
Qargo is very simple and intuitive to use, but just in case, we have 
prepared you short how to guide 
 

• HOW TO LOG IN  
• HOW TO ENTER A JOB 
• HOW TO VIEW YOUR JOBS  
• HOW TO PRINT A LABEL  
• HOW TO FIND A POD IN THE NEW SYSTEM (QARGO) 

WELCOME TO 
QARGO 
CUSTOMER USER GUIDE 
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How to log in 
Single users using 

single email address 
You will have already told 

qargo@wyverncargo.com that you 
need a logon 

• Qargo will send you an email with a 
click here link to the log in portal 

• Open the link and type in your email 
address, then click send log in link 
(step 1) 

• Qargo will now send you an email to 
confirm your log in 

• To confirm use the sign in to Qargo 
link in the email 

• Once back into Qargo, enter your 
email address and click log in 

• Save your page as a bookmark/ 
favourite 

 

 

How to log in 
Multiple users using 

shared email address 
You will have already told 

qargo@wyverncargo.com that 
you need a logon 

• Qargo will send you an email with 
a click here link to the log in portal 

• Open the link and click Login with 
password instead (step 1) 

• Now click forgot your password  
(step 2) 

• Enter your email and click Reset 
password 

• Qargo will now send you an email 
to set your Qargo password (step 
3) the link is only active for 1 hour 

• Save your page as a bookmark/ 
favourite 

mailto:qargo@wyverncargo.com
mailto:qargo@wyverncargo.com
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How to create a new job/order 
• Click orders on your home screen 
• In the orders screen, click Create order 

Transport Service  
Choose 1: Pallet Network 1-6 pallets or 2: General Haulage (7+ 
pallets)  
General details  
Choose service level: A – Next Day 24 hours / B – Economy 48-
72 hours 

• Consignment details 
Collection/Delivery location: 

• Choose from pre-populated addresses or add manually / 
Google Search  
Time Window: AM / Pre 10am / Timed Booking, etc 
Extras: Amazon Book In, Tail Lift, Paper POD Required 
Then continue to populate pallet details. 
Once complete SAVE and your job/order is complete. 
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How to view your jobs  
• On your home screen click ORDERS to view 

your orders 
• You can also change the date to view  
• You can view all of your orders, or orders per category: 

o Orders to plan 
o Planned 
o In transit 
o Delivered 
o Cancelled 
o  
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How to print a label 
• Click on a specific job from the home screen 
• Scroll down to Pallet label 
• You can then either click the eye to view the label 

or click the download button to download and print 
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How to find a POD in Qargo 
• Click on a specific job from the home screen 
• Scroll down to POD/CMR 
• You can then either click the eye to view the POD 

or click the download button 


