 10:56 @ BE-8800 Roeselare Ready to invoice (+2) ® 20:06 G FR-62100 Calais
BARRY'S TOFFEE Goods Mo 17/02 Mo 31/03 Bloxham Mill MY20250045 Th 24/04 Mo 31/03 MK10 Monthi ®
320 Pallet Wrap_AH1 13:46 GB-OX15 4FF Bloxham Ready to invoice (+2) 16:16 GB-MK10 Milton.. onthly
= BARRY'S TOFFEE Goods Mo 17/02 Mo 31/03 BN1 MY20250043 Mo 17/02 Mo 31/03 MK10 — ®
390 Pallet Wrap_AH1 09:44 GB-BN1 Brighton Ready to invoice (+2) 17:16 GB-MKA10 Milton... CULIv
Leo's Lemons Goods Mo 17/02 Su 30/03 799 Witan Gate MY20250041 Mo 17/02 Su 30/03 Peel Port Liv... ®
0 08:45 GB-MK9 2FW Milton Keynes ~ Ready to invoice (+2) 13:25 GB-L211LA Live...
Fine Foods Ltd Rate Demos Th 13/02 Tu 25/03 Hospital Oost-Limburg  MY20250010 Th 13/02 We 26/03 76 Dundonal... ®
E792.71 07:00 & BE-3600 Genk Create label (+3) 01:57 GB-KA10 7AE Tr...
= Honey Bear Owned Container Sa 15/02 Fr 28/03 Haven 1219 Port of A... Or-0080 Sa 15/02 Fr 28/03 Carpenter Be... ®
0 07:00 @ BE-9130 Beveren Create label (+3) 09:54 @ BE-8800 Roesel.
Honey Bear Owned Container Sa 25/01 Th 23/01 Trent Park Golf Club or-0079 (CEIED Sa 25/01 Th 23/01 Buse Gases ®
E0 <17:00 06:00 GB-N14 4UW London Ready to invoice (+1) 09:45 GB-B71 1DG W..
Honey Bear Owned Container Su 26/01 Th 23/01 Trent Park Golf Club 0r-0078 Su 26/01 Th 23/01 Buse Gases ®
100 <17:00 06:00 GB-N14 4UW London Ready to invoice (+1) 09:49 GB-B711DG W.
Honey Bear Owned Container Sa 25/01 Sa 25/01 Trent Park Golf Club or-0077 (CEIZD Sa 25/01 Sa 25/01 Buse Gases ®
100 <17:00 & 00:00 GB-N14 4UW London Ready to invoice (+1) 03:35 GB-B71 1DG W...
Warburtons Ltd Owned Container Sa 25/01 Su 26/01 Warbys1 0r-0051 Su 26/01 We 20/11/20... BLAbLA ®
k823.12 07:00-09:00 08:00 GB-BL4 0JZ Farnworth Ready to invoice (+2) 15:07 G NL-4000 Amster... F
PO~

Wsockes [l opian [ Todispatch [l Planned [l in transit

Legend:

asor [l comypres [l worning
1

1
1
|
1
Y . CJ
Download as zip

Showing 16 out of 16 orders 20 / page

Cancel

e The files are automatically grouped by document type for easy identification.

Name

v [ documents_merged
~ 7] ORDER_CONFIRMATION

= transportorderdbschenker Sample.pdf
v . QUOTE
= MY20250010 Quote.pdf
v~ PALLET_LABEL
= MY20250083-1 Pallet LabelBC.pdf
= MY20250048-1 Pallet LabelBC.pdf
= MY20250043-1 Pallet LabelBC.pdf
= QOr-0077-1 Pallet LabelBC.pdf
= MY20250083-2 Pallet LabelBC.pdf
= MY20250048-2 Pallet LabelBC.pdf

I documents meraed.7in

Update dates

Size

Kind

Folder
Folder
PDF Document
Folder
PDF Document
Folder
PDF Document
PDF Document
PDF Document
PDF Document
PDF Document
PDF Document

7IP archive

Date Added

Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Today at 12:47
Todav at 12:47

¢ Use this option to update the dates on specific orders or stop types. Select the checkbox of the activity and adjust the
number of days (+/-).

e Click Select orders to apply the change to specific orders.

e To update the Order start date, which is called the Pickup date in Qargo, go to the Orders section and select the orders

to modify, using filters or manual selection.

¢ Open the Quick actions menu and select Update dates. In the dialog box, choose Pickup date as the date type.

e Enter the new date for the selected orders and confirm the change.
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Update dates X

‘\ Show form context
i Activity Date shift + —
Collect 2
Delivery 2
Depot: unload 2
Depot: load 2
[ Parking: uncouple 2
[4d Parking: couple 2
Pickup full container 2
@ Pickup empty container 2
Drop full container 2
@ Drop empty container 2
&4 Terminal: Drop 2
Terminal: Departure 2
Terminal: Arrival 2
4d Terminal: Pick up 2
Stop 2 I
1
v

Update fields

Options are available for both order and shipment fields that are enabled on the tenant.
e Select the ‘Field’ to update and enter the value to add.
¢ Fields are broken down into the following categories:

o Order
o Shipment
o Goods

¢ Fields that can be updated include both default and custom fields

¢ Select the orders to update and click ‘Update fields’ to apply the changes.
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Update order/consignment fields

Show form context

t
1
I
1
1
Y

Field (*}

Order
Add item

Rate card
Customer Reference @

Service level @ Cancel Select

Container number @

Container type @
Vehicle category @

Pincode @

Il Updating the Customer field is not supported via quick actions.

e Update from the Load details view:

6
Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration Arynnes Empty e @ e
< Trip-0357 ([CEEED © D History [ Customise |
[=] 4. Morrisons (Delivery) @ > XN\ A~ X
Sign on device ‘(d"c“me”‘ge”e“‘“”"] Waiting for completion of Sign on device (mobile) Distance1SmigiDriving:6h3 Mot KRS i

send POD

' Waiting for completion of Sign on device (document generation)

Sign on device (document generation)

) Waiting for completion of Sign on device (mobile)

send POD

® © ©®© ©
® ® ® 6

Waiting for completion of Sign on device (document generation)

v Order documents

Customer paperwork 1/5 deliveries with documents
Pallet label 5/5 deliveries with documents o
~ Wberhimponka
@© Show 1 additional document S Sl S
N
v Route ® B Optimise route  Edit route
Eastern Docks Warbys1 799 Witan Gate Morrisons
GB-CT161JA Dover, K... GB-BL4 0JZ Farnworth  GB-MK9 2FW Milton K... GB-M11 1ND Openshaw
30/03 06:00 - 07:00 30/03 13:16 - 14:16 30/03 17:43 - 18:43 30/03 22:03 - 23:03
© 20 @ Euro (2), Half (! ® 20 @ Euro (2), Half (! ® 7 @ Full (7) 8 8400 ® 7 © Full (7) 3 8400
Fine Foods Ltd Fine Foods Ltd Fine Foods Ltd Fine Foods Ltd
ounke
cm\
e
@ ©2025 PTV Logistics, HERE //{
@
os00 & @ Collect Eastern Docks, East Camber Building Eastern Docks, GB-CT161JA Dover, Kent
Su 30/03 Fabric bolts e
0Z00 > (MY20250083/1 2 .
Ready toinv... (+1) DD held 17/03 - Fine Foods Ltd
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Update order/consignment fields X

Field (*)

Customer Reference @

Consignment

MY20250081/1

MY20250083/1

MY20250080

MY20250081/2

Route

Eastern Docks
GB Dover, Kent
30/03 07:00 - 07:00
FloPlast Ltd

Eastern Docks
GB Dover, Kent
30/03 06:00 - 07:00
Fine Foods Ltd

Eastern Docks
GB Dover, Kent
30/03 07:00 - 07:00
Engel (UK) Ltd

799 Witan Gate

GB Milton Keynes
30/03 18:43 - 18:43
FloPlast Ltd

Value (%
’V 123ABC

Show form context

|

Add item

Warbys1
GB Farnworth

30/03 14:16 - 14:16
FloPlast Ltd

Warbys1
GB Farnworth

30/03 13:16 - 14:16
Fine Foods Ltd

Warbys1
GB Farnworth

30/03 14:16 - 14:16
Engel (UK) Ltd

Morrisons

GB Openshaw
30/03 23:03 - 23:03
FloPlast Ltd

Cancel

Note: Some update options automatically filter results based on the selected field. For example, selecting Rates only
shows the orders that match the selected rate card.

Update stop details

¢ Select the stop that requires the update.
e Complete the required updates and click ‘Select orders'.

e Select and update the orders.
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Update stops

Activity

Collect

Delivery

Depot: unload

Depot: load

Parking: uncouple
Parking: couple
Pickup full container
Pickup empty container
Drop full container
Drop empty container

Stop

E0O00O00REAB®

Show form context

Location
Peel Port Dublin
South Bank Quay Container Termina...

Date

15/05/2025

Time window Start time End time Enforce
Note

Reference number

Email address

+ Add information

Cancel Select orders
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® © ® © BestDayOfMylife- & X ' M [TechSmith Support]Re: X  [2] Qargo - Calendar - Week X | 5 Later - Qargo - Slack X (. Orders - Qargo TMS X [ Orders - Qargo TMS x Knowledge | Qargo | Inter X | + v
app.qargo.com/arynnes-empty/orders [x f}) o 3 K -

Integrations are enabled on a non-production tenant.

Orders

Planning

Stops

Invoices

Dashboard Customers

esources Loc:

1CH

Configura

Q

Al Blocked | Toplan

Customer
Revenue (excl. VAT) £4,053.57

BARRY"
£390

TOFFEE

Leo's Lemons
£25

Honey Bear
£102.50

Honey Bear
£102.50

Leo's Lemons
£408.43

BARRY'S TOFFEE
£400

BARRY'S TOFFEE
£45.67 1

BARRY'S TOFFEE
£45.67 ]

BARRY'S TOFFEE
£45.67

BARRY'S TOFFEE
£45.67

BARRY'S TOFFEE
£45.67

BARRY'S TOFFEE
£111.39

BARRY'S TOFFEE

Orders Quotes Templates
B Edit columns | All dates Vv
Planned  Intransit ~ Delivered  Cancelled = + View
Transport service Order start D
Extras Requested date  Actual date Location Outstanding tasks
Goods Tu 13/05 5 Solstice Park MY20250108
Taillft, Pallet Wrap_AH1 GB-SP4 75Q Amesbury A Create quote (+2)
Goods We 07/05 - Solstice Park MY20250107
Standalone stop extra GB-SP4 7SQ Amesbury Create label (+2)
Dante Th 01/05 = Peel Port Dublin MY20250106
Standalone stop extra |E Dublin Create label (+2)
Dante Fr 02/05 3 Peel Port Dublin MY20250105
|E Dublin Create label (+2)
Priority Tu 13/05 2 Solstice Park MY20250104
GB-SP4 75Q Amesbury Create label (+2)
Priority Tu 29/04 : Reflex Nutrition MY20250103
GB-BN2 6NT Brighton and ... Ready to invoice (+1)
Priority We 23/04 We 23/04 M&S Bank Arena MY20250102
07:00 GB-L3 4FP Liverpool Create label (+3)
Priority We 23/04 - Bloxham Mill MY20250101
GB-OX15 4FF Bloxham Create label (+2)
Priority Mo 12/05 : Bloxham Mill MY20250100
GB-OX15 4FF Bloxham Create label (+2)
Priority We 23/04 G Airport o pl
GB-EH12 9DN Edinburgh Create label (+2)
Priority We 23/04 - BN1 MY20250098
‘GB-BN1 Brighton Create label (+2)
Priority We 23/04 B MK10 MY20250097
GB-MK10 Milton Keynes Create label (+2)
Priority We 16/04 - MK10 MY20250096

Recalculate charges

Use this option to recalculate the charges of the selected orders, for example after a

1. Open the Quick actions button on the Orders list.

2.

QARGO

Blocked  Toplan
Outstanding tasks
0r-0000138

Generate delivery note (+4)
0r-0000137
Generate delivery note (+6)
or-0000136 (R
Generate delivery note (+5}
or-0000135 (EEER
Generate delivery note (+6)
0r-0000134
Generate delivery note (+6)

or-0000133 (CEIIE
Generate delivery note (+6)

0r-0000132
Ganerate dolivery note (+6)

0r-0000129

Generate delivery note (+6)

Planned

Confirm the action.

Select the orders to recalculate.

Quotes Orders

Collect or delivery date /' Last 90 days + future v/

Planned  Intransit

Consignment execution sta...

Route to delivery

Route to delivery

Delivered

Cancelled  Test

Customer

Rovenue (excl. VAT) €1,997.60 | £0

Qessin
6.6

Qessin
e

16

Qessin
s
Delhaize leper
Delhaize leper
Qessin

ez

Qessin
€113

Delhaize leper

Planning

Go to Invoices > Recalculate charges.

Stops Trips,

Upload orders

+ view

Revenue (excl. VAT)

€1,997.60 | £0

€76.64

€211.15

€211.15

£0

£0

€113.57

€113557

Invoices Dashboard

Templates Route templates

Order start

Requesteddate  Actual date
We 21/10 We 21/10
Th 29/10 Th z’gmo
Tu27/10 km<zro/m
Su 25/10 Sa 24/10
Tu20/10 ;Aa}s/m
Tu20/10 Mo 19/10
Fr 3010 Th 29/10
Fr23/10 ;r ;a/m

Companies

Upload documents

Order end
Requested date
We 14/05
Tu 13/05
Th01/05
Fr 02/05
Tu 13/05
We 30/04
We 23/04
We 23/04
Mo 12/05
Th 24/04
Th 24/04
We 23/04

Th 17/04

W siocked [l To plan

Legend:

Showing 20 out of 208 orders

Resources Locations

Upload documents Order imports

@ Export V
Actual date Location
: MK10

We 23/04
10:11

W Todispatch [l Panned [l in transit

Rates.

GB-MK10 Milton.

Bloxham Mill

Invoice g freque...

Monthly

GB-OX15 4FF Bl...

Solstice Park
GB-SP4 7SQ A.

Solstice Park
GB-SP4 7SQ A...

Bloxham Mill

GB-OX15 4FF Bl...

London Luto...
GB-LU2 9LY Lut..

Bloxham Mill
GB-OX15 4FF B

Monthly

Monthly

M&S Bank Ar...

GB-L3 4FP Liver...

BN1
GB-BN1 Brighton

BN1
GB-BN1 Brighton

Bloxham Mill
GB-OX15 4FF B

Bloxham Mill
GB-OX15 4FF Bl

Bloxham Mill

Configuration

Monthly
Monthly
Monthly
Monthly

Monthly

Manthiy

Atstop [l completed

rate card or surcharge change.

sk rvars.. @) @

20 / page

POD/CMR
®
®
@
®
®
®
®
@
®
@
@
€]
o [+

W werning

& Export V. & Print Quick actions V'
Order end Route
Location Requested date  Actual date Location Resources A
Calinor Choe... We 21/10 We 21/10 Bakkerij De Documents
BE-8900 leper oa:s6 BE-8560 B subeo 1
Updates
SPAR Brugge  Th 29/10 Th29/10 Delhaize Hev  E——@
BE-8380 Brugge 10 L Recalculate charges | Invoices
SPAR Brugge  Tu 27/10 Tu27/10 Delhaize pg not inveice ‘Add activities
BE-8380 Brugge 1043 BE-3001 L
Invoice externally Cancel orders.
Carrefour ma... Su25/10 Sa24/10 SPAR Bl i _
BE-8660 De Par 08:19 BE-8330 Brugge | [ Subcontract.
Carrefour ma... Tu20/10 Mo 19/10 SPAR Brugge
N o Create quote
BE-8 a 0918 BE-8380 Brugge | (6 Subcontract.
Bakkerij De... Tu20/10 Mo 19/10 SPAR Brugge Full Truck Load
BE-8660 De par 0918 BE-6380 Brugge | (8 Subcontract.
Fr30/10 Th29/10 SPAR Brugge Full Truck Load
a o8:1 BE-8330 Brugge | (B Subeo 3
Delhaize leper  Fr 23/10 Fr 23/10 Brussels Airp. Full Truck Load
BE-8300eper  00:00 043 BE-1930 Zavent... | Subco 1

e Background processing: large recalculations run in the background queue. Results take some time to appear.

order first and check the result.
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= Updates to surcharge indices, such as fuel surcharges, only trigger a recalculation for orders within the relevant
dates. This keeps performance stable when customers are added or updated.

Recalculate a rate card for a date range

To recalculate only part of a rate card’s orders, select a date range instead of processing all data. This avoids system
timeouts on large volumes.

1. Go to Rates > Rate card customers.

2. Open the rate card.

3. Click Recalculate prices (top right).

4. Enter the start date and end date in Recalculation date range.

5. Click Save.

Show form context (RHF)

Oct 2026 Nov 2026

U We Th Fr Sa Su u We Th Fr Sa Su Cancel

2

9

Add activities

Users now have a new option under ‘Quick actions’ to add additional stops or split loads in bulk.
When an order has multiple shipments, the way the stop is added depends on the type of stop being added:

¢ Intermodal stops: The stop is added per order. When intermodal stops are added in bulk, the stop is added only once to
the order, regardless of the number of loads on the order.

e Empty: Equipment/Driver: The stop is added per load. When this stop type is added in bulk, the stop is added to each
load. If all shipments are merged on one load, the stop is only added once. If each shipment is on a separate load, the
stop is added multiple times (once for each load).

¢ Split order and Other stops: The stop is added per shipment. When these stop types are added in bulk, the stop is
always added to each shipment in the order.

Using the quick action

e From the orders list page, click the quick actions function and select ‘Add activities’

e From the ‘Activity’ drop-down, select the option that applies

Orders: complete quick actions in bulk | Qargo Help Center - https://help.gargo.com/us/articles/319274-orders-complete-quick-actions-in-bulk 11/18



Add activities

Activity

|;Activity (*}

Trainfferry

Unaccompanied (excl driver)
Accompanied (incl driver)
Split order
Depot: unload + load goods
Depot: drop + pickup container (owned)

Depot: drop + pickup container (import/export)

Parking: uncouple + couple trailer

e From 'Position’, select where the new stop / split should be positioned

Position (*}
X .
Before first collect
After first collect
Before first delivery

After first delivery

Orders: complete quick actions in bulk | Qargo Help Center - https://help.qargo.com/us/articles/319274-orders-complete-quick-actions-in-bulk 12/18



Stops can be added in bulk only before/after the first pickup/delivery.
Stops cannot be added in bulk in other positions of the order.

e Complete the stop details. The options in this section differ depending on the activity.

Show form context

Activity
Activity (*) Position (*
Depot: unload + load goods ’VAfter first collect

Stop details

Location (*)

Status created trip

Requested date

Enforce

&

Time window Start time End time

Trip planning group

Cancel Select orders

e Click ‘Select orders’ to select the orders from the main list view that this activity applies to.

e Click ‘Add activities’ to complete the action.

QARGO Orders  Planning  Stops Invoices  Dashboard stomers  Resources  Locat Rates Arynnes Empty e @ e
Orders Quotes Templates Upload documents.
Q [ Edit columns  All dates V' @ Export V @ Select at least one row
Al Blocked ~ Toplan  Planned  Intransit = Delivered = Cancelled  + View

Planning groups D Customer Trips Route Transport service Order start order
3 selected Revenue (excl. VAT) £445.56  £3,... Resources Extras Requested date  Actual date Location Reque:
MY20250155 (ERYEE) FloPlast Ltd B——18) coods Th 22/05 - Solstice Park We 2¢

B Create e (+2) o GB-5P4 750 Amesbury
MY20250154 (@QEEE Qargo E—@ Rate Demos Sa 24/05 - 799 Witan Gate Th31

Create label (+2) £0 GB-MK9 2FW Milton Keynes
MY20250153 First Load Hauling B——8) coods Sa 24/05 - Storage King Bath - S... Th 29
Areal Create label (+2) £0 GB-BA2 1EP Twerton

- - MY20250152 First Load Hauling B—@—8 rriority Sa 24/05 - Solstice Park Tu27

ier 1- Over...| Tier 1~ OVer... Create abel (+2) raae 63-594 750 Amesbury
MY20250151 Gamma B——8 priority Fr23/05 - Warbys1 Tu27

cB Create label (+2) £45.67 07:00-09:00 GB-BL 0JZ Farnworth
5 . MY20250150 Tandartspraktijk Neerharen 8——=8 Priority Fr 23/05 - Le Thillay Tu 27

Tier 1 - Oversize Create label (+2) ® ® w56y FR-95500 Le Thillay

MY20250149 FloPlast Ltd B—8 priority Fr 23/05 - Solstice Park Tu 27

Create label (+2) £250.91 GB-SP4 75Q Amesbury
MY20250148 Hospital Oost-Limburg B————8 priority Th 22/05 = Warbys1 Fr23

Create label (+2) £185.65 07:00-09:00 GB-BLA 0JZ Farnworth
MY20250147 FloPlast Ltd 8—a—8a Priority Th 22/05 - Warbys1 Fr 23,

GB GB Create label (+2) £371.30 07:00-09:00 GB-BL4 0JZ Farnworth
MY20250146 FloPlast Ltd B—G—8 priority Th 22/05 - Warbys1 Fra3

GB cB Create label (+2) £371.30 07:00-09:00 GB-BL4 0JZ Farnworth
MY20250145 Engel (UK) Ltd @ EREDEEEE rriority Th 15/05 - Solstice Park Sa17

A Create label (+3) £594.08 o GB-SP4 7SQ Amesbury
MY20250144 FloPlast Ltd [l B—8—8 priority Th 15/05 - Solstice Park <

Legend: [l slocked [l To plan Todispatch [ Planned [l in transit atstop [l completed [l warning
-
\\

Orders: complete quick actions in bulk | Qargo Help Center - https://help.qargo.com/us/articles/319274-orders-complete-quick-actions-in-bulk
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Cancel orders

¢ Use this option to quickly cancel multiple orders with a single click.
e Select the orders to cancel and click ‘Cancel orders’.

Orders Planning  Stops  Trips Invoices Dashboard

Resources Rates

Orders Quotes Templates Upload documents
Q B Edit columns = All dates V' @ Export vV @ Select at least one row
All Blocked To plan Planned In transit Delivered Cancelled + View
Customer Transport service Order start D Order end Invoice Billing freque... POD/CMI
Revenue (excl. VAT) £433.43 | £4,. Extras Requested date  Actual date Location 2 selected Requested date  Actual date Location
BARRY'S TOFFEE Goods Tu 13/05 - Solstice Park MY20250108 We 14/05 - MK10 Vonth! ®
£390 Taillft, Pallet Wrap_AH1 GB-SP4 75Q Amesbury A Create quote (+2) GB-MK10 Milton... onthly
Leo's Lemons. Goods We 07/05 - Solstice Park MY20250107 We 14/05 - Solstice Park ®
£25 Standalone stop extra GB-SP4 7SQ Amesbury Create label (+2) GB-SP4 7SQ A...
Honey Bear Dante Th 01/05 - Peel Port Dublin MY20250106 Th 01/05 - Solstice Park ®
£102.50 Standalone stop extra IE Dublin Create label (+2) GB-SP4 7SQ A...
Honey Bear Dante Fr02/05 - Peel Port Dublin MY20250105 Fr 02/05 - Solstice Park ®
£102.50 E Dublin Create label (+2) GB-SP47SQA..
Leo's Lemons Priority Tu 13/05 - Solstice Park MY20250104 We 14/05 - Sisolstice Park ®
£408.43 GB-SP4 7SQ Amesbury Create label (+2) ® ® GB-SP4 7SQA...
BARRY'S TOFFEE Priority Tu 29/04 - Reflex Nutrition MY20250103 We 30/04 - London Luto... Monthl ®
£400 GB-BN2 6NT Brighton and ... Ready to invoice (+1) GB-LUZ LY Lut... onthly
BARRY'S TOFFEE Priority We 23/04 We 23/04 M&S Bank Arena MY20250102 We 23/04 We 23/04 Bloxham Mill Month ®
£45.67 07:00 GB-L3 4FP Liverpool Create label (+3) 10:11 ©B-0X15 4FF Bl onthly
BARRY'S TOFFEE Priority We 23/04 - Bloxham Mill MY20250101 We 23/04 - M&S Bank Ar... Monthl ®
£45.67 GB-OX15 4FF Bloxham Create label (+2) GB-L3 4FP Liver... onthly
BARRY'S TOFFEE Priority Mo 12/05 - Bloxham Mill MY20250100 Mo 12/05 - BN1 Month ®
£45.67 GB-0X15 4FF Bloxham Create label (+2) GB-BN1 Brighton onthly
BARRY'S TOFFEE Priority We 23/04 - Edinburgh Airport MY20250099 Th 24/04 - BN1 - ®
£45.67 GB-EH12 9DN Edinburgh  Create label (+2) GB-BN1 Brighton onthly
BARRY'S TOFFEE Priority We 23/04 ) BN1 MY20250098 Th 24/04 - Bloxham Mill Monthi ®
£45.67 GB-BN1 Brighton Create label (+2) GB-OX15 4FF Bl. onthly
BARRY'S TOFFEE Priority We 23/04 - MK10 MY20250 We 23/04 - Bloxham Mill Monthly @~
Legend: [l Blocked [l To plan Todispatch [ Planned [l in transit atstop  [Jl] completed [l warning
Showing 20 out of 208 orders 2 3 4 5 M > 20/ page

Cancel Cancel orders .

To follow progress, find canceled orders, or undo a bulk cancel, see Cancel a shipment / an order.

Quick actions > Tasks

Updating tasks helps users complete various functions quickly and efficiently. The update process is the same for each task.
Available options include:

¢ Create quote

e Send quote

e Send to planning
e Create label

¢ Ready to invoice
¢ Send invoice

e Complete orders

Orders: complete quick actions in bulk | Qargo Help Center - https://help.qargo.com/us/articles/319274-orders-complete-quick-actions-in-bulk 14/18
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@ Print Quick actions V

Tasks

Create quote . POD/CMR
Send quote
Send to planning
Create label
Ready to invoice
Send invoice
Complete orders

Undo tasks

® ® 6 6 o

cACCE] rmmmaamee r

e Select the task to perform. Only orders that meet the task criteria are available.
e Select the orders to perform the updates on
e Complete the task.
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Orders  Planning  Stops  Trips

Dashboard Customers Resources  Locations  Rates  Configuration Arynnes Empty @ e e

Orders Quotes Templates Upload documents
Q B Editcolumns Al dates @ Export vV © Select at least one row
Al Blocked ~ Toplan  Planned  Intransit  Delivered  Cancelled =~ + View
Customer Transport service Order start 1D Order end Invoice Billing freque... POD/CMI
Revenue (excl. VAT) £1,178.65 [ £... Extras Requested date  Actual date Location 4 selected Requested date  Actual date Location
ETTT3Y Porar G U W Ry S s GBmUA 19w oL
BARRY'S TOFFEE Priority We 16/04 : MK10 MY20250096 Th 17/04 - Bloxham Mill Monthi ®
£111.39 GB-MK10 Milton Keynes Create label (+2) GB-OX15 4FF Bl onthly
BARRY'S TOFFEE Priority Tu 22/04 - MK10 MY20250095 Tu 22/04 - BN1 Vonth ®
£45.67 GB-MK10 Milton Keynes Create label (+2) ©B-BN1 Brighton onthly
BARRY'S TOFFEE Seacontainer (Import/Export) ~ Su 20/04 Mo 31/03 Solstice Park MY20250094 Th 24/04 Mo 31/03 Calais port Month! ®
£750 200V 01:08 GB-SP4 75Q Amesbury Create label (+3) 11158 FR-62100 Calais onthly
BARRY'S TOFFEE Priority Fr18/04 Su 30/03 Solstice Park MY20250093 Fr 18/04 Su 30/03 M&S Bank Ar... Monthi ®
£207.04 (Portal) 13:26 GB-5P4 75Q Amesbury Create label (+3) 19:24 GB-L3 4FP Liver. onthly
BARRY'S TOFFEE Goods Th 17/04 Th 17/04 BN1 MY20250091 Mo 30/06 Th17/04 MK10 Monthi ®
£390 Pallet Wrap_AH1 06:00 GB-BN1 Brighton Create label (+3) 09:11 GB-MK10 Milton... onthly
BARRY'S TOFFEE Goods Mo 12/05 - Bloxham Mill MY20250090 We 09/04 - MK10 Montht ®
£320 Pallet Wrap_AH1 (GB-OX15 4FF Bloxham Create label (+2) GB-MK10 Milton onthly
First Load Hauling Priority Tu01/04 - Solstice Park MY20250089 Tu 01/04 - Eastern Docks ®
£185.65 GB-SP4 7SQ Amesbury Create label (+2) GB-CT161JA Do...
First Load Hauling Priority Tu01/04 Tu 01/04 Eastern Docks MY20250088 Tu 01/04 Tu 01/04 Warbys1 T ®
£22278 05:30 GB-CT161JA Dover, ket Create label (+1) 09:30 6B-BLa 0JZ Far.. \IN-22-040001
Honey Bear Goods We 26/03 Tu 25/03 P&O Ferries Terminal ~ MY20250087 Th 27/03 Tu 25/03 Hospital Oos... AR ®
p—— 10:00 @ FR-62100 Calais Create label (+1) 15:00 & BE-3600 Genk PoDICMI
= Honey Bear Rate Demos Tu 25/03 Su 30/03 P&O Ferries Terminal  MY20250085 Tu 25/03 Su 30/03 Hospital Oos... ®
= £410 07:00 T FR-62100 Calais Create label (+3) 12:02 % BE-3600 Genk
Honey Bear Goods We 12/03 We 12/03 Solstice Park MY20250079 We 12/03 We 12/03 Warbys1 ®
£0 17:42 GB-SP4 7SQ Amesbury Create label (+1) 17:42 GB-BL4 0JZ Far.. — v

tegend: [ eiocked [l Toplan [ Todispatch [ Pranned [ in transit atstop [l completed [l Warning

Showing 20 out of 99 orders E] 2 3 4 5 > 20/ page

(]
Don't include completed/skipped tasks v | Cancel Skip 4x Create label Complete 4x Create label

While the task is running, it displays In progress. If any issues occur during the task update, an error file is created with the
details that need to be corrected.

R ————————————— |
O (2] 2) Update orders 3 minutes ago

O 3/3) Update trips/stops 31 minutes ago
O 3/3) Update trips/stops 33 minutes ago [EEls
O (3/3) Update trips/stops about 1 hour ago

/\ 4 failed tasks ©
rde

wquell ©

1 tasks in progress

‘a 14INK - MK10

When executing tasks in bulk, select all records for processing.
¢ Not all tasks are processed at the same time.
e To tell them apart, tasks show a status of ‘in progress’ or ‘upcoming’. Tasks marked ‘upcoming’ are waiting to be put in

progress.
e This happens automatically. Once the records are selected, no further action is required.
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s e G e lmeess ot Gemmes Gemrem lemimm fdm @i IR eaTes Eiye nemr e @ e

Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchase invoices  Upload purchase invoices  Purchase creditnotes  Invoice exports
Q B Edit columns @ Export Vv @& Print
Al Draftinvoice | Invoiced Invoice posted  Cancelled
Invoice nr Customer Issue date Due date Payment status Documents Amount (excl. VAT) Amount VAT
£48,680.15
Z’;@?;;ﬁ;ﬁiﬁﬁpd Golden Bake 15/04/2025 15/05/2025 Paid £0 £0
e vt Warburtons Bakery | New Customer 14/04/2025 Unpaid (overdue) £431.72 £86.34
el W e Warburtons Bakery | New Customer 13/04/2025 3/05/2025 Unpaid (overdue) £706.30 £141.27
‘S"““";?Jigcs.[%m Crest Nicholson - Whitehouse Park 02/04/2025 02/05/2025 Paid £0 £0
el Joe Bloggs Transport 02/04/2025 Unpaid (overdue) £100 £0
g;;?;;ﬁ;ﬁ?g“w Crest Nicholson - Sketchley Gardens 01/08/2025 Unpaid (overdue) £3,054.57 £110.06
vl ”“ e Kuehne+Nagel 20/03/2025 Unpaid (overdue} £678 £135.60
m;?szig.[@ Kuehne+Nagel 20/03/2025 19/04/2025 Paid 0 0
ot ”‘“ asiec Kuehne-+Nagel 20/03/2025 9/0 Unpaid (overdue) £1,040 £208
g‘;;?:zt@'[?;m Kuehne+Nagel 20/03/2025 Unpaid (overdue) £80 £186
0193 (RN Kuehne+Nagel 20/03/2025 Unpaid [overdue} £1,040 £208
0192 WD) Kuehne+Nagel 20/03/2025 Unpaid (overdue} £1,240 £248
0191 WIEETD Hamann International Logistics 20/03/2025 Unpaid (overdue £2,034 £0
m;ojzum'[w Evolution Connection 20/03/2025 Unpaid (overdue) £1,050.90 £210.18

Showing 50 out of 204 invoices E 2 3 4 5 i 50/ page

The task indicator displays while the tasks are being updated:

Rates Configuration )

/\ 172 failed tasks ©@

©

= When orders are set to Ready to invoice in bulk, a warning appears if one or more of the selected orders have a
zero-value transport charge.

¢ This helps prevent billing errors by flagging potentially missing charges before invoices are created.

o |tis part of a broader system that prevents the creation of invoices with zero charges, whether orders are processed
in bulk or individually.

o When an order is moved to the ‘Ready for billing’ stage, users automatically receive alerts for any orders missing
transport charges, which improves accuracy across all billing processes.

Zero charge invoices

We noticed that some invoices contains a balance of
zero. Please confirm that this is intended.

Orders: complete quick actions in bulk | Qargo Help Center - https://help.gargo.com/us/articles/319274-orders-complete-quick-actions-in-bulk 17/18



Selecting multiple records is available on the following pages:

e Orders

e Loads

¢ Invoices

e Carrier invoices

e Credit memos

e Carrier credit memos

Click here to learn how to undo tasks for both orders and invoices.
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