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To access the UPS collection page:

- Go to www.ups.com/gb (i) Click “Shipping” (ii) And then “Schedule a parcel collection”
from the drop-down menu

Step 1: Go to the UPS online collection form
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http://www.ups.com/gb


1. Respond Yes to the question
“Do you have pre-printed UPS Shipping 
Labels for your shipment?”

2. Enter the tracking number of every parcel
to be collected.  Separate every tracking 
number with a comma.

You will find the tracking number on the UPS label 
underneath “UPS Standard”.

Step 2: Shipping Label questions
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Please enter the information as required.

Leave empty

Step 3: Collection information and location
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Number of boxes:
Enter the number of parcels to be
collected

Weight of the collection:
Enter the total combined weight of all of the parcels. 

UPS Service:  Always 
choose UPS  
Standard in UPS  
Domestic Service  
section

Extra information:
Tick “No” as no single
parcel
weighs more than 30kg.

Leave empty

Step 4: UPS Service and package information
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Collection date
Select the date of the pick- up
Please note that same-day collection can only be 
arranged before midday of the same day.

Collection time
Select a time slot for the 
parcels to be collected.
Please ensure there are 6  
hours between the earliest 
and latest times to collect 
the boxes.

Collection location
Here you can select which  
entrance of the building 
the driver should go to to 
collect the parcels e.g.
reception, side entrance…

Instructions for the UPS driver

Enter any information the driver will need to find the parcel (e.g. 'use 
back entrance').
Please note this section is character limited.

Collection reference
Insert The Aqua Optima Water Filter 
Recycling Programme here.

Step 5: Collection date and time
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This section is usually hidden. Please make sure to unhide this section to insert collection notifications.

BEFORE

AFTER

Contacts’ emails
Please insert your email  
address to receive a  
confirmation email of
your collection.

Please keep the 
collection number in 
your file and refer to it 
whenever you need to 
contact TerraCycle.

Step 6: Collection notifications
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Then  
Click NEXT!



You will then be sent to a page to verify the details of your collection request.
If everything looks correct, click NEXT.

Now you are all sorted and you will receive a confirmation email.

Please note, you will need the Collection Request Number to cancel, modify or track the status of 
your collection.

Alternatively, you can organise your collection over the phone on 03457 877 877
However, to ensure a better traceability of your parcel(s), we recommend organising all of your 

collections online.

Step 7 : Review your collection request
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If you have any problems feel free to 
contact us at  

customersupport@terracycle.co.uk

or on 0800 0470 984 (free phone
number)

To find out more about the 
programme, visit the website: 

www.terracycle.co.uk/aquaoptima

mailto:customersupport@terracycle.co.uk
http://www.terracycle.co.uk/aquaoptima

