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Etail Systems Tip Sheet 
 

Objective: To be able to print out an Order Print List, Invoice Print List, Pick List (aka Butchery 
List) & how to Bulk Despatch orders. 

 

The following tells you how to achieve this;- 

 

You can complete all these tasks from the ‘New Orders’ screen in Orders > New Orders. 

 

You’ll then see this screen: 

 

You’ll have 3 (4 if you have Bulk Despatch List turned on – if you don’t currently have this & would like it, 
please let us know) buttons. 

The method of printing the Order, Invoice & Pick lists is the same:          

Click the desired button, then select which order you want to print. 
To select all of them, tick the box in the red bar, or to select specific 
ones, tick the boxes. 

 

 

 



Bulk options for orders 

 

 

 

Etail Systems Tip Sheet Number 11.02 v1.1  

Last Updated 7
th

 January 2013            P a g e  | 2 

 

You’ll then see a button has appeared in the bottom right corner – click this & it will show you a preview 
of what you’re going to print. Continue as per your browser’s instructions. 

What each list looks like 

Order Print List – this will print all of the orders out for you, & looks like this: 

 

Invoice Print List – this will print out all the invoices you’ve selected. 

 

Pick List – this groups the same SKUs together for ease. 
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Bulk Despatching 

While it may not be classed as ‘bulk’, you can easily despatch things but clicking the delivery truck icon 
with an arrow on it in ‘New Orders’, which will take you straight to that item’s despatch screen. This is 
handy when you want to despatch single items without going in to the main order screen. 

 

To bulk despatch orders, whether they’re being sent by standard mail or courier, click ‘Bulk Despatch 
List’. 

The screen will then change to look like this (below).  

To despatch via courier: 

 

Tick the box(es) of the items you want to despatch, select the courier 
from the dropdown, & enter your tracking number. Do this for all your 
items.  

 

To despatch them, click ‘Process Bulk Despatch’ in the bottom right. A little green tick will appear where 
the tick box if it’s been successfully despatched. 

 

You also have another bulk despatch option at the bottom of the screen. Select the order you want to 
despatch, select your courier, & enter the tracking number. If you do this, this will make ALL the orders 
you’ve ticked come under ONE tracking number. 
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To despatch by standard mail: 

 

Click ‘Bulk Despatch List’, select the items you want to despatch, & without entering any other 
information, click ‘Process Bulk Despatch’, as above. 

 

In both cases, you’ll get a message at the bottom giving you the order information. 

If you need help with these bulk features, please call 0844 482 0908 or email 
support@etailsystems.com.  
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