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SOP (2Ship) – Shipment process for Repair Parts & Marketing 
Materials (Reps)
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Please click here to 

go to 2ship website:

Click on LOGIN to 

open 2SHIP

The 2Ship Login 

window will open

Login: Brep

Password: 

Blancoparts123!
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SOP (2Ship) – Shipment process for Repair Parts & Marketing 
Materials (Reps)

Step 1: Click on 

blue address book 

to open Sender
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Step 2: Select your 

Agency address from 

listing (2 pages)
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Step 3: Fill in all 

applicable fields

• Company

• Contact Person

• Telephone #

• Street Address

• City

• State/Province

• Zip/Postal
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SOP (2Ship) – Shipment process for Repair Parts & Marketing 
Materials (Reps)

Step 4: Fill in all 

applicable fields

• Package qty

• Weight

• Length

• Width

• Height

Step 5: Click refresh 

rates
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Step 6: 

Click on 

Additional 

Info to open 

this box

Step 7: In Shipment Reference box enter – BLANCO Parts Pilot.

OR MTKG/SALES depending on if you are shipping out a part or 

returning marketing items used at a show. 

Step 7a: In shipment reference 2 put in part being shipped or Marketing 

item being returned
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Step 8: 

Click on 

Additional 

Info to 

close this 

box

Step 9: Next choose rate 

either UPS or Fedex NOTE:

(GROUND ONLY)
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Step 10: 

Click on 

Green hand 

to select 

this option.

This will 

close the 

Rates box
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SOP (2Ship) – Shipment process for Repair Parts & Marketing 
Materials (Reps)

Once you 

have filled in 

all applicable 

information 

and completed 

(Steps 1 – 10)

The form 

should look 

like this.

Step 11: Click 

on SHIP
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SOP (2Ship) – Shipment process for Repair Parts & Marketing 
Materials (Reps)

Once you click 

the SHIP

button this 

screen will 

appear with 

the label on it.

Step 12: Click 

on Label 

barcode

Once you click 

the label will 

download into 

a PDF or open 

automatically.
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Open the PDF, for the 

label.  

Step 13: Print the label 

and affix to the box.  

Please drop-off part to 

carrier location or call 

carrier to arrange a 

pickup:

Fedex 1-800-463-3339

UPS 1-800-742-5877
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Step 14: 

Once label is 

saved/printed.

Click close 

and your 

shipment is 

processed.

SOP (2Ship) – Shipment process for Repair Parts & Marketing 
Materials (Reps)

01/16/24 | Author:TB | Distribution List: All BLANCO Reps



14

IMPORTANT: There are two boxes under Recipient that are NOT TO BE USED/CHANGED

Changing either will result in your agency being charged rather than BLANCO
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