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What is Smart Pick Up

The UPS Smart Pickup option uses innovative technology to automatically arrange a pickup only when you have 
packages to ship. When you process a shipment via UPS CampusShip®, the system automatically notifies a UPS 
driver to make a UPS Smart Pickup that same day to pick up all prepared packages. If a package is processed too 
late in the day to notify the UPS driver to pick up your package the same day, you can schedule a UPS Smart 
Pickup for the following day, request a UPS On-Call Pickup®, or find a UPS location to drop off your shipment.

The only thing that will change is the “Pick Up Option” for your packages, you still need to create a shipment 
and schedule a smart pick up by logging in to https://www.campusship.ups.com/login using your CampusShip
User ID and password.

https://www.campusship.ups.com/login
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How to Create a Label as a Smart Pick Up 

When you log into 
UPS CampusShip, 
Click on Shipping, 
Create a Shipment
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How to Create a Label as a Smart Pick Up 

1. Where is the shipment going? - You 
can enter a new address and save it 
in your address book or choose one 
if you have any saved. 

2. Where is this shipment coming 
from? – System takes the address 
your account is tied to.  If different 
ship from address, you have the 
ability to edit by clicking the edit 
button.

You also have the option to change            
the return address if different from the 
ship from address. 
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How to Create a Label as a Smart Pick Up 

3. What are you shipping? Enter 
number of packages if more than 
one, package type, declared value 
if any.

4. How would you like to ship? 
Service is default to 2nd day air by 
corporate instructions, you can 
also select additional services, 
some have a fee, and some are 
free.

5. Would you like to add a 
reference number to this 
shipment? Cost Center field is your 
cost center. 
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How to Create a Label as a Smart Pick Up 

6. How would you like to 
pay? - System is defaulted 
to your account number, 
you can change the payee 
by clicking on the drop 
down and select “bill a 
third party, bill the 
received or use another 
payment (credit card etc.)

7. Would you like to schedule a pickup? – Will default to 
the address tied to your account, and it shows the cutoff 
time the label needs to be submitted for pick up the same 
day. 
NOTE: If a package is processed too late in the day to 
notify the UPS driver to pick up your package the same 
day, you can schedule a UPS Smart Pickup for the 
following day, request a UPS On-Call Pickup (there is a 
fee), or find a UPS location to drop off your shipment.

Click “Next” when all the fields are filled up.
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How to Create a Label as a Smart Pick Up 

You will be able to 
review shipment 
details, change 
shipping delivery 
day and see the 
shipping charges. 

If everything 
looks ok, click 
“ship now”.
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How to Create a Label as a Smart Pick Up 

You can print 
your label and 
stick it to your 
package and 
wait for it be 
picked up. 

You will also 
have the option 
to void the 
shipment if you 
are no longer 
sending it or 
create a return 
shipment if 
needed. 
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