
Manage your orders simply and efficiently

My
Account
user guide

Need help? Call 0345 120 2055
or email enquiries@hope-education.co.uk 

In this guide, we’ll walk you through the key 
features of My Account, including:

1.Orders  2. Profile  3. Favourites  4. Statement  5. Quotations



On-demand access to your 
account - anytime, anywhere

With My Account, managing your ordering is easier than ever. You can:
• View and track all orders
• Check delivery notes and invoices
• Reorder your favourites
• Organise product lists
• Update your personal details
• Download statements and quotations
Everything is stored in one simple dashboard.

To access My Account, sign in and click My Account at the top of the website.

Along the top, you’ll see all available features: Profile, Orders, Favourites, Statement, and Quotations.
Let’s look at each one.



1.	Orders

In the Orders tab, you’ll find your full order history:
• Not Yet Despatched
• All Orders
• Returns

You can:
• Cancel an order that has not yet been despatched
• Repeat a previous order in one click

All orders - including cancelled or returned ones - are listed under All Orders.



You can specifically check on the orders you return in ‘Returns’ tag.

If you need more information, click View Details to open a full breakdown of the order.
You can also Download PDF to save a copy.



To track your delivery, click ‘Track Order’ for real-time status updates.
You can also view invoices from this page.

Click ‘Track Parcel’ to see full courier tracking information.





2. Profile

In the ‘Profile’ section, you can easily update:

Account Settings
Edit your personal information and login details.

Billing and Payments
If you don’t already have a credit account, you can request one through a quick online application form.



Address Preferences
Add and manage multiple delivery addresses.

Communication Preferences
Choose how you’d like us to contact you and what information you want to receive.



3. Favourites

This handy tool lets you save and organise all the products you’re interested in.

Click the heart icon on any product to automatically add it to your ‘Products I Love’ list.



You can also click Add to My Lists to save items to a custom list.

In My Lists, you’ll find these options:

Create a list

Edit

Delete

Share by email

Download

We recommend creating lists by department, project, team member, or ordering period — perfect for saving 
time on regular orders.



Additional sections:
Frequently Purchased – See items you’ve bought more than twice.

Purchased in the Last 12 Months – Useful for planning repeat orders.
You can Filter & Sort these lists and even Add All to Basket.



4. Statement

In the Statement tab, you can:
• View and download your statements as PDFs
• Make a payment instantly using your preferred method
• See any credits, which can be applied to future orders



5. Quotations

If you need a quote, simply contact us, and your quotation will appear in the My Account → Quotations 
section.
When you’re ready, click Proceed to Checkout to place the order.

My Account makes managing your orders 
faster and simpler. If you need help at any 

time: Call us on 0345 120 2055 
or email enquiries@hope-education.co.uk

We’re happy to assist!


