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Cargo Office Online 
Cargoguide’s latest online version of Cargo Office has been completely rebuild from the ground up. With the use 

of the latest web technology Cargoguide is able deliver a unique rate application with a fresh new interface and 

additional functionality. Cargo Office Online now closes the gap with Cargo Office 2.0 in speed and usability.  

Main changes and improvements 

 Simplified User Interface (UI) with new color pallet. 

 Major increase in search performance. 

 Now supports web browsers: Internet Explorer, Firefox, Safari, Chrome and Opera. 

 Real-time sorting and filtering with no more server reload delays. 

 Cargo Office Online now implements our latest user rate sharing technology. 

 Improved export to Excel workbooks and full support for new the eRate sheet format (New IATA 

standard). 

 Import and export rate support. 

 Custom currency- and decimal formatting. 

 Advanced sales margins. 

Sharing rates, what does it mean and what are the limits? 

Every Cargo Office user is assigned to a single operating country. Meaning, users by default are limited to search 

rates ex-their-assigned country.  

Cargoguide now offers international operating companies to internally share their rates between branches. Cargo 

Office Online has three different ways of sharing rate data: 

 Partner rates are designed to allow forwarders to publish rates to the Cargo Office network without 

linking the rate directly to a carrier. The rates are only visible for a single or a selected group of 

forwarders. The individual forwarder agent is responsible for all information linked to the rates.  

For example: The “virtual carrier” has its own surcharges and contact information separated from the real 

carrier or GSA.  

 The ‘Company branches’ option allows companies with multiple branches in several countries to share 

their local rates internally.  

For example: a company with a branch in Belgium and Germany, both branches are allowed to see each 

other’s rates. It is up to the branch manager to decide: 

- Which rates are visible to the other branch(es); general , promo, personal/contract or partner rates. 

- Are the rates visible as Nett buying rates or should the rates be charged with a margin? 

 Alliance groups can decide to share the standard published rates like companies between branches. For 

selecting the rates the same rules apply as for company branches. 
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1 2 3 Start 
Open the Cargo Office website and login with your credentials. 

https://www.cargo-office.com/ 

Please keep in mind your username and password are case sensitive. 

After login click the top menu button “Air freight rates” to open the rate module. The module contains the 

following sections: 

1. Main menu 

2. Toolbox for searching, export and customizing results. 

3. Grid bands and columns 

4. Result quick filter row 

5. The resulting rates 

6. Additional information directly linked to the selected rate 

 

Cargo Office has many built-in features to help the user find rates quickly in a single overview. If you are 

wondering what a button’s- or image’s functionality is, hover your mouse pointer over the element to display a 

tooltip with additional information. 

Search for rates 

In most cases your search for rates starts with entering an airport code in the airport input field. Type the 3-letter 

code (not case-sensitive) or type the name of the airport/city to open a list with suggested airports. Confirm your 

airport by pressing Enter. Cargo Office now loads all available information in your overview.  

 

https://www.cargo-office.com/
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Filter and sort 
After the rates are loaded you can sort the rates by clicking the appropriated column header.  To apply an 

additional filter to your selection, type a filter string in the quick filter box of the corresponding column. 

 

Optimize your search query 
Cargo Office has close to a million active standard rates. Without optimizing your search query results, the 

amount of data would be overwhelming. For this reason Cargo Office offers two primary filters: 

 Station Origin filter: A country can have multiple stations of origin. In some of these countries, different 

rates are published for every station. To hide rates from the different delivery points uncheck the Origin 

station. 

 Product classes: In most cases a rate in Cargo Office is linked to product conditions. Each product is linked 

to a product class. This allows you to compare rates between different carriers based on their product 

name. 

Both filters help you limit the results and give you a clearer overview of your options. But apply them with care 

because filters can also hide possible routings like origin station departure you would normally not use. 

Multi country and Alliance rates 
In Cargo Office you can share your standard published rates between your branches or alliance. Click the Multi-

Country option to see the active members within your company profile. For every station you add to your search 

query, results are added to the results from your country.  

If a rate is from an origin published outside your assigned country, you will see the two-letter ISO country code in 

the “Pub” columns. 

Please keep in mind that the results will increase considerably when you check multiple branches and partners. 

Limit the results by applying origin station filters. 

If you want to find import rates from one of your partners, take the following steps: 

- Click the Export/Import switch button to “Import”. 

- Open the Multi-Country panel and check “Your import agent in China”.  

- Type the airport code “PEK” to get all rates from Beijing to your assigned country (example: Netherlands).  

Actual Currency control 
Normally the rates are published in the local currency based on ….. With Cargo Office you can easily switch to any 

currency. Open the Currency panel and select your currency (example: EUR). The rates are now displayed in the 

selected currency. Use your mouse pointer to hover over the Currency column to display the exchange rate! 
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