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Introduction

Welcome to E&E Co. LTD. 

In the book, you will find step by step procedures for the packsta-
tion. This book shall not be used in liue of traning. All users will 
need to be properly trained. This will be used primarily for refer-
ences. If users experience any problems please refer back to this 
manual. 

This is a drop-ship distribution center. Which means that we are in 
the e-commerce buisness to sell goods for e-commerce retailers. 
Our items ships from multiple warehouses and will end up directly 
at the doorstep of our retailer’s end customers. 

When the items are picked and ready to be packaged or shipped, 
they will end up at your station via the conveyor or by individuals 
bringing it directly to your station. All boxes will eventually be fed 
into the conveyor and go to the correct station/door. 

You will be issued an ID card that allows you to log onto the Win-
Warehouse packstation program.
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At a Glance

The “USWarehouse” shortcut is located on desktop.

If you do not find the shortcut on the desktop, you may find it in 
“Start, All Programs, and then WinEECSystem.”

Login screen.
 

Users have an option to log in via password or utilizing their id 
cards.
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Packing Station – where users pack items and complete a 		
shipment. 

Shipment List – display a list of recent shipments. This is a 
useful tool to check if a shipment has been processed. Users 
will also user shipment list to 

Menu

Once logged on, you will be immediately brought to the 
packstation screen. You will notice to the side there’s a menu 
button. Click it and a menu will appear.

Menu
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Menu. Allow users to switch between packing station and 
shipment.

Shipment(s). Number of shipments to be shipped in an order. 
An order can have more than one carton. It also shows wheth-
er a carton is pack complete by showing a tracking number.

Pending Item(s). Shows item(s) that are still in the queue 
ready to be packed. Note: It can be full case, single or multi-
pack item.

Item(s) in Carton(s). Shows items in a selected carton.

Cartons

Item(s) in Carton
Pending Item(s)

Scan and select a box.

Menu

Packing Station
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Shipment list shows all recent shipments. It also has a search func-
tion to filter by date, E&E sales order number, item number, create 
date, customer, ship method, customer’s purchase order number, 
and scheduled ship date.

E&E SO Number

Description Search

Shipment List

This is very useful as it will help you find orders that have not been 
processed yet and also to confirm shipments.
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Pick Labels

Full Case (FC) – Full case item(s) already in a carton and dont 
need to be packed.  Order Date

Full Case

Pick Zone

  Order Date

Singles

E&E Order #

  Description

Pick Zone
Customer

Singles (ONE) – Singles are for orders with a single item that don’t 
require a sorting process but do need to be packed. 

E&E Order #

  Description

Customer
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Order Date

Sort Bin

E&E Order #

  Description

Pick Zone
Customer

Customer Codes - 
KLC - Kolhs
MCC - Macy
DSL - Designer Living
CSN - CSNstore.com
OSD - Overstock.com
TG - Target.com

Multi – Multiple items are to be sorted, packed and shipped. The 
sort bins indicate the bins where the items are collected. When all 
items for an order have been collected in a bin, the order is then 
sent to a packing station.
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Double click on “USWarehouse” shortcut.

If you do not find the shortcut on the desktop, you may find it in 
“Start, All Programs, and then WinEECSystem.”

Logging in:

 
Ensure the application is highlighted and the cursor is at the user-
name. Log in by scanning your ID card.

Ensure you are in the Packing Station.
You are now ready to begin packing!

Getting Started
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The operation for packing will vary  for three types of items: full 
cases, singles and multiples. Please refer to “Pack Station Trouble-
shooting” if any problems arises.

Full Case – will not require a box, as either an item or several 
items are already packaged in a box, ready to ship.

Steps:
1.      Check if the quantity and item picked with the pick label(s). 
Full cases with quantities greater than one will have more than one 
pick label.

Packing

Full Case

CustomerItem #
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2.      Check that item is not DSL (Designer Living). Note: DSL 
items are specially handled at DSL station.

3.      Ensure cursor is on pick label id field.

4.      Scan Pick Label(s)
Note: Full cases with case quantities greater than one will have 
more than one pick label. 

5.      Print “Packing List.”

6.      Scan “Packing List.”
Note: Some packing lists may not need to be scanned. Items, for 
example, from KSL (Kohl’s) do have a packing list number.  

7.      Print Shipping Label.

8.      Apply “Shipping Label” and “Packing List” to box.
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9.	 After “Shipping Label” and “Packing List” is applied to 
box, ensure if the shipping label ends up to the correct door. Any 
express items will have special handling instructions. Please refer 
to “Special Handling” of the book.

One – a single item order, not in a full case, will require a box. It 
does not need to be sorted as it is just one item.

Singles

Customer
Item #



14

Steps:
1.      Check item picked with the pick label.

2.      Check if item is not DSL (Designer Living). Note: DSL items 
are specially handled at DSL station.

3.      Select/scan the appropriate size box.

4.      Scan Pick Label and place item in box.

5.      Print “Packing List”

6.      Scan “Packing List”
Note: Some packing lists may need to be scanned.

7.      Place “Packing List” inside the box.

a.      Check by matching item # with pick label.
b.      Check by matching UPC with pick label.
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8.      Print Shipping Label and tape carton.

9.      Apply “Shipping Label” to the box. Any express labels will 
have special handling instructions. Please refer to “Special Han-
dling” of the book.
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Multi – have more than one non full case item and needs to be 
sorted.

Steps:
1.      Correct items picked with the item’s pick label.

2.      Check if all items are ready to be packed.

3.      Select/scan the appropriate size box.

4.      Scan Pick Labels and place items in box

5.      Print “Packing List.”

Sort Bin

Customer
Item #



17

6.      Scan “Packing List.”
Note: Some packing list may not have a barcode to scan.
 
7.      Place “Packing List” inside the box and seal.

8.      Print Shipping Label.
9.      Apply “Shipping Label” to the box.Any express items will 
have special handling instructions. Please refer to “Special Han-
dling” of the book.
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Special Handling

Expedites
From time to time an expediter come and drop off a package at 
your station. You may also see it come down on the conveyor to 
your station. Those packages will take priority over all other pack-
ages. Theses packages will need to be in the truck by the end of the 
day.

UPS
Ground - Ground packages is the most common ship method. They 
will need to be loaded directly into the UPS truck.

Express - Express packages will need to be at the express drop 
off area. The office manager will then call the carrier for specific 
pickup.

FedEx

Ground - We have a scheduled pickup daily for FedEx ground. 
These items will generally end up on a pallet, awaiting pickup.

Express - Express packages will need to be at the express drop 
off area. The office manager will then call the carrier for specific 
pickup.
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“Please enter weight”
 

The item weight is either <1 lb. or an 
incorrect weight has been entered. 
Highlight weight and change to some-
thing greater than 1 lb.

Actual item does not 
match pick label

Item must be brought to manager’s at-
tention.

“Please select a pack” Select an appropriate size box.
Full Case with two picks labels.
Scan both pick labels

“The pick label exist”
Package complete and possible shipped 
or Box created but not completed. 
Double check using shipping list.

Pick label missing. Item must be returned to inventory

Pick label damage and 
cannot be scanned.

If the Pick ID is visible, you may enter 
the number manually. Otherwise bring 
to manager’s attention.

“Pick ID does not exist” Item canceled or error in system. Bring 
to manager’s attention.

Shipping address incor-
rect
 

Address is either is incorrect or address 
is a military address. Bring to manag-
er’s attention to be corrected.

Please scan packing list. Packing list has not been scanned. 
Please scan packing list before moving 
on.

Duplicates - May appear 
as “The Pick Label Exist”

Use “Shipment List” to ensure the items 
is a duplicate and not an error. Some 
items may have been started but never 
completed. 

 Pack Station Troubleshooting
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For technical support:
Help.desk@jlahome.com

(510) 490-9788

Jlahome
E&E Company Ltd.

45875 Northport Loop East, 
Fremont, CA


