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What you’ll learn in this guide...
Looking to step up your fulfilment? You’ve come to the 
right place. This is a crash course guide covering 
everything from manifests to packaging inserts. After this 
short read, you’ll know:

● How to get your warehouse in better picking shape

● How to choose the best picking method

● How to reduce waste in your packing process 
including printing labels,  packaging and packing 
materials

● The difference between picklists, pack slips and 
manifests and how to use them



4

Picking and packing inventory is a very basic process, but it’s absolutely 
fundamental to a well-functioning business. 

Having awesome products on a stunning website is one thing, but failing 
to get the pick and pack process right means you’ll lose money and 
customers to slow deliveries. 

Think we’re being drama queens? Check out the latest stats on customer 
satisfaction:

● 66% of customers won’t return to a business after a bad delivery 
experience

● 78% of customers will tell their friends about bad delivery experiences
● 49% of shoppers want a super fast shipping option
● 62% of customers are willing to pay more for faster shipping

Definition: Picking
Picking is the process of 
pulling inventory from 
the warehouse to be 
included in the 
customer order.

Why you need to 
upgrade your pick/pack 
process
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But we hear you. 

You love what you do, your products, your brand and your 
customers. You didn’t start this journey to become a 
master picker/packer.

Picking and packing is one of the easiest ways to win 
back time in your day while simultaneously delighting 
your customers.

So ask yourself this: could you get a little better at picking 
and packing? 

If so, this guide will you give you easy picking and packing 
tips and tools to help you spend less time doing what you 
don’t like, and more time doing what you love. 

of consumers say delivery 
options are important to their 

shopping experience

93%

of shoppers want the option of 
faster shipping

49%

56%
of shoppers will abandon carts 

due to unexpected shipping 
costs



So you want to get your warehouse or small business in amazing shape so you can spend less time picking 
and packing. But first, we need to make sure your warehouse is set up to accommodate your new picking 
and packing tactics. 
Let’s take a look at 3 easy ways to make sure your warehouse is ready for optimum picking and packing:

Pick for delivery times, not sales channel
If you pick orders for eBay, your online store and your physical outlet separately, then you’re creating a lot of 
extra work. When picking orders, you should focus on delivery time over the sales channel. This will make it 
possible for you to bundle all priority orders in one go, and will give you more time to pick standard delivery 
orders later on in the day. 

Keep accurate inventory counts
No pick and pack process can flow seamlessly without an accurate inventory system. If you’re using 
spreadsheets to track inventory, it can be really easy to forget to update counts when you’re in the middle of 
frantically picking orders. 

Program your WMS for easy picking
If you’ve got a program that can manage accurate inventory counts, then it should also be able to generate 
item locations by picking orders for you too. This makes it really easy for pickers to find the items they need 
without wasting time searching, and it also eliminates the need for pickers to figure out the optimum picking 
route on their own. 

Step 1: Getting your 
warehouse in tip top shape
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Picking is a warehouse process that has a massive impact on the 
productivity of your whole supply chain. Playing such a critical role 
in your business, it has the power to either disappoint or delight 
your customers. 

Ever gone to pick a product for a customer order only to see it’s not 
there? This can happen if your warehouse isn’t arranged correctly 
as mentioned in the previous section, but the dreaded missing 
item scenario can happen from plain old human error. 

If this happens to you often, you may not have the right picking 
process. Here are the most common picking flows:

Order picking
If you don’t have a lot of orders to pick at once, order picking is the 
process of pulling inventory to fulfil one customer order at a time. 
This is great for priority orders that need to be shipped as soon as 
possible, but isn’t effective if you have a lot of SKUs and orders...

Step 2: Choose your 
picking style Did you know?

60%
of the average picker’s 

time is spent walking 

around picking items.
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Zone picking
This method is used for larger, more complex distribution centres where you have 
enough feet on the ground to pick from different sections at once. Your 
distribution centre will be divided into different sections, and you’ll have a 
dedicated picker for each section. This means items for multiple orders are picked 
at the same time and collated during the packing phase. This is a very 
time-effective picking method, however, there’s also a greater risk of packing the 
incorrect items. 

Pick path
For large distribution centres and warehouses, the pick path is one of the most 
critical aspects to picking and packing. The pick path, item location, item and 
quantity will all be accessible on the picklist generated before each picking 
session. 

Batch picking
Multi-order picking combines product demand into batches to save travel time. 
To get an idea of how much more effective batch picking is per hour, you can pick 
60-70 lines when single-order picking compared to 200 lines an hour or more 
when you pick in batches. 

Pick to box
Many small business owners will pick and pack directly to the shipping box. This 
process can be a bit slower than other methods, but it does drastically reduce 
packing errors. 

https://multichannelmerchant.com/operations/batch-vs-wave-picking/
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When it’s busy, and you’re treading water, picklists are your lifeline. 
Picklists are documents that pool together similar items so you spend 
less time travelling, and more time selling. 

Picklists can group orders in a way that best suits your picking flow, 
including:

● By order - Line items, recipient name and order number all 
present.

● By SKU (stock keeping unit) - Only the total number of each SKU 
will show.

● By location - SKUs will be arranged by location in the warehouse

● By SKU and order - Details for each individual order and SKUs

● By location, SKU and order - Details for each individual order and 
SKUs will be grouped by their location

Essential picking tools: 
Picklists Did you know?

70%
of the time taken to 

process customer 

orders is spent picking 

products?
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What you’ll want from any picklist is to see how much time it 
can save you compared to if you picked orders based off 
your own memory of where things are. 

Humans aren’t perfect and sometimes we make mistakes. 
Picklists should help you reduce picking errors by providing a 
physical record of everything that’s needed rather than 
committing everything to memory. 

Picklists are generally configurable to your own picking 
needs, so here are a few additions you can add to yours:

● Product SKUs
● Warehouse location - aisle and item numbers
● Variations - colour, size, material
● Product images
● Order quantity

Essentials of a picklist
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So, you’ve picked all your orders and they’re ready to be packed 
and shipped. How do we get all these disparate items in neatly 
packed and clearly labeled boxes? Let’s find out how. 

It all starts with a clear, easy to scan label
Labels can be a big pain point for new business owners. Different 
couriers have different label sizes, and printing them on different 
printers can be very costly. To avoid these costs, some retailers 
resort to printing A4 label and trimming them. But this poses two 
problems:

1) Some couriers cannot scan regular A4 paper
2) If the label is not printed correctly (ie there are patches) the 

courier will not accept the delivery

Shippit can help your streamline labels through one printer so you 
don’t need to waste time cutting A4 labels or waste money using 
multiple printers. 

Once you’ve got the right label, in the right size, your courier is 
booked and you’ll need to pack your items:

Step 3: Reducing waste in 
your packing process
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Once you’ve got the right label, in the right size, your courier is booked and 
you’ll need to pack your items:

Are you using the right packing materials?
Using the right packaging for your products reduces environmental waste 
and shipping costs. There are a range of packaging types to choose from. 
See which one is right for you:

Boxes,  satchels… Or both?
Shipping satchels are awesome. They’re lightweight, cheap and really easy 
to ship non-fragile items.

If you use satchels, you basically just insert the items, seal the bag and pop 
on the label. Satchels are great for fashion items, and can also be reused 
for returns. 

Satchels are amazing and make our lives easier, but the most common 
packaging for eCommerce is corrugated boxes with filler. 

Boxes protect the items, and are great for things like health and beauty 
products, electrical items, sports equipment and anything else with a box 
around it. 

The main consideration when using boxes to ship your items is the size of 
the box for each shipment.
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Biodegradable packaging
Millions of online orders are placed everyday, causing deep concerns about the amount of waste produced in 
the shipping process. The good news is that a multitude of eco-friendly packaging solutions have come to the 
market, and many retailers and consumers are opting for biodegradable and compostable shipping materials.
Shippit has teamed up with noissue to bring you sustainable shipping options. Get your eco-friendly satchels 
here. 
 
Custom packaging
If you’re looking to stand out, custom packaging is the way to go. Custom packaging adds major value to the 
customer and improves the unboxing experience. Have a bit of fun with your brand and ship your products in 
custom branded boxes.

Packing materials
Once you’ve got beautifully designed custom boxes or your biodegradable satchels, you’ll need to make sure 
your products are secured for the shipping process. Below are a few things you might need:

● Tissue inserts - noissue
● Airfill / bubble wrap - Sealed Air
● Packing tape - Officeworks
● Invoice enclosed shipping labels - QIS Packaging
● Shipping cartons, satchels and labels - Shippit Supply Store

13

https://supplies.shippit.com/collections/biodegradable-packaging
https://www.noissue.com.au/
https://sealedair.com/
https://www.officeworks.com.au/shop/officeworks/c/office-supplies/tape-dispensers-tape/packaging-tape
https://www.qispackaging.com.au/warehouse-packaging/adhesive-envelopes/invenc?gclid=EAIaIQobChMI2dOw58vO4gIVSx0rCh343wThEAQYASABEgLPUPD_BwE
https://supplies.shippit.com/
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Pack slips make it super easy for customers to check that their order 
isn’t missing any items while also making it really easy for packers to 
ensure they have the correct items in the box. 

Customers always scan their packing slip to make sure all the items 
they ordered are there. This provides a great opportunity to reinforce 
your brand image in your customer's eyes by showing them gratitude 
or creating a quirky or funny style for the slip. 

Essentials of a pack slip
Packing slips aren’t 100% required if you use shipping labels or invoices 
in their place, but they are helpful for packing orders. If you use a 
packing slip internally and for your customers, be sure to include: 
● Order date
● Name of customer
● Customer address
● Itemised list of order
● Quantity of items
● Weight of items
● Company name
● Company contact information
● Packing slip/order number

. 
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Essential packing tools: 
Pack Slips



Once you’ve picked all the items for the day and packed 
them in the right boxes, it’s now time to ship them. This is 
where manifests come in.

In broad terms, the manifest groups together different sales 
that are ready for delivery to make it easy for the courier to 
track consignments and invoice retailers. 

Shippit will automatically generate a manifest for every order 
depending on the delivery destination, speed and which 
courier service you choose. Manifests are then automatically 
shared with the courier so you won’t have to worry about 
manually booking couriers and manifesting orders on your 
own. 

Find out more about manifests here.

Essential packing tools: 
Manifest
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https://support.shippit.com/hc/en-us/articles/360001301988-What-is-a-manifest-
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If you use a shipping automation platform like 
Shippit, manifests are automatically created 
based on each consignment for the same 
courier. 

● Consignment number
● Order number
● Destination
● Product details
● Package sizes
● Label 

Essentials of a 
manifest
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Recap
Picking and packing isn’t rocket science. It should make your life easier, not harder and has the potential 
to save you hours every day. Just remember:

Picking is easier and faster when you have the right picking flow coupled with an accurate picklist

Packing can be faster and cheaper if you use the right packing materials coupled with pack slips and 
manifests. 

There are also a range of fulfilment tools on offer that help you achieve picking and packing success:

● Picklists
Save 70% of the time you spend picking orders

● Pack slips
Make it easy for your packers and customers to ensure the order is correct

● Sales order manifests
Make it easy for couriers to track and invoice you for deliveries

Now it’s time to apply these picking and packing tips to find more success in your business.
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Feel like you need a little help picking and packing? 

Our team of solution experts can offer you a free 

picking and packing audit to help you save time 

and reduce fulfilment errors. 

GET IN TOUCH

https://www.shippit.com/demo/?utm_source=ebook&utm_content=ship-from-store

