Qargo aQademy: what, why, and how.

A guide to Qargo aQademy: how to log in, set the platform language, work through the learning journey for each role, and
complete everything within 14 days.

Updated September 23, 2026
Summary

What is Qargo aQademy?

e Qargo aQademy is the learning environment for Qargo users. It offers guided lessons on the Qargo platform, tailored to
the tasks that belong to each role.
e The Qargo Onboarding Manager assigns each user a role, and the matching learning journey is assigned automatically.

Why does it exist?

e Users master the basics before their go-live training, so that session can go deeper into the company’s own way of
working.
e Users learn at their own pace, whenever it suits them, without waiting for a scheduled session.

How does it work?

e Each user receives two emails: one to set a password and one to start the first course.

e The learning journey consists of a series of modules. Completing a module unlocks the next one.

e Users have 14 days to complete their learning journey. After that deadline, a reminder is sent by email.
e Completing the full learning journey earns a certificate.

Terminology

Term Definition
Qargo aQademy The learning environment that holds the user’s Qargo training. Separate from the Qargo platform itself.

Learning journey | The full set of training modules assigned to a role, in the order in which they must be taken. Named
Welcome to Qargo - [role].

Module A single course within a learning journey, for example Module: Order Entry. Each module takes about one
hour.
Required step A module that must be completed for the learning journey to count as complete. Progress is shown as x/y

required steps completed.

Preferred The language setting on the learner profile. It determines which language version of the learning journey

language the user is enrolled in.

Sandbox The user's own practice environment in Qargo. Several modules link to it so the actions can be tried for
real.

Getting access to Qargo aQademy

Users receive two separate emails when their Onboarding Manager grants access. They can arrive at the same time.
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1. Invitation email

This is the email that grants access.

Welcome to Qargo TMS! / Bienvenue sur Qargo TMS ! / Welkom bij Qargo TMS!

LearnUpon<agademy@gargo.com> =~ Reply @~ Replyall = Forward 33)
To: You Tue 01/09/2026 16:43
5% This message is in Dutch Translate to English | Never translate fram Dutch

Hello Arynne,

You've been invited to join our learning portal. Click below to activate your account and create your password.
Vous étes invité(e) a rejoindre notre portail d'apprentissage. Cliquez ci-dessous pour activer votre compte et créer votre mot de passe.
U bent uitgenodigd voor ons leerportaal. Klik hieronder om uw account te activeren en uw wachtwoord aan te maken.

Get started / Commencer / Aan de slag:

Once logged in, visit User Settings to choose your preferred portal Ianguag{. See the image below for guidance.
Ure fois connectéle), accédez aux Paramétres utilisateur pour choisir la langue de votre portail. Consultez I'image ci-dessous pour vous guider.
Ga na het inloggen naar Gebruikersinstellingen om uw voorkeurstaal voor het portaal te kiezen. Bekijk de onderstaande afbeelding voor meer informatie.

Regards / Cordialement / Met vriendelijke groet,
Qargo TMS

Please do not reply to this message. / Merci de ne pas répondre a ce message. / Gelieve niet op dit bericht te antwoorden.
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= Reply 2 Forward

e Click the link in the email to open Qargo aQademy.
e Set a password for the account.
e Save it. From now on, log in at any time via the address in that email.

= Bookmark this page. This is the address to use every time to log in.

2. Enrollment email

This email is about the training itself, not the account. It confirms which learning journey the user is enrolled in and contains
a Launch course button.
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You have been enrolled in the course '"Managing Your Onboarding Portal’

) LearnUpon <agademy@aqargo.com> &~
To: You Mon 17/08/2026 19:52

Hello Arynne_1,

You have been enrolled in the following course Managing Your Cnboarding Portal. To take this course please log on to

Regards,
Qargo TMS

Please do not reply to this message. Mail sent to this address cannot be answered.

=2 Training can start directly from this email. The Launch course button goes straight to the first module, with no
need to log in to Qargo aQademy first. Both routes lead to the same place.

Setting the language
Qargo aQademy is available in English (UK), French, and Dutch. There are two language settings, and each does something

different.

Preferred language: this determines the training
The preferred language is recorded on the profile when the account is created, and it does more than change the buttons on

screen: it determines which language version of the learning journey the user is enrolled in.

¢ |f the Onboarding Manager has already set it, the user is enrolled in that language and no action is needed.
e Ifitis not set, the user is asked to choose at the first login. This is not optional. As soon as it is filled in, the user is enrolled
in the learning journey in the chosen language.
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aQARGO {} Home [QJ My learning 7 Qargo Knowledge Hub Q

# > Complete Your Profile

Basic Info

First name: Last name:

Arynne_1 ] [ Hargreaves
Info

You need to complete your profile

Custom user data

To help us set up your ideal learning experience, please answer the questions below.

Preferred language: *

UK English
Nederlands

Frangais

Powered by

Il Choose carefully. This choice determines which version of the training the user receives, so choose the language
to learn in.

The platform language: this changes the screens

In addition, Select your language on the My profile page sets the language of the Qargo aQademy screens themselves: the
menus, buttons, and labels. The current setting is listed below it. The same page also allows changing the password (Update
your password) and setting the time zone (Set your timezone).
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Q QARGO () Home  [7 Qargo Knowledge Hub ’

Arynne_1 Hargreaves
AH . ergoigoutookcom

Mijn profiel

[Z Afmelden

Cursist Taal van portal kiezen
A H Arynne_1 Hargreaves Engels V..

ahqargol@outiook.com

Frans
Engels V.K.

Nederlands
Instellingen Profielgegevens

Je taal selecteren
> Je wachtwoord bijwerken >
Nederlands

Je tijdzone instellen
(GMT+00:00) UTC

== These two settings are independent. Changing the platform language changes the screens around the training; it
does not switch the user to a different language version of the learning journey.

If the training itself is in the wrong language, the preferred language setting needs to be changed. Contact the
Onboarding Manager to request that change.

Learning journey

There are four learning journeys, one per role:

Learning journey Who it's for

Welcome to Qargo - Super Admins The most complete journey. Covers both configuration and day-to-day work.
Welcome to Qargo - Planners Order capture, planning, stops, and loads.

Welcome to Qargo - Invoicing The finance and billing side of Qargo.

Welcome to Qargo - Customer Services = Order handling and creating loads.

i The role the Onboarding Manager assigns enrolls the user automatically.

e Every learning journey starts with the same first module, Logic & orientation. It introduces Qargo terminology, the logic
behind how the platform is built, and how to find the way around it. After that, the modules follow the work that belongs
to the role.
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o For example, the Super Admin journey runs as follows: Logic & orientation — Essential setup — Order Entry — Planning

essentials - Stops & Trips — Finance & Invoicing — Certificate.

Navigating

The top navigation has three sections.

‘2 QARGO {) Home | (7 Qargo Knowledge Hub

Home

Home

Navigation menu

e Dashboard — the default home page, with an overview of enroliments currently in progress and learning activities the

user is enrolled in but has not started yet.

> aarco 7 Qargo Knowledge Hub Q
A orareaves
0 Mijn cursussen
Ingeschreven 3
Voltooid 3
< Mijn trajecten
Ingeschreven 2 TRAJECT TRAJECT
Voltooid Welcome to Qargo - Planners (UK) Welcome to Qargo - Super Admins (UK)
2/5 vereiste stappen voltooid Doorgaan ﬁ/e vereiste stappen voltooid Doorgaan
Aan het leren
1 MobULE
Module: Order Entry
© Einddatum septembor 15, 2026
0/1 Voltooide modules
Leren niet begonnen
. 4
e My courses — the individual modules the user is enrolled in and has completed
o 2 tabs: All" or ‘In progress’
o Each course shows a status and, where applicable, an end date.
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S 2
[ 0ARGO {) Home (4 Qargo Knowledge Hub Q

an Arynnet Ingeschreven 4, Trainingsgeschiedenis downloaden

03 pashboard Ale s Inuitvoering 1 Niet gestart 2
| T Miln cursussen Q zoeken ‘ (_categorie ~ )
Voltooid 3
= Mijn trajecten
Ingeschreven 2
Voltooid TopuLE 1 MobuLE TmopuLE
Module: Order Entry Module: Logica en oriéntatie Module: Arréts et trajets
© Einddatum september 15, 2026 Einddatum oktober 6, 2026 Einddatum oktober 6, 2026
0/1 Voltooide modules Niet gestart Niet gestart
(2 0ARG0 (3 Home 7 Qargo knowledge Hub
M frareaves Voltooid
08 Doshboard Alle 3 Voltooid 3
| 1) Mi cursussen Q zosken Categorie ~ )
Ingeschreven
‘ Voltooid 3
= Mijn trajecten
Ingeschreven 2
Voltooid 1MODULE 1MODULE 1 MODULE
Module: Logic & Orientation Module: Essential Setup Managing Your Onboarding Portal
Votosid op augustus 27,2026 Voltoid op september 1,2026 Volooidop augustus 17, 2026
L R o oW

e My learning journeys — the full learning journeys the user is enrolled in and has completed

Q QARGO {) Home (4 Qargo Knowledge Hub

Arynne_1

" Hargreaves Ingeschreven O ——

Alle 2 In uitvoering 2

08  Dashboard
Q7 Mijn cursussen
Ingeschreven 3

Voltooid 3

Mijn trajecten

Ingeschreven 2 TRAJECT TRAJECT

Welcome to Qargo - Planners (UK) Welcome to Qargo - Super Admins.
Voltooid (UK)
2/5 vereiste stappen voltooid 2/6 vereiste stappen voltooid

Pagina: 1

e 2 tabs:'All" or ‘In progress’
e Each learning journey shows a status and, where applicable, an end date.

= Click one of the cards to open a course or learning journey in progress, or to retake a training when available.

Downloading training
Download training history exports an overview of the user’s own training. It is available at both course and learning journey

level.

e Click the ‘Download’ button, then select the file format and the date.
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Trainingsgeschiedenis downloaden

Downloaden als *

@ PDF
O csv

Datum Van Datum Tot

[ = ddimmiyyyy ) ddimmiyyyy

e A pop-up appears, showing that the file is being processed.

o Note: It says ‘certificate’ here, but this is the training history file.

Certificaat downloaden X

Je bestand wordt voorbereid

De synchronisatie duurt enkele minuten...
We laten je weten wanneer je bestand klaar is om te worden

gedownload.

G 8%

Annuleren

e When processing is complete, the pop-up shows the ‘Download certificate’ option. Click ‘Download’ to receive the
training history in the selected format.
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Certificaat downloaden X

Je bestand is gegenereerd en is klaar om te worden gedownload.

Annuleren

S

k‘ QARGO Arynne_1 Hargreaves GESCHIEDENIS CURSUS
Voornaam en .
achternaam van de Cursusnaam Status Ingeschreven Voltooid Score Geslaagd/niet Lengte cursus

q geslaagd

gebruiker
Arynne_1 Hargreaves “S"e"f]‘;'i: 1Esse”“a' Afgerond 2026-07-14 2026-09-01
Arynne_1 Hargreaves gﬁgﬁ:;iég%ﬁ & Afgerond 2026-07-14 2026-08-27
Arynne_1 Hargreaves pranaoindyroty Afgerond 2026-08-17 2026-08-17

Onboarding Portal v.1

Qargo Knowledge Hub

A direct link to Qargo’s help articles, to look something up without leaving the training.
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¥ QARGO Home @ English v

Knowledge Hub

Q Search for articles...

(o]

FAQ Videos

Search here for our most frequently asked questions and View a selection of videos, covering various topics across
Quick "How To's" Guides the Qargo platform.

©PD 5y Arynne and 4 others « 95 articles @25 8y Jonathan and 1 other - 42 articles

Orders Planning

This collection includes articles on creating, updating Find articles that cover features and functions of the
Orders and associated functions. Planning page.

@D By Arynne and 4 others + 62 articles o& By Duygu and 2 others « 34 articles

@

K Stops Trips 2y

Working through a module
A few things work differently here than in a regular video course, and they explain most of the questions received.

Modules unlock in order. Only the current step is open. Later steps show a padlock until they are reached. The current step
shows Continue; a completed step shows Completed and a Relaunch button to go through it again.
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== The training is interactive, and this is checked. Each module contains exercises: matching exercises, quizzes, and
expandable panels. Each of these must actually be completed for the module to register as complete. Clicking Save
and exit without completing the interactions returns the user to the same module at the next login. This is intentional:
the training is designed so that it cannot simply run in the background.

Arynne 1

A
Hargreaves

Dashboard

— ACADEMY

Ingeschreven 3
LEARN FAST | MOVE SMARTER
Voltaoid 3
= Mijn trojecten
Ingeschreven 2
TRAJECT TRAJECT

Voltooid Welcome to Qargo - Planners (UK) Welcome to Qargo - Super Admins (UK)

2/5 vereiste stappen voltooid 2 2/6 vereiste stappen voltooid

Aan het leren

1 MODULE
Module: Order Entry

Einddatum september 15, 2026

071 Voltooide modules

Leren niet begonnen

L 1 MODULE 1 MODULE

Users are sent to their own Qargo sandbox. Some lessons go directly to the platform to carry out the action for real. After
the first login to Qargo, that link always returns to the user’'s own sandbox.

Videos and images can be enlarged. Expand them when something is hard to read.

Completing a module shows a confirmation, plus a View options button that starts the next module.
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« Exit (im} {) > Welcome to Qargo - Super Admins > Module: Logic & Orientation > Module: Module: Logic & Orientation

Module: Logic & Orientation
s
=\ Congr ions, you have the course  View options

(@ Course successfully completed

0 Module: Logic &
Orientation

Module: Logic & Orientation

Deadlines and reminders

Each learning journey has a 14-day deadline, counted from the enroliment date. Once the deadline has passed, Qargo
aQademy automatically sends an email:

When What happens
1day overdue A reminder email asking to complete the training.

7 days overdue = A second reminder email.

= Why the deadline matters. The training is scheduled to be completed before go-live. Completing it on time lets
the go-live sessions focus on the company’s own workflows and questions instead of the basics.

The Onboarding Manager can see each user's progress and gets in touch if someone seems stuck. If a module is unclear,
raise it rather than waiting.

Certificate

The last step of every learning journey is a certificate, issued once all required steps are completed. It unlocks automatically;
no request is needed.
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Where to find help

e Every module ends with a section that points to support.

¢ Qargo Knowledge Hub in the top navigation leads to Qargo’s help articles.

e For anything related to access, role, or deadline, contact the Qargo Onboarding Manager.

Q QARGO {} Home QJ My learning |[{ Qargo Knowledge Hub
Troubleshooting
Problem What to do

The invitation email has not arrived

The password is set, but the
training cannot be found

A module shows a padlock

The module keeps opening at the
same place

The module says O/T modules
completed even though everything
has been viewed

The training is in the wrong
language

An overdue reminder arrived, but
the training is finished

An overview of completed training
is needed

Qargo aQademy: what, why, and how. | Qargo Help Center - https://help.qargo.com/us/articles/806701-qargo-agademy-what-why-and-how

Check the spam and junk mail folders. If it is not there, ask the Onboarding Manager to
resend it.

Check the Learning journeys tab on Home and the My learning screen. If nothing is
there, the enrollment may not be complete. Contact the Onboarding Manager.

That step is not unlocked yet. Complete the previous step and it opens.

Not all interactive exercises in that module are complete. Go through every exercise and
confirm each one, and the module registers as complete.

Viewing is not enough; the exercises must also be completed.

Changing Select your language on My profile only changes the screens, not the training.
The preferred language determines which version of the learning journey the user is
enrolled in. Contact the Onboarding Manager to have it changed.

Check My learning for anything that still shows a deadline. A learning journey is only
complete when all required steps are complete.

Use Download training history on the My learning screen.
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