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Introduction to
Shopee Shipping
Documents



Shopee

What are the Shipping Documents that Shopee provides?

Shipping Documents are essential to a seller’s fulfilment process during the picking, packing and packaging stages.
Shopee provides the following shipping documents under Seller Centre> My Shipment> Mass Ship> Generate Documents
e Picklist
e  Air Waybill & Packing List [NEW Document]
e Air Waybill

o Normal or Thermal The new Shipping Documents Generation
Tab allows for more customization on which

e Packing List shipping documents to print that best suits
o  PDF [NEW Design] or Excel your operational needs.

Ship My Orders Ship My Orders

Ship out your orders by batch and print shipping documents. — - —
t . _ ge Shipment Tasks =
Ship out your orders by batch and print shipping documents. Arrange Shipment Tasks =

Orders To Shi +, Download Shipping Documents
& P& pping Mass Download 1 orders selected, select shiping documents to
download
; urd?rs ;elecled, select shipping documents to Picklist
lownloa 8 stics 1 page v

Filter orders by: | Poslaju DHL eCommerce J&T Express Ninja Van The Lorry (1) The Loy (1) Slicbse Exprees Gther Lovtetics (1) o o= A PO Air Waybill & Packing List (

Air Waybill

Other Logistics 171 10/ page v
29 pag Picklist Process Allorders  ~ sortgy  ShipByDat. v Shipping Al -
Status Yy o Document
Packing List (HTML)
Packing List (EXCEL) e OmeD e s Outen Tracking # it
Process  AllOrders v gong Ship By Dat... v/ Shipping Al v SRaoE e . il i —
Status s Document
Air Waybill Output file details
& 2008033CJSPKVO berniceleeyw  Poslaju PL711717553982 Packing List
—— Picklist + Air Waybill & Packing List
Product(s)  OrderID Buyer Shipping Option Tracking # Printed £
dow for downloading £ Generate Selected Documents
‘ 200717JYX81SMV  lynettecheo  The Lorry TL3058415864 Air Waybill Plea
nippi
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Shopee
Picklist
. . . . . Username: berniceleetestl S h O p ee
The picklist consolidates all the items required for each Download ime: 12.04 PM 290772020
. . . . . . #_Product I Product Name Variation Parent SKU  SKU ID Ordersn
selected order and is sort on SKU level. This list will identify the S - e S = P e
consolidated quantity of each item for all the selected orders.
2 hahahaha 2020-07- sku 1 200727F45R751K
n 02 03:47:23.582 package 1
In other words, you may use this list to pick out the SKUs before : - T R0 En i
packing them into individual orders during the packing stage. : e -
6 %%:FBBCBX
7 gllaéhgtz\; ?:;3‘:07 sku 4 gchZaZggViFKNMJB
= -
package 1
10 ngaZ:;VIFKNMSB

Scale: 1 A4 Page
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Packing List (PDF) sm=mmsmem

The Packing List allows sellers to identify the SKUs to be packed for any particular order.

e  Previous: Packing Lists of selected orders are consolidated into a continuous document.

Shopee

e  New: Packing Lists of selected orders are generated in A6-sized sections. If any order’s packlist list is too long, the list would break to
the next section with indication of Order ID and Page Number at the bottom.

I reem
st oF B,

Order ID 200707NYNBAOUG package 1
e varsion e o

BUVER'S CONMENT

If an order’s packing
list is too long, it

Fu——
K wsrormas

Order ID 200707QNBFVUSW package 1

sy v SO e o 8 Tow

Order 1D 20071 THVJTPFWK package |
oresu wme U vsaaney. it Tow

would overflow to the
next page, which
does not have any
indication of the
order it belongs to.

s

o P Name s Variaion Name Qty. BT, Totw!

BUYERS COMMENT

Order 1 | Order3 |
Packina List [<] Packing List (<]
o : b
e

e

Order 2 Order 4
Packina List =] Packina List

S i e O Y
= % 5 T 3 E
Pemmm = e
e e
o — e ——
o jenoy =2
== = e
Gemmm o o
P — 23 oL — -
o =,
v e

Packing List
Order 0:

... Packina List a

10:20072230PEBTRX package 1

Packing list
continues in the next
A6 section

Buyer's Comments:

Order ID & Page
number is shown at the
footer of each packing

Frivdile o vorlnueriudl

list section.
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Air Waybill (AWB)

Air Waybill aka shipping label or consignment note to be attached onto each parcel for courier reference during the delivery process.
) Normal AWB - A6-sized AWBs of the selected orders are consolidated and generated in A4 Pages (Up to 4 AWBs per A4 page).

e  Thermal AWB - AWBs are generated individually and will be scaled to fit your thermal stickers (typically A6 size) when printing.

Normal AWBs Thermal AWBs
Marketplace Sellers
Orde Orde
. : :

Mall Sellers

Marketplace Sellers Mall Sellers

5T B[l ||l!!lm!ﬂ|"'

I " WINN) [z AT
(=) m

E=rrmy

......... ek A

I -

KUL022 KUL022 KUL022

| Ao 8 3man ka1 k. g e st

0023
59200

(AR

mmmmmm

Scale: 2 A6 "I'hérmal Stickers

0023
59200

0023
59200

(N

58100

Ea &£
[

58100

-
3 EEE
B

I

ooz ooiozzez || G || coi0i002

01002262

[ e |

-

KUL022
> 0023
Ret 300 Return AWB i
avaézzfsfgr IMaII E available for Mall ,0
B : Sellers onl 5
°°°°° ‘ — = """"“I"!l!_. |ﬂ!,!.l,gl,p_!;gﬂl| - . ]

Scale: 1 A4 Page Scale: 1 A4 Page &( Scale: 4 A6 Thermal Stickers 7



Air Waybill (AWB) & Packing List mwmm

Both AWB and Packing List of the selected orders are printed on the same paper. e Cutout the A6-Sized AWB to be attached to

your parcel.
° AWB and Packing List of the selected orders are generated in A6-sized sections. If Avoid attaching the packing list together with
the packing list exceeds the A6 Section available, it will continue on to the next A6 the AWB on your parcel to reduce risk of theft.

section (similar to the Packing List (PDF)). e This option is not suitable for sellers using
thermal printed AWBs.

e  There is a page break in between the AWB & Packing List document of each order.

Marketplace Sellers L MaliSelles |

Orde
sz - I ||| s7...ts-.. TN T s -

KUL022 KUL022 KUL022

0023
59200

0023
59200

EpE %EE
ot = e
! =1 rewmaws M |

o available for Mall  — |[ioeim oo

Sellers only e

0023
59200

o ei0io00z5a

Packina List [T
s ackage 1

Scale: 1 A4 Page Scale: 1 A4 Page ’C Scale: T A4 Page Scale: T A4 Page 8
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Arrangement of Shipping Documents

° Previous: The shipping documents that sellers select will be open in separate browser tabs to be printed separately.

e New: All shipping documents, except Packing List (Excel) and Air Waybill (Thermal), are consolidated and generated in
a single browser tab. The sequence of these shipping documents are shown in the following slides.

OPTION 1

Generate Shipping Documents

10 orders selected, select shipping documents
to download.

Picklist

Air Waybill & Packing List ()

Output file details

Picklist + Air Waybill & Packing List

OPTION 2

Generate Shipping Documents

10 orders selected, select shipping documents
to download.

Picklist

Air Waybill

© Normal Thermal

Packing List

© FoF Excel

Output file details

Picklist + Air Waybill + Packing List

‘ B Generate Selected Documents |

{ B Generate Selected Documents

|_OPTION 3

Generate Shipping Documents

10 orders selected, select shipping documents
to download.

Picklist

Air Waybil

Normal

© Thermal

Packing List

O PoF Excel

Output file details

Picklist + Packing List

Air Waybill

l B Generate Selected Documents ‘

p windows to preview

OPTION 4 _OPTION 5

Generate Shipping Documents

10 orders selected, select shipping documents
to download

Picklist

Air Waybill

© Normal Thermal

Packing List
PDF @ Excel

Load Pack:

Output file details

Picklist + Air Waybill

B Packing List

Generate Shipping Documents

10 orders selected, select shipping documents
to download.

Picklist

Air Waybill

Normal

© Thermal

Packing List
PDF  © Excel

Load Packing List in Microsoft Excel format — File

Output file details

Picklist o

Air Waybill

Bd Packing List

[ B Generate Selected Documents

£ Generate Selected Documents

]

Private & Confidential

Shopee

00 tion 1 vs Option 2:

At any one time,
either the “Shipping
Label & Packing List”
option or “Shipping
Label” / “Packing
List” options can be
selected to avoid
double printing the
same documents.

The Output File
Details show the
different document
files that would be
generated.

o Packing list (Excel)

and AWB (Thermal)
are generated as
separate files.
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Option 1: Picklist > AWB (Normal) > Packing List

Example depicts the
generation sequence
of 2 orders’ selected
shipping documents:

Generate Shipping Documents

10 orders selected, select shipping documents
to download

Picklist

Air Waybill & Packing List (2

Output file details

Picklist + Air Waybill & Packing List

& Generate Selected Documents

Picklist
U —— ﬁShopee

Download Time: 10:52 AM 2300772020

_Product mage Product Name __ Variation e S SWD Ontersn
148 Prodct ABCOE  ARea = T 2 “20TZWCHER]Y
package
Asue 2 207238883¥%C
package 1
3 DR
pucagel
T Taharaa 22007 207227
- o5 package
B Tabaraa 22007 T
- Qs package 1

AWB (Normal

KUL022

s 9 Jkam b o 1 s Bt 1,

0055
59200

(O

s TN

-

SWKO005

E7E

EI3eR
|

Page 1 Scale: 1 A4 Page

Page 2

Private & Confidential

Scale: 1 A4 Page

Shopee

| Order 2[NS

Page 3

Scale: 1 A4 Page

Document 1
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Option 2: Picklist > AWB & Packing List #1> #2 > #3...

Example depicts the
generation sequence
of 2 orders’ selected
shipping documents:

Generate Shipping Documents

10 orders selected, select shipping documents
to download

Picklist
Air Waybill
© Normal Thermal

Packing List
© POF Excel

Output file details

Picklist + Air Waybill + Packing List

£ Generate Selected Documents

* Please allow pop-up windows to preview
shipping documents

Picklist

Usemame:  bemiceleetestl
Download Time: 10:52 AM 230772020
3_Product mage Product Name __ variation
148 ‘o ABCDE

ARes “20TZWCHER]
package
Asue n2 207238883¥%C
package 1
3 Bz
pucael
T Tabaa 22007 2072287
- oS package
B Tahara 22007 T
- QA5 package 1

Page 1

Scale: 1 A4 Page

AWB & Packing list #1

Orde
& T B ||||||||ﬂ_|_||||

:EE:

SWKO005

]

w
|

Shopee

AWB & Packing list #2

0 ael
1T 8- ]

:EE:

SWKO005

]

w
|

prei e - dogList @
Page 2 Scale: 1 A4 Page Page 3 Scale: 1 A4 Page
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Document 1
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Shopee

Option 3: Picklist > Packing List; AWBs (Thermal)

Example depicts the
generation sequence
of 2 orders’ selected
shipping documents:

Generate Shipping Documents

10 orders selected, select shipping documents
to download

Picklist

Air Waybill

Normal @ Thermal

Packing List
O POF Excel

Output file details
Picklist + Packing List G
Air Waybill

£ Generate Selected Documents

Picklist
Wsorane:  bemckest Shopee
Download Time: 10:52 AM 23/07/2020
Pt Pt e vwen sy _s ot
: e e
. package 1
2 Ame w1 e
3 =
s e

T e BT
- 0372358 peckage 1
B Tabaaa 22007
- Q20472358 peckage |

Page 1 Scale: 1 A4 Page

Page 2

Private & Confidential

Scale: 1 A4 Page

Document 1

e AWB (Thermal

KUL022 KuL022

0023 0023

59200 59200

o) EgE

Ofual =L
i I
| |

20101002

Scale: 2 A6 Thermal Stickers

Recommended Shipping
Documents Combination for Sellers
using Thermal Printed AWBs.

You will need to match the packing
list back to the AWB for each order
during packing and packaging.

Document 2
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Shopee

Option 4: Picklist > AWB (Normal); Packing List (Excel)

Packing List (Excel

Example depicts the @ I TS AWB (Normal (2)

generation sequence Pickli é 9 B =
, Picklist =
of 2 orders’ selected e s Shopee —
shipping documents: e =
: = i . KUL022
: S = e — i
G R— 02034723582 package 1 0055
enerate Shipping Documents . o
;Ié);;g;r{so:;lecled, select shipping documents 5 - T = T T E’E : :
Pickist o Excel File
Air Waybill M!JMI!J\'I
© Normal Thermal —
T
PDF  © Excel i TR e o s
Output file details e S, aint SWi00e
Picklist + Air Waybill G ‘
e 93400
Packing List e =%
o || EIEE
£ Generate Selected Documents s =3
E—— (I
Page 1 Scale: 1 A4 Page  Page 2 Scale: 1 A4 Page
Document 1 Document 2
Private & Confidential 14



Shopee

Option 5: Picklist; AWB (Thermal); Packing List (Excel)

Example depicts the
generation sequence
of 2 orders’ selected
shipping documents:

Generate Shipping Documents

10 orders selected, select shipping documents
to download.

Picklist

Air Waybill

Normal €@ Thermal

Packing List
PDF @ Excel

Output file details

Air Waybill o
Packing List e

£l Generate Selected Documents

Picklist

* Please allow pop-up windows to preview
shipping documents.

Usemame:  bemiceleetestl
Downioad Time: 10:52 AM 230772020

Picklist
éShopee

3 _Product mage Product Name __ Variation Parent KU SKUD.
F POACIABCOE  ARed = T

Asue m 1

H

= T

e 22007
- o

Tahaa 2007 E T
- Qe package 1

B

Page 1 Scale: 1 A4 Page

Document 1

e AWB (Thermal

e Packing List (Excel

e 111 L
KuL022 KuUL022
0023 0023
o ==
mEE EgE Excel File
R EA
(I ! I
Sclale: 2 IA6 Thermal Stickersl
Document 2 Document 3

Private & Confidential
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Step-by-Step to
Generate Shipping
Documents



Select Orders and Shipping
Documents from “Orders To Ship” Tab

Shopee



Shopee
Step 1-2: Go to Mass Ship > Orders To Ship
ﬁ Home / My Shipment / Mass Ship
B Shipment ® A Ship My Orders
My Shipment Ship out your orders by batch and print shipping documents. c In Se”er Centre, go to

N
Shipping Setting

ip

e Shipment > Mass Ship.

® T
s Orders To Ship £ Generate Documents

B ordere ” e Select “Orders To Ship”

My Orders Filter orders by: Poslaju DHL eCommerce J&T Express (14) Ninja Van The Lorry
Cancellation Ta b .
Return/Refund Shopee Express Other Logistics (5) AR | 10/ page v
[ Product A
My Products Process To Process v Ship By Dat... v
Y Status Sort By e

Add New Product

Suspended Products

Product(s) Order ID Buyer Shipping Option Order Status

© Marketing Centre ~

Marketing Centre - 200729MGHB2TQY potatoseller ~ J&T Express Ship out products by 29-07-2020

My Ads (&
. - 200729MGHB2TRO potatoseller ~ J&T Express Ship out products by 29-07-2020
3 Finance N
|~ Data W - 200729MGHB2TR1 potatoseller ~ J&T Express Ship out products by 29-07-2020

Private & Confidential 18



Shopee
S .
tep 3-4: Select orders and mass arrange shipment
L]
Ship My Orders
Ship out your orders by batch and print shipping documents. Afiain b _
ge Shipment Tasks = e S
elect Orders.
fy Orders ToShip £ Generate Documents Mass Ship o MaSS arrange Shipment for
1 orders selected
Filter orders by: Poslaju DHL eCommerce J&T Express (14) Ninja Van The Lorry Selected O I’deI’S .
Shopee Express Other Logistics (5) i [ A 10/ page v ‘ £d Mass Arrange Dropoff ’
Process ToProcess v Ship By Dat.. v
Status Sort By P
o _= Product(s) Order ID Buyer Shipping Option Order Status
. 00729MGHB2TQX potatoseller ~ J&T Express Ship out products by 29-07-2020
- 200729MGHB2TQY potatoseller  J&T Express Ship out products by 29-07-2020
- 200729MGHB2TRO potatoseller ~ J&T Express Ship out products by 29-07-2020
19
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Shopee
Step 5: Select orders and shipping documents to generate
e After successful arrange
Arrange Shipment Progress ~ Collapse shipment and tracking number
generation, click on “Generate”
Product(s)|Order ID Buyer Tracking # Status button fOI' drop dOWI’] to select

200729MGHB2T  potatoseller 620101002471 @ Successful Shipping Documents to print.
x

@ Select between Shopee’s
Recommended or your Recently
Used Shipping Documents
Combination to print.

®| Recommended PDF: Picklist + Shipping Label & Packing List £}

5 OR

Recently Used PDF: Picklist + Shipping Label

@ Manually select shipping documents

4 , @ Manually select other Shipping
Arrange Shipment Progress: Tracking numbers have been successfully generated for 1 of 1 orders. You can downloz b
the shipping labels for these orders now. Documents com ination tO

generate (See next slide).

Private & Confidential 20



Shopee

Step 6b: Manually select other Shipping Documents
Combination to Generate

Generate Shipping Documents @ Manually select other Shipping
1 orders selected, select shipping documents to Documents to generate

download

Picklist

° Click on “Generate Selected

Documents” button.
Air Waybill

Normal @ Thermal

Packing List

PDF

Output file details

Air Waybill

* Please allow pop-up windows to preview shipping
documents

Cance] Generate Selected Documents

Private & Confidential
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Selecting Orders and Shipping
Documents from “Generate
Documents” Tab

Shopee



Shopee

Step 1-2: Go to Mass Ship > Generate Documents

(B Shipment ® A Ship My Orders
My Shipment Ship out your orders by batch and print shipping documents.
0
Shipping Setting e
=] ner:
B orders P Generate Documents
[l Ordere A
My Orders Filter orders by: Poslaju DHL eCommerce J&T Express (14)
Cancellation
Return/Refund Shopee Express Other Logistics (5)
[ Product A
My Products Process All Orders v Ship By Dat.. v
v Status Sort By il
Add New Product
Suspended Products
Product(s) Order ID Buyer Shipping Option
© Marketing Centre A
Marketing Centre - 200727F43F52NM  potatobuyer  J&T Express
My Ads (@D

Private & Confidential

In Seller Centre, go to
Shipment > Mass Ship.

e Select “Generate

n
NiaVan  The Lorry Documents” Tab.
¥ f 24 ¥ 10/ page v
Shipping All M

Document
Tracking # Printed

Air Waybill
620101002259 Packing List

Picklist

23



Shopee

Step 3-5: Select orders and shipping documents to generate

Ship My Orders

Ship out your orders by batch and print shipping documents. Arrange Shipment Tasks =

e Select Orders.

(B Orders To Ship & Generate Documents Geherate Shipping Documents

1 orders selected, select shipping documents to
Filter orders by: Poslaju DHL eCommerce J&T Express (14) Ninja Van The Lorry o download, L

o Select Shipping Documents.

= S Picklist : “
ShopeeExpress  Other Logistis (5) 1/ 2 > 10/page Click on “Generate Selected
Air Waybill & Pach @ D ”
ocuments”.
Process  AllOrders v goqp Ship By Dat.. v Shipping | Al S Air Waybill
Status ¥ Document
© Normal Thermal
B Product(s)  Order ID Buyer Shipping Option Tracking # Printed Packing List
e Alr Waytill PDF Excel

- 200727F43F52NM potatobuyer  J&T Express 620101002259 Packing List

Picklist
Picklist + Air Waybill

Air Waybill e

n 200727F45R751K potatobuyer  J&T Express 620101002262 Packing List
pickist El Generate Selected Documents

) = * Please allow pop-up windows to preview

Packing List i =

- 200729JYF68COU potatoseller ~ J&T Express 620101002386 shipping documents
Picklist

K Packing List
200729JYF68COV potatoseller ~ J&T Express 620101002399

Picklist

Private & Confidential 24



Generating & Printing the Shipping
Documents

Shopee



Shopee

Step 1: Wait for Shipping Documents Generation

Print Preview
+ You can track the progress in
Q)

o After selecting
shipping documents
and clicking on
Generate, a new
browser tab will be
prompted. Wait for

Loading Shipping Documents Shipping Documents

ed timé to complet PR gl o to generate.
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Shopee

Step 2: Print Shipping Documents

Print Preview

+ The shipping documents have been generated. 10 of 10 parcels print successful, 0 parcels print failed.
+ You can track the progress in

Picklist
p——— §Shopee @) Once the Shipping

Download Time: 12:04 PM 29/07/2020

g . i documents have been

hahahaha 2020-07- 200727F43F52NM
= e generated, click on
ot T “Print AWBs" .

28182225334

hahahaha 2020-07- 200729JYF68CU
1

package

200729)YF68COV

2007230YF68CIW

package 1

200729JYF68COX
1

hahahaha 2020-07- 200729)YFKNM38
28182225334 1

200729JYFKNM39
- 4
2007230YFKNM3A
]
200729JYFKNM3B
package 1

Private & Confidential 27



h Shopee
UPseimmt“ bemiceleetestt ﬁShopee Print 1 sheet of paper
l - ERIRS h T e q Destination 8 Microsoft Print to PDF v
I e - €) Choose the correct
T 7 F T Pages All v . .
‘T EEre Printer to print out the
5- = — S8 e Color Color - documents.
* More settings ~ o EnSU re printer settings
o are correct.
Paper size A4 v
Pages per sheet 1 - © Print out the documents.
Scale Fit to paper v
Print using system dialog... (Ctrl+Shift+P) @
o m Cancel
Private & Confidential 28



Thank You

Shopee

Learn more about best practices for selling on Shopee via Seller Education Hub:

https://seller.shopee.com.my/edu/



