
HOW TO USE 
Point2Ship

POINT2SHIP
Point2Ship is a service to help you find the best shipping method for 
small packages and boxed parcels. It’s ideal for sending parts and 
small attachments through carriers such as UPS, DHL, USPS, Fed 
Ex, Purolator, and so on. To get started with Point2Ship, contact your 
Sandhills representative.
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Settings
Click Point2Ship’s Settings icon (a gear) at the upper right corner to do a little initial setup. Enter your company’s 
address and handling fee you plan to use most often, and click Save Settings. If there are customers or branch 
locations you’re likely to ship items to on a regular basis, click Add New Address and enter their shipping 
address. This way, you can choose each address from a list later, and only have to type it in once. 



To add a custom box 
size to your list of parcel 
options, find the box under 
Shipment Boxes and click 
its Edit icon (a pencil), or 
click Add New Shipment 
Box to enter a new box 
size. Select Used For 
Order Processing at the 
bottom, enter the box’s size 
and other info, and click 
Continue. 

If the box is a standard offering from a carrier, such as a USPS Small Flat Rate Box, click Carrier Boxes to show 
the available options. Click the gray icon at the upper right to make a box available to you for shipping later on. 



Shipping
When you’re processing a retail AddAShop order, and you are set up to use Point2Ship, the Process Order task will 
ask whether you want to use it to ship the item(s). This question will not appear if you are not set up with Point2Ship.

If the item is too big to send as a parcel—if it’s over 150 pounds or more than 165 inches in length and girth—do 
not select this item to process. Answer No if you prefer to use your own shipping method. The task order will ask 
you to enter the shipping details yourself on a Shipping/Tracking Information page. 

To use Point2Ship to process your retail order, select all of the items you would like to place in a shipment(s). Enter 
the correct length, width, and height of each item in inches, so Point2Ship can determine how many of each item 
can go into each parcel. 

If you’ve already packed an item in a shippable container/parcel, please uncheck its “Requires Packaging” box. 
This will create a single shipment for the item.

Special Note: If an individual item is grayed out, this means shipping dimensions can’t be saved for the particular 
item and it can’t be processed through Point2Ship.



Point2Ship will pull in information 
from the order and create a 
drafted shipment. The system will 
determine how many of each item 
can fit into a particular box size. If 
an item is too large to fit into one 
of the Parcels indicated for Order 
Processing, Point2Ship will create 
a drafted shipment for that piece 
by itself. Your Shipping/Fulfillment 
department will then need to enter the 
parcel dimensions under Package 
Information.



Depending on the box you choose, you may also have a choice of shipping methods and speeds, each with its own 
cost. Box options include carrier-specific sizes as well as editable generic boxes, each of which will have varying 
dimensions and shipping costs. Refer to the Settings section above to add or remove box sizes from the list.



After you select a shipping method and box size(s), Point2Ship will generate the appropriate shipping label for you to 
print out and tape to the package. Click Email Label if you’d like to send it to the buyer or your shipping department.

Finally, you’ll see a 
link to the shipment 
in process and have 
the opportunity to 
complete the order.

If there are other items in the order for which you’re not using Point2Ship, such as heavy 
equipment requiring trailer transport, be sure to process and ship those items before you 
click Next. Completing this step indicates that you’re done processing the entire order. 



Point2Ship’s Shipments tab includes a View Shipments option. This provides an overview of your packages, their 
tracking numbers, and the carrier you chose for each. Click a shipment to view its details. 

You can also reach Point2Ship’s Shipments list by clicking the AddAShop Dashboard’s Shipping tab.



To schedule a pickup, 
click Schedule 
A Pickup under 
Point2Ship’s Additional 
Tools tab. You’ll be 
able to specify carrier, 
item(s) location, 
destination, time/date of 
availability, and more.



Carriers
Click Carriers to review the shippers you’re set up with. The Add A Carrier button lets you add another. A form will 
ask you for the carrier you’d like to add and the name of the person who handles your shipping/fulfillment. 

You’ll also enter your 
markup fee as a 
percentage of the 
shipping cost. This 
important fee is what your 
company charges for 
handling the shipment. 
For example, if the 
shipping fee on an item is 
$10, and your markup fee 
is 10%, the total checkout 
cost for shipping and 
handling will be $11  
($10 + $1).

Finally, you’ll enter your 
credit/debit card info for 
payment to the carrier, 
your billing address, and 
your currency preference. 
Finish out the step when 
you’re done.


