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Introduction to 
Shopee Shipping 
Documents
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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

● Picklist
● Air Waybill & Packing List [NEW Document]
● Air Waybill 

○ Normal or Thermal
● Packing List 

○ PDF [NEW Design] or Excel

NEWPrevious

The new Shipping Documents Generation 
Tab allows for more customization on which 
shipping documents to print that best suits 
your operational needs.

Seller Tips!
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Picklist

Scale: 1 A4 Page

The picklist consolidates all the items required for each 
selected order and is sort on SKU level. This list will identify the 
consolidated quantity of each item for all the selected orders.  

In other words, you may use this list to pick out the SKUs before 
packing them into individual orders during the packing stage. 
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Packing List (PDF)

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

would overflow to the 
next page, which 

does not have any 
indication of the 

order it belongs to.

Order 1

Order 2

Order 3

Order 4

Order 5 Order 6

Order 7

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

list section.

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

● 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.

Previous NEW

NEW DESIGN

Packing list 
continues in the next 

A6 section

The Packing List allows sellers to identify the SKUs to be packed for any particular order.
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Air Waybill (AWB)
● Normal AWB -  A6-sized AWBs of the selected orders are consolidated and generated in A4 Pages (Up to 4 AWBs per A4 page).

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

Order 1 Order 2

Normal AWBs

Order 1

Order 2

Order 3

Order 4

Scale: 1 A4 Page

Order 1 Order 2

Scale: 2 A6 Thermal Stickers

Order 1

Order 2

Marketplace Sellers Mall Sellers

Return AWB 
available for Mall 

Sellers only

Return AWB 
available for Mall 

Sellers only

Scale: 1 A4 Page Scale: 4 A6 Thermal Stickers

Thermal AWBs

Marketplace Sellers Mall Sellers

Air Waybill aka shipping label or consignment note to be attached onto each parcel for courier reference during the delivery process.
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Air Waybill (AWB) & Packing List
Both AWB and Packing List of the selected orders are printed on the same paper.

● AWB and Packing List of the selected orders are generated in A6-sized sections. If 
the packing list exceeds the A6 Section available, it will continue on to the next A6 
section (similar to the Packing List (PDF)).

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

● Cut out the A6-Sized AWB to be attached to 
your parcel.

● Avoid attaching the packing list together with 
the AWB on your parcel to reduce risk of theft.

● This option is not suitable for sellers using 
thermal printed AWBs.

Seller Tips!

Order 1 Order 2 Order 1 Order 2

Marketplace Sellers Mall Sellers

NEW

Scale: 1 A4 PageScale: 1 A4 Page Scale: 1 A4 PageScale: 1 A4 Page

Return AWB 
available for Mall 

Sellers only
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Printing 
Combinations
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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.

● 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 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. 

●  Packing list (Excel) 
and AWB (Thermal) 
are generated as 
separate files. 

Seller Tips!

OPTION 1 OPTION 2 OPTION 3

 2

OPTION 4
 1

 1

 2

 3

 3

OPTION 5
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Option 1: Picklist > AWB (Normal) > Packing List 

Page 1 Scale: 1 A4 Page Scale: 1 A4 Page Scale: 1 A4 PagePage 2 Page 3

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

Picklist AWB (Normal) Packing List
Order 1

Order 2

Order 1

Order 2

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

Page 1 Scale: 1 A4 Page Scale: 1 A4 Page Scale: 1 A4 PagePage 2 Page 3

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

Picklist AWB & Packing list #1 AWB & Packing list #2
Order 1 Order 2

Document 1
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At one time, either the “Shipping Label 
& Packing List” option or “Shipping 

Label” / “Packing List” options can be 
selected. 

Seller Tips!

Picklist Packing List

Page 1 Scale: 1 A4 Page Page 2 Scale: 1 A4 Page

Seller Tips!

AWB (Thermal)

Order 1 Order 2

Scale: 2 A6 Thermal Stickers

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

Order 1

Order 2

 1  2

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

● 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.

Seller Tips!
 1
 2

Document 2Document 1
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At one time, either the “Shipping Label 
& Packing List” option or “Shipping 

Label” / “Packing List” options can be 
selected. 

Seller Tips!

Picklist AWB (Normal)

Page 1 Scale: 1 A4 Page Page 2 Scale: 1 A4 Page

Seller Tips!

Packing List (Excel)

Excel File

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

 1
 2

 1  2

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

Order 1

Order 2

Document 2Document 1
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Seller Tips!

AWB (Thermal)

Order 1 Order 2

Scale: 2 A6 Thermal Stickers

 2

Seller Tips!

Picklist

Page 1 Scale: 1 A4 Page

Seller Tips!

Packing List (Excel)

Excel File

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

 1  3

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

Document 2Document 1 Document 3

 1
 2

 3
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Step-by-Step to 
Generate Shipping 
Documents



Private & Confidential

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



Private & Confidential 18

 2

In Seller Centre, go to 
Shipment > Mass Ship.

Select “Orders To Ship” 
Tab.

 1

 2

 1

Step 1-2: Go to Mass Ship > Orders To Ship
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 4

Select Orders. 3

Mass arrange shipment for 
selected Orders.

 4

 3

Step 3-4: Select orders and mass arrange shipment
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After successful arrange 
shipment and tracking number 
generation, click on “Generate” 
button for drop down to select 
Shipping Documents to print.

 5

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

OR

Manually select other Shipping 
Documents Combination to 
generate (See next slide).

 5

Step 5: Select orders and shipping documents to generate

6a

6b

6a

6b
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Click on “Generate Selected 
Documents” button.

Manually select other Shipping 
Documents to generate.

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

ii

i

iii
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Selecting Orders and Shipping 
Documents from “Generate 
Documents” Tab
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 2

In Seller Centre, go to 
Shipment > Mass Ship.

Select “Generate 
Documents” Tab.

 1

 2

 1

Step 1-2: Go to Mass Ship > Generate Documents
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Select Orders. 3

Select Shipping Documents. 4

 3

Click on “Generate Selected 
Documents”.

 5

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

4

 5
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Generating & Printing the Shipping 
Documents
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After selecting 
shipping documents 
and clicking on 
Generate, a new 
browser tab will be 
prompted. Wait for 
Shipping Documents 
to generate.

1

Step 1: Wait for Shipping Documents Generation

 1
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Once the Shipping 
documents have been 
generated, click on 
“Print AWBs” .

 2

Step 2: Print Shipping Documents
 2
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Choose the correct 
Printer to print out the 
documents.

 3

Steps 3-5: Print Shipping Documents

 3

Ensure printer settings 
are correct.

4

Print out the documents.5

4

 5
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Thank You

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

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


