Configuration — Comments and notes: what, why, how

Add comments to orders, loads, invoices, credit memos, customers, contract carriers, drivers and vehicles, assign a user, set
a category and a due date, and track follow-up with a timestamped audit trail.

Updated October 30, 2026

Introduction

Comments and notes adds categorized comments to orders, loads, invoices, credit memos, customers, contract carriers,
drivers and vehicles. Each comment has an assigned owner, an optional due date and a timestamped record.

Click the image below for a video tutorial on comments and notes.

» https://watchclueso.com/embed/xtk89Isvz50gkfon

Summary

What is comments and notes?

e A feature that centralizes internal communication and auditing in Qargo.
e Users add comments and notes to orders, loads, invoices and credit memos.
e Each comment has a category and can be assigned to a team member.

Why use comments and notes?

e Clear ownership: every comment names the user responsible for follow-up, which improves accountability.
¢ Faster resolution: communication and context are centralized on the record.
e Audit trail: the system keeps a timestamped, searchable record of decisions and alerts.

How does it work?

e A user adds a comment to a record, picks a category and assigns a user.

e The assigned user resolves the comment once the task or query is done. Qargo then shows the timestamp and the
resolver’'s name.

e The Comments icon in the top right corner lists all comments created by or assigned to the user.

e Categories are managed in the Configuration module.

Terminology

Term Definition

Comments and notes = A feature for adding comments and notes to orders, loads, invoices and credit memos.

Category A label on a comment or note that helps filter and track its purpose.
Assigned user The team member responsible for following up on a comment or note.
Use cases

Finance query on an order

A finance user needs clarification on a delivery cost. The user adds a comment with the category finance query to the order
and assigns it to a planner. Qargo keeps a full, timestamped record for audit purposes.
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Invoice query follow-up

A finance team tracks and follows up on invoice queries with comments on invoices and credit memos.
Customer queries and complaints

A customer service team manages customer queries and complaints with comments and notes.

Add and resolve comments

Comments work the same way on orders, loads, invoices and credit memos. The steps below use an order.

Add a comment

1. Open the Orders list view and click into an order.

(07:12{c]0] Orders Planning Stops Trips Invoid

Orders Quote

Q [0 Editcolumns  Last 90 days + future V

All Blocked To plan Planned In transit Delivered Cancelled Test View /R + Vi

Packaging/pallet swap acti... ID Consignment execution sta...
Outstanding tasks

Or-0058 Planned

Send to planning (+4)

Or-0057 Planned

Generate pallet label (+3)

Or-0056 Planned

Generate pallet label (+3)

Or-0055 Planned

Generate pallet label (+3)

Or-0054 Planned

Generate pallet label (+3)

Or-0053 Planned

Send to planning (+4)

Or-0052 Planned

Generate pallet label (+3)

Or-0051 Planned

Generate pallet label (+3)

Qr-0050 Planned
Generate/pallet label (+3)
Or-0049 Planned

Generate pallet label (+3)

®
®

2. Scroll down to the Comment section and click Add comment.
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(O Internal info

v Order documents and tasks

(®) Complete order
Ready for invoicing
Invoice order

© +3 Tasks

~ Comments

v Consignment 1

Collect

Delivery

3. Type the comment in the description box.

Add comment

4. Select a category for the comment.

Description (*}

test Z
Add documents VvV

- ®
Waiting for completion of the order @
Waiting for order to be ready to invoice

Add cwment

No comments

Add info/doc WV Cancel consignment
Test Delivery, Gent-Sint-Pieters, BE-9000 Gent 2
25/09 _
Immingham ABP Terminal, Immingham Dock, NE Li...

GB-DN40 2LZ Immingham 2

Categories

Assigned to
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Add comment

Description (*)

Order needs review

Categories
Carrier
Claims
Customer
Customs

Internal

Operations

5. Select a user to assign the comment to, then click Save.
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Add comment

Description (*)

Order needs review

Categories

Internal X

Assigned to

alfonso.alonso@qgargo.com

arynne@gargo.com

Resolve a comment

1. Check the box on the right side of the comment once the task or query is resolved. The comment then shows a
timestamp and the name of the resolver.

v Comments 1 comment Add comment
alfonso.alonso@qgargo.com Completed on Th 02/10 15:33 b
Internal | Operations @qarg P ! v
mathew.holt@pxc.com alfonso.alonso@qargo.com

Track follow-up

Find comments created by or assigned to the user

1. Click the Comments icon in the top right corner of the screen. The list shows all comments created by or assigned to the

user.
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Q,
Orders Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Configuration Alfonsos Playground e e

Orders Quotes Templates Upload documents Order imports /

s Last 90 days + future VvV Export VvV & Print Quick actions VvV

sit Delivered Cancelled Test View /R + View

C i jon sta... C Revenue (excl. VAT) Order start Order end
Revenue (excl. VAT) €2,005 €2,005 Requested date  Actual date Location Requested date  Actual date Location
bunny company €0 We 01/10 We 01/10 other location  Sa 04/10 Th 02/10 WienCol
€0 06:00 FR-13005 Mars.. 01:53 AT-1020
coolblue €0 Fr03/10 Fr03/10 Test Pickup Fr03/10 Fr03/10 Test Del
€0 06:00 BE-1050 Bruxell... 08:21 BE-9000 1
coolblue €0 Th 02/10 Th 02/10 Test Delivery  Th 02/10 Th 02/10 Test Picl
€0 06:00 BE-9000 Gent 08:41 BE-1050

2. Select a filter to narrow the list:

o Assigned to the user: comments assigned to the logged-in user
o Created by the user: comments the logged-in user created

o Category: comments with a specific category

o Resolution date: comments resolved on a specific date

Orders Planning Stops Invoices Dashboard

Daterange v < ThO02/10-Th02M10 >

Assigned to me Cre@ed by me All

Created by 5escr|ptlon Categories Assigned to
alfonso.alonso@gargo.com ) o .

Double check driver availability Internal = Operations alfonso.alonso@qar
Created on Th 02/10 14:25
alfonso.alonso@qgargo.com

Order query Internal alfonso.alonso@qar

Created on Th 02/10 14:24

Comments on customers, contract carriers, drivers and vehicles

Comments also work on customers, contract carriers, drivers and vehicles. Each comment can carry an optional due date
and documents, which suits follow-ups that run for weeks.

Where comments are available

e Customers: Companies > Customers

e Contract carriers: Companies > Contract carriers and Resources > Contract carriers
¢ Drivers: Resources > Drivers

¢ Vehicles: Resources > Vehicles, including trailers

== The planning board does not show comments on drivers and vehicles. The Customers list has no columns for the
latest open comment or follow-up date.
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Add a comment with a due date and documents

1. Open the customer, contract carrier, driver or vehicle, then scroll to the Comments section.

2
Quotes  Orders  Planning  Stops  Trips  Invoices  Dashboard  Companies  Resources  Locations  Rates  Configuration Shoko Playgrou... o @ e

1 active fiiter x [JECEIECYORG

Assignedtome  Createdbyme Integrations Al New item X Cancel [E Create view
Created by Description Due date I I Documents. I Categories Assigned to Resolved on @
shoko.tamura@aargo.com _

trailer comment 31/10/20286 23:59 test-logo-northway.png Operations shoko.tamura@aargo.com 1 single.
Created on Tu 27/10 15:18
shoko.tamura@gargo.com

subco 1 comment test 30/10/2026 23:59 test-logo-northway.png Internal shoko.tamura576 1@gmail.com Subco 1
shoko.tamura@qargo.com

Test comment test-logo-northway.png Customer | Internal shoko.tamura@qargo.com Company 1
Created on Tu 27/10 15:08
shoko.tamura@gargo.com Completed on Tu 27/10 16:07 by

Enter a comment here 27/10/2026 23:59 test-logo-northway.png Customer | Internal shoko.tamura@qarge.com Company 1
Created on Tu 27/10 15:06 shoko.tamura@qargo.com
shoko.tamura@qargo.com Completed on Tu 27/10 14:58 by

comment test 29/10/2026 23:59 test-logo-northway.png Customer shoko.tamura@qargo.com " ! v
Created on Tu 27/10 13:50 shoko tamura@qargo.com

shoko.tamura@qargo.com § Completed on Tu 08/09 08:23 by
please have a look at this. - - Customer shoko.tamura@qargo.com 0r-0000001
Created on Tu 08/09 08:20 shoko.tamura@qargo.com

2. Click Add comment.

3. Type the comment in the description box.

4. Select a category and an assigned user, as on any other comment.
5. Enter a Due date if the follow-up has a deadline.

6. Upload the documents that belong to the comment.

Add comment

Show form context (RHF)

Description (*}

Enter a comment here

Categories

| Customer x || Internal x |

Assigned to

| shoko.tamura@gargo.com * |

Due date

31/10/2026 23:59

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

# test-logo-northway.png

7. Click Save. The saved comment shows its due date under the description. A past due date shows in orange.
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Invoices

Trips

Quotes Orders Planning Stops

Dashboard Companies Resources

< Company 1
Currency Subcontrac! Ac iting software customer code
GBP Create subcontractor Gentfake1ACCO1, leperfake1ACCO1

Contacts

Access to customer portal

Access to customer portal

Show charges on customer portal

Show charges on customer portal

Show truck location on customer portal

Show truck location on customer portal

£ Q
Name Email Phone number Access toc... Roles Note
No Data
Add contact
v Comments (2) 1 unresolved
Test comment
shoko.tamura@gargo.com
Customer | Internal shoke.tamura@gargo.com
Created on Tu 2710 15:08
test-loge-nerthway.png
Enter a comment here
shoko.tamura@qargo.com I Completed on Tu 27/1
Due date: 27/10/2026 23:69 Customer | Internal shoko.tamura@gargo.com
Created on Tu 27/10 15:06 shoko.tamura@aqargo.t
test-loge-nerthway.png
Add comment
Documents are listed by name. Clicking a document opens it in the side panel.
& Company 1 D Create customer TEST-DN-003.pdf 28/10/2026 09:23 B Position v X
Currency  Subcontractor Accounting software customer code Outstanding balance & &L
GBP Create subcontractor ~ Gentfake1ACCO1, leperfake1ACCO1  £0
W%y © @ O o Q
<
No Data 4
o
5
Add contact 2
3 DELIVERY NOTE Ref: TEST-DN-003
i TEST DOCUMENT - not a real shipment Date: 2026-10-23
v Comments (4) 3 unresolved g
3
test comment and note Consignor Consignee
shoko.tamura@gargo.com Due date: 30/10/2026 23:69 Customer { Fabrikam Test Hardware Gamma Test DIY Store
Created on Th 29/10 09:23 rstonoose @ 5 Dummy Park, Mocktown, MT3 4CC 77 Placeholder Lane, Sampleford, SF5 6DD
Test comment -
o TEST-DN-003.pdf
shoko.tamura@qargo.com Due date: 30/10/2026 2369 Customs
Created on Th 29/10 09:23
portal-upload-test-orders.csv Description aty Unit Weight
Test comment
shoko.tamura@gargo.com Tool boxes 3 pallets 900 kg
Customer | Internal
Created on Tu 27/10 15:08 test-logo-northway.ong Fixings, boxed 1 pallet 450 kg
Enter a comment here Garden tools 2 pallets 600 kg
shoko.tamura@qargo.com Due date: 27/10/2026 2359 Customer | Internal

Created on Tu 27/10 15:06
test-logo-northway.png

Add comment

Create order: default values

Add order default values

Customer specific rate cards

Track due dates and documents in the Comments overview

The Comments overview has three columns that cover due dates, documents and the record a comment belongs to.

Configuration - Comments and notes: what, why, how | Qargo Help Center - https://help.qargo.com/us/articles/425845-configuration-comments-and-notes-what-why-

how

8/11



Field Shows

Due date The due date of the comment. A past due date shows in orange, and a comment without one shows a dash.
The column filters and sorts like the other columns.

Documents The names of the first two documents. Other documents sit behind a “+x more” tag, and hovering over it lists
them.

Comment The record the comment belongs to: a customer, contract carrier, driver or vehicle.

for

2 (8
o erm Gm GEp Wp G O s Gomwn  Gemm B GolD ——- Y- L)

RECTRIESY Last 90 days Vv

Assigned to me Created by me Integrations  All New item X Cancel [E) Create view

Created by Description I Due date I I Documents I Categories Assigned to Resolved on Q

shoko.tamura@gargo.com

trailer comment 31/10/2026 23:59 test-logo-northway.png Operations shoko.tamura@gargo.com single
Greated on Tu 27/10 1518
shoko.tamura@aargo.com

subco 1 comment test 30/10/2026 23:59 test-logo-northway.png Internal shoka tamura576 1@grmail.com
Created on Tu 27/10 15:17

shoko.tamura@gargo.com

Test comment test-logo-northway.png Customer | Internal shoko tamura@gargo.com Company 1
Created on Tu 27/10 15:08

shoko.tamura@gargo.com Completed on Tu 27/10 15:07 by
Enter a comment here 27/10/2026 23:59 test-logo-northway.png Customer | Internal shoko.tamura@gargo.com Company 1
Created on Tu 27/10 15:06 shoko tamura@qargo.com

shoko.tamura@gargo.com

Completed on Tu 2710 14:58 by

comment test 29/10/2026 23:59 test-logo-northway.png Customer shoko tamura@gargo.com Qessin
Created on Tu 27/10 13:50 shoko.tamura@qarge
shoko.tamura@gargo.com Completed on Tu 08/09 08:23 by

please have a look at this - - Customer shoko.tamura@gargo.com 0r-0000001
Created on Tu 08/09 08:20 shoko tamura@qargo.com

How comments on these records behave

¢ Documents: a document added to a comment belongs to that comment only. It does not appear in the Documents
section of the customer, contract carrier, driver or vehicle.

¢ Portals: comments on customers and contract carriers are internal only. The customer portal and the carrier portal do
not show them.

e Contract carriers: a contract carrier has one comment thread, whether it is opened from Companies or from Resources.

e Trailers: trailers are covered through the vehicle page.

e Existing fields: the Next follow-up date on customers and the Note field on drivers and vehicles stay as they are. They
are not converted into comments.

Il Nothing is sent when a due date passes. There is no reminder email and no notification. The date is only shown,

color-coded and filterable.

Configure comment categories

Categories can be adapted to match operational needs.

i@ Super admins or admins can configure this.

Open the category settings

1. Open the Configuration module.

2. Select the Additional fields tab.
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3. Find the Comments section and click Categories.

QARGO Orders Planning Stops Trips Invoices
Tasks Additional fields Documents Printer configuration

Additional fields Comments

Stops

Q
Invoices All Default fields @ Custom fields
Name Key
Invoices Categories @  categories

Credit notes

Resources

Resources

Intermodal connections

Comments

Comments 4—

E Customers

Customer/subcontractor

Contacts

Create, delete and color categories

1. Delete existing categories or create new ones.

2. Select a color with the color selector to mark a category for quick identification across the platform.
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X Edit Categories

Categories

Required

Set field as required

Categories

Name (Import ID:

Customs

Name (Import ID:

Claims

Name (Import ID:

Operations

Name (Import ID:

Carrier

Name (Import ID:

Customer

Name (Import ID:

Internal

Customs)

Claims)

Operations)

Carrier)

Customer)

Internal)

Tag colour

Green
Cyan
Blue
Purple
Magenta
Red
Orange

Grey

Add option
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