Quotes — Tender quotes: what, why and how.

Tender quotes bring status tracking, validity periods, and a structured workflow from quote to order template to order, all
managed from a new top-level Quotes menu.

Updated August 7, 2026

Summary

What are tender quotes?

e A new module for managing recurring or contract-based price agreements with customers, accessible from a dedicated

top-level Quotes menu.
e Tender quotes have a status lifecycle, optional validity date ranges, and link directly into the order template workflow.

Why do they exist?

e Previously, quotes in Qargo had no way to track whether a price offer had been sent, accepted, or declined. There was
also no way to define how long an offer remained valid. This created operational blind spots and manual workarounds.

How do they work?

e A new top-level Quotes menu sits alongside Orders and contains two tabs: Spot quotes (existing functionality, now
relocated) and Tender quotes (new).

¢ Tender quotes move through a manual status workflow and can be copied to order templates once accepted. Validity
enforcement then carries through to order creation.

Terminology

Term Definition

Spot quote A one-off, ad hoc price quote for a single transport request. Previously found under Orders > Quotes; now
located in Quotes > Spot quotes.

Tender quote A recurring or contract-based price agreement managed through the new Tender quotes tab, with status
tracking and validity periods.

Status The current stage of a tender quote's lifecycle: Created, Sent out, Accepted, Declined, or Canceled.

Valid from / The date range during which a tender quote or order template is considered active.

Valid to

Max orders An optional cap on the number of orders that can be generated from a tender quote. Exceeding the cap

triggers a warning but does not block order creation.
Order template A reusable order structure created from an accepted tender quote, used to generate actual orders.

Expired A tender quote or order template whose validity end date has passed. Expired quotes remain visible with a
red tag; expired templates are hidden from the templates list.

The Quotes menu

A new top-level Quotes menu is accessible in the main navigation, next to Orders. It contains two tabs:

Quotes - Tender quotes: what, why and how. | Qargo Help Center - https://help.qargo.com/us/articles/634530-quotes-tender-quotes-what-why-and-how

1/14



e Spot quotes: the existing quote functionality, relocated here from Orders > Quotes. Spot quotes handle one-off, ad hoc
price quotes and remain functionally unchanged.

¢ Tender quotes: a new list view for managing recurring or contract-based quotes, with filtering, inline status editing, and
Excel export.

o) 10
Quotes | Orders  Planing  Stops  Trips  Invoices  Dashboard  Companies  Resources  Locations  Rates  Configuration Arynnes Empty o @
Spot quotes. Tender quotes
2| Q Last 90 days + future v/ @ Print Quick actions Vv Create quote
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Saved views
A saved view captures the active filters, column selection, and sort order. This makes it easy to return to a specific setup

without reconfiguring it manually.

Creating a saved view

1. Navigate to Quotes > Tender quotes.

2. Configure the desired filters, columns, and sort order.
3. Click + View next to the status filter tabs.

4. Enter a name for the view and confirm.

The new view appears as a tab alongside the default status filters (All, Created, Sent out, Accepted, Declined, Canceled).
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Managing saved views

Saved views can be shared (super admin only) and deleted.

& Share with other users {7 Delete

A view can be renamed by clicking its name. This makes the name editable.

Status filter tabs (All, Created, Sent out, etc.) operate independently of saved views. Changing the status filter does not
alter the configuration of the active saved view.
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== Saved views are personal by default. A super admin role is required to share a view with all users in the organization.

Tender quotes

Creating a tender quote

1. Navigate to Quotes > Tender quotes.

2. Click Create tender quote to open a new tender quote form.
3. Complete the quote details (route, goods, requirements) in the same way as when creating an order or order template.
4. Set the validity period and, optionally, the max orders cap (see the sections below).
5. Save the tender quote. The status is set to Created by default.

Quotes Orders Planning Stops Trips Invoices Dashboard Companies Resources Locations

Rates  Configuration

(0 2
Arynnes Empty e ®

All quotes (incl. Accepted)

Consignment execution sta...

@D

Spot quotes Tender guotes

Last 90 days + future v/

Outstanding | Accepted  Declined  Testview R |+ View
D Transport service Cargo Zone
Outstanding tasks Extras
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Send quote (+8]
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Statuses
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Resources
B————8) rolis-royce
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Showing 2 out of 2 orders
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Trips

Orders
Request
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New
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Each tender quote has a status representing its current stage in the lifecycle. Statuses are set manually and can be updated

from both the list view and the tender quote detail page.

Status
Created
Sent out
Accepted
Declined

Canceled

Meaning

The quote has been drafted but not yet sent to the customer.

The quote has been shared with the customer and is awaiting a response.

The customer has agreed to the quoted price.
The customer has rejected the quote.

The quote has been withdrawn or is no longer relevant.
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Quotes  Orders  Planning  Stops  Trips  Invoices  Dashboard  Companies  Resources  Locations  Rates  Gonfiguration ArynnesEmplyeg

& Testl 2 You are editing a quote template D History % Customise v
Schedule Customer VAT number Order creation date ransport service  Responsible valid from Valid 10 Maxorders  Created using this template
No Z  Rolls-Royce £ GB345886022 Tu 14/04/2026 Goods arynne@qgargo.com  We 01/04/2026 £  Th30/04/2026 £ 6 £ 0 Order templates
Customer price: Default (Goods) 2 VAT: VAT20% 2 Recalculate price if order changes
~ Order revenue Add charge Recalculate
Name VAT Calculation Amount

~ Automatically calculated 8¢
Transport charge VAT 20% £474.72
Total distance: 172.63 MILE  (2.75 GBP | MILE)

I

Total price £474.72
v General info Add info/consignment v ‘Cancel order
© Quote status L J B x
o
Pt
Cancelled
© rowe x ® 2
¢
() Department Giuupaye 2

Il Status transitions are manual. There are no automated triggers (for example, sending an email does not
automatically set the status to Sent out).

Validity period
Each tender quote includes a Valid from date (required) and an optional Valid to date. A Qargo admin setting allows the end

date to be made mandatory for the entire tenant.

e Tender quotes whose end date has passed are marked with a red Expired tag in the list view.
¢ Expired quotes are not hidden; they remain visible for reference.

Set the validity range when creating or editing a tender quote using the Valid from and Valid to date fields.

Dashboard Locations Rates

Resources Configuration

Invoices Companies

Quotes  Orders  Planning  Stops  Trips

& Test1 2 You are editing a quote template D History = Customise v

schedule  Customer VAT number Ordor creationdate  Transportservics  Responsis vatd rom validto Maxorders  Created using tis template

No Z  Rolls-Royce #  GB345886022 Tu 14/04/2026 Goods arynne@qargo.com | We 01/04/2026 £  Th30[04f2026 £ 6 £ 0 Order templates

Customer price: Default (Goods) £ VAT: VAT 20% 2 Recalculate price if order changes
 Order revenue Add charge Recalculate

Orders  Planning  Stops  Trips  Invoices  Dashboard  Companies  Resources  Locations  Rates  Configuration Arynnes Empty e é)

Spot quotes Tender guotes
= B Export v Quick actions v Create tender quote
Al Created  Sentout = Accepted  Declined = Cancelled
Customer Consignment execution sta... ID Quote status Valid from Valid to Transport service Route Trips Cargo Order start
Rovenue (excl. VAT) £474.72 Outstanding tasks Extras Rosources Requestod da
_Roy Goods a———=a ®4 ©13.6 @127 54800  We 15/04
Rolls-Royce Template Test1 We 01/04/2026  Th 30/04/2026 . H”' ° ¢ 5/
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Max orders cap

An optional Max orders field allows setting a ceiling on the number of orders that can be generated from a tender quote.

e When the number of generated orders exceeds this cap, a warning is displayed.
e Order creation is not blocked: the cap is advisory, not restrictive.

Auto-generated template names

1. Template name is optional.
2. If Template name is left blank, Qargo automatically creates a unique name when the tender quote is saved.
3. The name is generated using the Tender quote template sequence pattern configured in:

Configuration > Organization settings > Sequence numbers
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Quote-260055

TEST-240326

Quote-260001

TEST-240326

How it works

¢ Leave Template name blank

o Qargo automatically generates the name.
o This works when creating a tender quote manually or when importing one.

e Enter a Template name

o Qargo saves the name as entered.
o The custom name is not changed or overwritten.

e Forimports

o Ablank or missing template name triggers automatic name generation for that row.
o A template_name with a value keeps the provided name.

¢ Tender quote and spot quote numbers are separate

o Creating a tender quote does not change the spot quote counter.
o Creating a spot quote does not change the tender quote counter.

£ Auto-generation applies both to manual creation in Quotes > Tender quotes and to import files. In import files, a
blank or absent template name column triggers auto-generation per row; a filled column preserves the provided
value.

Configuring the Tender quote template pattern

1. Go to Configuration > Organization settings > Sequence numbers.

2. Find the Tender quote template row.
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Tender quote template ‘Tender quote template sequence number (base)

TQuote-#SEQa# 2

Name pattern

The pattern tells Qargo how to build each automatic quote name.
The following elements can be used:

e #SEQ# : adds an automatically increasing number.

o Add a number to control the number of digits.
o Example: #SEQ4# — 0001, 0002, 0003

e #DATE()# : adds the quote creation date.

o Add a date format inside the brackets.
o Example: #DATE(%y)# — 26

¢ Plain text: adds any fixed text.

o Example: TQuote-
These elements can be combined in any order.
Example:

e Pattern: Quote-#DATE (%Y )##SEQ4#
e First quote: Quote-260001

e Second quote: Quote-260002

e Third quote: Quote-260003
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D
Outstanding tasks

Quote-260001

TEST-240326

Custom Name

TEST-240326

Choose the starting number

< Quote-260055 2

e The number Qargo uses can be set to continue existing quote numbering.
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e This is useful when tender quotes have already been named manually and gaps should be avoided.

e For example:

o The last manually created quote is TQuote-0050 .

o Set the Tender quote template sequence number so the next generated quote continues from 0051 .

¢ To change the starting number:

1. Find Tender quote template in Sequence numbers.
2. Click the + button.

3. Enter the sequence number to use.

@ The tender quotes module must be enabled by a Qargo admin before the Tender quote template row appears in
Sequence numbers.

Using task conditions for tender quotes

Under Task configuration > Creation conditions, users can designate specific tasks that apply to their tender process.

¢ Navigate to Tasks.

Select the task to update, or click Add to add a new task.

Configure the task type (Contact, Generate, etc.).

Locate the Configuration panel and set Calculation method to Simple rule.

o Set the metric Order [/ template type.
o Set the operator Is.
o Set the value Quote.

Save the task.
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Quotes  Orders  Planning  Stops  Trips  Invoices  Dashboard ~ Companies  Resources  Locations  Rates | Configuration ArynnesEmnﬁyaee
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¢ Once a task condition is set, the configured quote tasks only apply when a tender quote is created.

Quote tender (template): tasks set up when conditions apply

Quotes Orders Planning Stops Trips Invoices Dashboard Companies Resources

él Test2 2 You are editing a quote template | ULEZ

Schedule Customer VAT number Order creation date Transport service Responsible Valid from Valid to Created using this template
No £ Fine Foods Ltd & - We 15/04/2026 Goods arynne@qargo.com Mo 13/04/2026 & Fr17f04/2026 £ 0 Order templates
L TS PO W =

Zone ULEZ

[§D)
L

v Order documents and tasks

») Generate Quote -

) Quote follow up -

(&) Send quote tender Attachments:
v Comments Add comment

No comments
v Consignment 1 Add information v/

i If no conditions are set, tasks created here apply to both order templates and tender quotes. Use conditions to
separate tasks so they only appear on the required templates.

From tender quote to order template to order

When a tender quote reaches Accepted status, the workflow continues in three steps:

1. Copy the accepted tender quote to create a new order template. This is a manual action; there is no automatic
conversion.

Quotes - Tender quotes: what, why and how. | Qargo Help Center - https://help.qargo.com/us/articles/634530-quotes-tender-quotes-what-why-and-how 10/14



2. The order template is created with the route, goods, requirements, validity dates, and max orders cap carried over from
the tender quote. These fields are managed independently on the template after creation.
3. Create actual orders from the order template as needed.

Detail view

B | Position Vv Open as page .~ X

Test1 £1 Accepted You are editing a quote template

#’,
-

[
Tll

Customise Copy to order template v

Schedule Customer VAT number Order creation data Transport sarvice Responsible
No & Rolls-Royce & GB345886022 Tu 14/04/20286 Goods arynne@gargo.com

Valid from Valid to Max orders Created using this template

We 01/04/2026 & Th 30/04/2026 ¢ 6 & 0 Order templates

Customer price: Default (Goods) ¢ VAT: VAT 20% & Recalculate price if order changes

~ Order revenue Add charge Recalculate
Mame VAT Calculation Amount
. VAT  Automatically calculated 8,
Transport charge (D . £474.72 &
20% Total distance: 172.63 MILE x (2.75 GBP | MILE)

Total price £474.72

+ General info Add infofconsignment Cancel order

(1) Quote status Accepted JECTERERTREREE
Distance: 173 mi (0 mi empty + 173 mi loaded)
Postcode distance: 176 mi (0 mi empty + 176 mi

loaded)

(i) Route i) 2
Total: 5h 47m
& EU - Rigid (7.5 to 12 ton) Combustion engine
cEy 198.98 kg = 46.35 kg + 152.63 kg

(1) Department Groupage z

£ Spot quotes do not support this workflow. Status tracking and validity dates apply to tender quotes only.

Validity enforcement on order templates

Order templates created from tender quotes carry validity dates forward. Validity is actively enforced during order creation:

» Expired templates (past their Valid to date) are not shown in the templates selection list.

e When an order is created manually, order creation is blocked if the pickup date falls outside the template’s validity range.
¢ In the order import flow, expired templates are automatically filtered out of the template dropdown.
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Copy order

@) Creating 1 order

@ Selected dates fall outside the validity period of: Test1_W1 + s

Copy for following dates

Diates (%) Mumber of copies per order per day (*)

GO ;o

Cancel

7 8
15|

21 22

28 29

Duplicating a tender quote or order template

Both tender quotes and order templates can be duplicated. The duplicate copies all fields, including route, goods,
requirements, and validity dates.

1. Open the tender quote or order template to duplicate.
2. Select the duplicate action from the options menu.

A new record is created with all fields pre-populated. Statuses on duplicated tender quotes reset to Created.

Documents

Files can be attached to a tender quote directly from the quote detail page. This mirrors the document handling available on
spot quotes, so supporting materials can be stored alongside the quote record throughout its lifecycle.

Attaching a document

1. Open the relevant tender quote (Quotes > Tender quotes).
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2. Scroll to the Order documents and tasks section.
3. Click Add documents > Add document.

4. Select the appropriate document type and click the Drag your files here or click the area to upload documents button.
5. Save to confirm.

Add document > Communication

Add order invoice group  Container damage report
Add documents V' Customs invoice
Belgium, Belgium, | Dangerous goods declaration
29/05
Belfast, Belfast, GE
29/05
Londen, London, G Order confirmation from customer
29/05

Material Safety Data Sheet (MSDS)

Order acceptance confirmation

Other
©0 m0o B8
Quote
©0 @0
Vehicle damage report
Add customs information

Add document

Document type 1

Docurment type ()

Material Safety Data Sheet (MSDS)

Description

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

Add document type

Cancel

Attached documents persist through all status changes. They remain visible whether the quote is Accepted, Declined, or
Canceled.
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= The available document types are configured under Configuration > Documents. At least one document type must
be enabled before documents can be attached to a quote.

Troubleshooting

Issue
The Tender quotes tab is not visible

An expired template is not appearing in
the order import dropdown

Order creation is blocked when using
an order template

A max orders warning is appearing

The status does not update
automatically after sending a quote

Spot quotes are not visible under
Orders > Quotes
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Resolution
The Quotes feature flag must be enabled for the tenant by a Qargo admin.

Expected behavior: expired templates are automatically filtered out of the
dropdown.

Check the template’s Valid to date. If the pickup date falls outside the validity range,
creation is blocked. Adjust the template validity or use a different template.

The number of orders generated from this tender quote has exceeded the optional
cap. The cap is advisory; order creation can still proceed.

Statuses are manual. There is no automated trigger; the status must be updated
manually from the list view or the detail page.

Spot quotes have moved to the new Quotes menu in the top navigation. Navigate to
Quotes > Spot quotes.
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