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e How to set your email password to send emails from Cloudex TMS?

e How to update Order for Carrier and Order for Client rules?

e How to set up Office365 e-mail?

e How to add your signature with a company stamp to your profile?

e How to set up gmail e-mail?

e How to edit VAT rate description

e How to set up an Al mailbox for incoming invoice reading

e How to create API Key

e How to add a carrier TMS API key?




How to set your email
password to send emails
from Cloudex TMS?

To send emails from Cloudex TMS:
1. Click on the Your User Name icon
2. In menu select the My user profile

Search A %‘i;mnis-

e & My user profile

85 User accounts and permissions

1]
[w]

B Choose default company
3 Settings

2% User accounts for myOzols

(+ Logout

In the Email password field:
1. Enter your Email password
2. Click the Save button

My user profile

Name Janis Surmame Veldre
Position Position
GEM +37129489925 Phone +37163050199
Email info@cloudex.lv

OEmaiI password  [-eseeeees |

Saved: 20.03.2025 11:22 webuser e m Cancel
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How to update Order for
Carrier and Order for Client

rules?

Navigation path: Your name - Settings - Classifications - Agreement

s WwhN e

Click Your name in the top-right corner.
Select Settings.

Open the Classifications tab.
Select Agreement rules from the menu on the left.
Click the Edit icon next to the required rule:

e Carrier rules for Road or
e Client rules for Road.

CLOUDEX rer-

Configurations

Package type

Logistics
Term type
Other classifier
Department
Client category
Text template

4
Price list {"")

Company settings

Operational work «

Classifications

Finances ~ Reports ~

Search in list

Name

Emails ~

Translation

Lists ~

Search

rules - Edit

A O EE ézJénis-

= My user profile

4sf User accounts and permissions

Change password

C | Column visik

7 |

Carrier rules for Road

ENG; RUS; LV, LT;

i

Client rules for Road

ENG; LT;

Choose default company

L
R Settings
R
dst User accounts for myOzols

3r Compact mode
© Dark theme

[+ Logout
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How to set up Office365 e-
mail?

If your email provider is Microsoft Office365 You need o set up email sending following this

instruction

1. Click on your Name icon
2. Choose My user profile

a @ ZE (* 2 Janis -

My user npmﬂle

search..

Change password

Settings

Lser accounts for myOzols

Compact mode

Dark theme
[+ Logout

T .
: User 3{‘jJF|TS and permissions

s
0
e
R Choose default company
L D]

3. Press command button Office365 setup

My user profile

Name
Position
G5M
Email

Email password

Janis

Transport Manager

+371 29489925

infoi@cloudex. v

Office365 setup

Saved: 09.12.2025 14:19 webuser

Surnarme

Phone

Veldre

Then press command button Connect to Microsoft
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Microsoft Email Authorization
Office365 Status: Mot connectad

Login with your email and follow further instructions.
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How to add your sighature
with a company stamp to
your profile?

Correct example

Signature area

Navigation path:

My user profile

Name Janis Surmmame Veldre
Position Shef

GSM +371 2989925 Phone Phone
Email janis.veldre@cloudex.lv

Email password | Office365 setup

Signature and company stamp for document printouts A1 DO A
Used on carrier orders, customer orders, acts, and other printed documents. “ I

File requirements s

© PNG file J '

@ Maximum image height: 135 px

@ Keep the signature within the vertical height of the stamp

[ How to prepare the signature and stamp image | < Upload signature with stamp

Saved: 20.07.2026 10:35 webuser_tk m Cancel
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Tips and Tricks

use https://www.remove.bg to remove ugly grey signature background



https://www.remove.bg

How to set up gmail e-mail?

1. To send Gmail emails from within OZOLS TMS, follow these steps:

1) Open a Google account and authorize:

https://myaccount.google.com/

2) Opens the Security section

Google Account Q

@

Home

Personal info

=

Data & privacy

Sﬂ:uril% o

People & sharing

le & 0O

il

Payrments & subscriptions

About

3) Activate two-step authentication (a confirmation code will be sent to the phone)

Signing in to Google

Password Last changed Jul 21, 2009 Iy
Lise your phone 1o sign in o off *
2-Step Verification o off e »

4) Select App passwords


https://translate.google.com/website?sl=lv&tl=en&hl=en-US&client=webapp&u=https://myaccount.google.com/
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Signing in to Google

»AxTD

Password Last chamged Jul 21, 2009 b
2-Step Verification & on 3

|
App passwords Hone »

4) Choose Other (Custom name)

« App passwords

App passwords let you sign in to your Google Account from apps on devices that don’t support 2-Step
Verification. Youll only need 1o enter it once 50 you don't need 1o remember it. Learn maore

You don't have any app passwords.
Select the app and device you want to generate the app password for.

Select app Select device -

dail

GEMERATE
Calendar
Contacts

YouTube

| Other (Coustom name) I

5) Type "Ozols" in the window and press GENERATE

< App passwords

Ali;}pu's swords bt you sign in to your Google Account from apps on devices thal donl support 2-5tep
Verification. Youll only need to enter it once so you don’t need to remember it. Learn more

You don't have any app passwords

Select the app and device you want to generate the app password for.

| CLOUDEX TME »

5) A gmail password for the OZOLS TMS system is created
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Generated app password

Your app passward for your devios

avwv evom dzto tkdd

Haow to use it

Go 1o the settings for your Google Account in
the application or device you are trying to 5&1
up. Replace your password with the 14
character passwond shown abowe.

Just likoe your normal passwaond, this app
password grants FDWIER BCCESS 10 your
Google Account. You won't need 10 remember
it, 50 don® write i down or share it with
anyong.

FREEEEREEEE

5) This password must be entered in the user's email settings in CLOUDEX TMS by following the

instructions here.
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How to edit VAT rate
description

Navigation path: Your name - Settings - Classifications - VAT Rate

A O HE 2 Daniel -

2 My user profile
2s% User accounts and permissions
&2 Change password

@ Settings

B Choose default company

a2 \User accounts for myOzols
¢ Compact mode «

O Dark theme

[+ Logout

e

gﬁt;uy Mew - Operational work -~ Finances -~ Reports » Emails - Lists - Search. A D29 & Daniel -

Configurations Company settings Classifications Integrations

Package type v Search i € | Columnvisibility » | @& Print | [DExcel

Logistics Code Article of law Company Printas| | Taxtype Tax sub type Peppole \
Payment reminder tamplate el il EU Reverse charge - EU reverss AE (
Bank account group & T PYN 0% 46.p.1.4.1 p TI/EX1 :
e FED PVN 21% 2% Standard E i
Chart of accounts & Wood Wood - Rx reverss - R1 R1-danjumi ar Ko.. AE 1
Termtype #  Emply WAT law does not a... = Neapliekss{-) (1]

#  Penalty  free of VAT - Neapliekaz(sads) E (

Other classifier - ___________________________________________7
Department o
Client category
Text temnplate
Agreement rules
Price list

QL]

Ferry line
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VAT rate

Code *
Article of law *
VAT rate

Valid from

VAT account
Income account
MNotes

EL Printas *
Reverse charge

0.00 % | Taxtype |EU reverss ®T
02.01.2000 to | Date till

#konti# - Gramatved konti ®T

6560 - lenEmumas parskaifitais rezervju un uzkrgjumu sama = ¥

Motes

[_J Hide in order form

Saved: 26.06.2026 15:37 JanisV

Company -

Change translation

Pressing on Change translations button

Translation

Latvian
English
Russian
Estonian
Lithuanian
Deutsch
French
Danish

PVM apgrieztd maksasanas kartiba

For EU member state receipt: VAT reverse charge - recipient is liable fi
HAC - B cooTEETCTEMM ¢ 3akoHom o HAC 7 naparpadom 2 nyHKTOM
Kdibemaksu podrdmaksustamine

PV atvirkitinis apmokestinimas

Umkehrung der Steuerschuldnerschaft

Autoliguidation de la TVA

Omvendt betalingspligt
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How to set up an Al mailbox
for incoming invoice reading

Cloudex TMS can use Al to read incoming invoice emails and automatically create Incoming
invoices from the information and attachments received by email.

To use this functionality, first connect the email mailbox that Cloudex TMS should monitor for
incoming invoices.

When to use

Set up an Al mailbox if you want Cloudex TMS to automatically process invoices received from
carriers or other suppliers by email.

After the mailbox is connected, Cloudex TMS can process incoming emails, read invoice
information using Al, and create Incoming invoices for further review and processing.

Before you start

You need:

e an email account that will receive incoming invoices;
e the email account login details;
e access rights to Cloudex TMS integration settings.

We recommend using a dedicated email address for invoices whenever possible, for example an
address where carriers and suppliers send their invoices.

How to connect the Al mailbox

1. Go to:



My profile -» Settings - Integrations - Email password

gﬁir— Ep'f Mew - Operational work ~ Finances ~ Reports ~ Emails »  Lists -

Search. A 2o EE E

Configurations Company settings IZ:IE:ssiﬁctatioms | Integrations

Search.
Integrations O Account type
Cloudex API Keys Ol & amail SMTP
Olmaipeseno | O/ #  eism
Navigation password ol # amail SMTP
External TMS Credentials
et Ak elac craeniae al & amail SMTP
t at] t
reight marketplace credentia Ol & emaasmme
O # amail SMTP
al & amail SMTP
2. Click New
Search.
I:I T Account type ¥  Usarmame ¥ (lient
Ol # arnail SMTE Jjenizveldra@clouda v

¥ Username ¥

Jenizveldre@cloudex v
stas20204M @grmnailoom
info@cloudex.app
info@cloudsx v
cloudex-remindarsEekg.hv
cloudex-invoices@ekg.hv

dloudex-orders @ekg v

¥ Contact person

Harper Dianiel Harper Daniel

2sf \User accounts and permissio
&2 Change password

g £ Settings

R Choose default company

2al |Jzer accounts for myOzols

Client ¥ Contact person . 2t Compactmode v

Harpar Daniel Harpar Daniel | © Darktheme

Harper Daniel Harper Daniel * Logout

Harpar Daniel infofppinisks Jurka wr

Harpar Daniel Harpar Danigl
SmartCargo Logistics
SmartCarge Logistics
SmartCarge Logistics

C g B
¥ cmaw b

3. Enter the details of the email account that Cloudex TMS should use for Al invoice reading.
4. Check that the entered email account information is correct.

5. Click Save.

User account - New

+
Partner SmartCarge Logistics GmbH % -
Contact person Comtact person -
Type email SMTP x
Ernail aidoc@cloudex.app
Ema'l puwd e ek ek e

What happens after the mailbox is connected?

Incoming invoice emails received in the connected Al mailbox can be processed by Cloudex TMS.

Al can read information from the received invoice and use it to create an Incoming invoice in

Cloudex TMS.

Email attachments are also added to the created Incoming invoice.
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Important: Al-generated invoices should still be reviewed by a user before they
are approved or used for further accounting processes. Al can interpret
documents incorrectly or may not have enough information to identify all invoice
details correctly.

Recommended next step

After setting up the mailbox, see:
How to work with Incoming invoices created by Al

This article explains how to review Al-generated invoices, check attachments, relate them to the
correct Trip or Client order, and correct information when necessary.

Common problems

Cloudex TMS does not receive emails

Check that:

e the correct email account has been configured,;
e the email login information is correct;
e invoices are actually being received in the configured mailbox.



How to create API Key

When should | create a Cloudex API key?

Create a Cloudex API key when another system needs to exchange data with your Cloudex TMS
account through the Cloudex API.

For example, an APl integration can be used to:

Import shipments/orders into Cloudex TMS from another system.
Retrieve shipment statuses and milestones.

Download documents such as PODs or CMRs.

Export outgoing invoices to an accounting system.

Export incoming invoices to an accounting system.

Retrieve debtor information for a credit-management system.

Cloudex APl Keys are used when an external system connects to Cloudex TMS.

If Cloudex TMS needs to connect to another TMS, use External TMS Credentials instead.

What should | know before creating an API key?

An API key is a security credential that allows another system to access Cloudex TMS through
the API.

Only create an API key for a trusted integration partner or system, and share it only with the
intended recipient.

44 IMPORTANT: Copy the API key before saving it.
After the APl key has been saved, the key itself will no longer be visible in
Cloudex TMS.

How do I create a Cloudex API key?

Go to: Your name - Settings — Integrations —» Cloudex API keys



!@EI'{ Mew ~  Operational work ~  Finances ~  Reports ~  Emails ~  Lists - Search. a @3 %0 2 Daniel -

2a% User accounts and permissions

Configurations Company settings Classifications 3 £ Change password

£ Settings
Search.. R Choose default company
| s User accounts for myOzols
Integrations O ¥ Receiver ¥ APIKey ¥ Created ¥ Permissions ¥ !
f§ Cloudex API Keys | 3 Compact mode +
loudex
Elogrupa e 31.07.2026 -
Emall password O & var Bifthaizoss 43587 by's D CEIrm B © Derktheme
[+ Logout
Mavigation system passwords Ol & '5!(%‘&-}‘53:?:;;:3?143 ressree oo 3G 0A0 ﬁ?_”.f;?f&” [ Acktve it et | import shiparants | ot ssemal .
External TMS Credentials
Freight marketplace credentials

Click (+) New API key.

Fill in the required information in the APl key form.

Copy the generated API key before saving.

Store the API key securely or send it securely to the integration partner who needs it.
Click Save.

e wh e

Your integration partner can now use the API key to authenticate requests to the Cloudex API.

Create API key

Info
Generate the key, copy it once, and save it with permissions.

Application

Cargoson '
Application/module this AP| key belongs to.

Receiver company Recelver VAT code
Deuche bahn GmbH DE45954457788

APl key

E724D04459-A458-4C2E-A483 -67EDE103FE1D Generats Copy
The full key is shown only before saving.

Active from Active to
17.09.2026 dd.mm.yyyy Unlimited

Permissions
8 Import shipments [ Get statuses [ Download documents [ Outgoing inveices [ Incoming inveices [ Debtors

Commant

What if | forgot to copy the API key?

For security reasons, the API key is not displayed again after it has been saved.
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Therefore, always copy the key before clicking Save.

Security recommendations

Treat an API key like a password.

Do not include API keys in screenshots, help documentation, public messages, or other places
where unauthorized users could access them.

If an API key should no longer be used, it should be disabled or removed from Cloudex TMS.



How to add a carrier TMS API
key?

Add a carrier's TMS API key when Cloudex TMS needs to send transport orders or other

information directly to the carrier's external TMS.

For example, if your carrier uses XSPED or Terminality, their APl credentials must be registered
in Cloudex TMS before you can send orders to their system via API.

44 Note: This is not a Cloudex API key.
Here you enter API credentials provided by the carrier or their TMS provider.

When do you need this?

You need to add carrier TMS credentials when:

e the carrier uses an external TMS supported by Cloudex TMS;
e you want to send transport orders directly from Cloudex TMS to the carrier's TMS;
e the integration requires API authentication provided by the carrier.

If the carrier also uses Cloudex TMS, you normally do not need to enter an external API key.
Cloudex recognizes the Cloudex-to-Cloudex connection automatically.

Before you start

Ask the carrier or their TMS provider for the API credentials required for the integration.

You will also need to know which carrier in your Partners list the credentials belong to.

How to add the carrier TMS API key

Go to: My Profile -» Settings - Integrations —» External TMS credentials



géﬁ. ;-'{’ New ~ Operational work ~ Finances ~ Reports ~ Emails ~  Lists ~ Search A O HE qgname\-

EJ My user profile
-
2s% User accounts and permissions
Configurations Company settings Classifications' 3 Integrations & Change password
6 £ Settings

0
vl

i

&

B Choose default company

Integrations

| st User accounts for myOzols

O ¥ Account type ¥ Usemame ¥ Ciient ¥  Contactpers ¥ Company ¥ MNotes
3+ Compact mode «

Claudex AP1 Keys ]| &  xspeD apikey demo to latia SmartCarge Transport © Dorktheme

Email password Ol & Dai g Jaunal: g3 Harper Daniel Harper Daniel SmartCargo Logistics M Logout

Navigation system passwords (]| #  DanskeFrat TestThis HarperDaniel  Harper Daniel  SmartCargo Logistics ;
4| [Eemel[IMS Credbntialy O] &  ozosapikey SmartCargoTransportCzolsApikey SmartCargo Transport

Freight marketplace credentials

0 P | &  Ozoisapikey SmartCargologisticsozalsApikey SmartCargo Logistics

Click Add.
In Partner, select the carrier whose TMS credentials you are adding.
In Type, select the carrier's TMS system.

In API key, enter the APl key provided by the carrier or their TMS provider.
Click Save.

e whH

The credentials are now linked to that carrier.

User account - New

Partner Terminality UAB x
Contact person Contact person N
Type Terminality Apikey X~
Mame TerminalitySmartCargo APl key

AP' KE‘r s o o ek o e ok R ek ke

What happens after the API key is added?

When you select this carrier in Trip/Spedition, Cloudex TMS can recognize that an external TMS
integration is configured.

If the integration supports sending transport orders, the Send order to carrier function becomes
available.

You can then send the transport order directly from Cloudex TMS to the carrier's TMS without
manually entering the same order in another system.

Cloudex API key vs. External TMS credentials

These two settings are used for opposite integration directions:

Setting Direction Who provides the API key?
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Cloudex API keys External system — Cloudex TMS Cloudex TMS

External TMS credentials Cloudex TMS - External TMS Carrier / external TMS provider

Use Cloudex API keys when another system needs access to Cloudex TMS.

Use External TMS credentials when Cloudex TMS needs access to another TMS.

Related topics

e How to send an order to a carrier via API?
e How to create API key
e How to receive statuses and documents from a carrier via API



