ORDERING FROM STUDIESHOP.BE
ORDER GUIDE

Come to our new
open house!
A beautiful two-story family home with
three bedrooms

STUDIESHOP.BE ORDER GUIDE
This handy guide with screen shots will tell you exactly how to order all your
school books and other materials correctly and easily, from registration to
order and payment.

1. SELECTING YOUR
BOOK LIST
www.studieshop.be
On the Studieshop.be homepage, you can
enter your school, municipality and list of
books in the dropdown menus.
Though please remember you will need to
register or log in before you can see
the list of items you need.

2. LOGGING IN OR
REGISTERING
I already have an account on
Studieshop.be
In this case, you can just log in with your
email address and LearnID password.
Forgot your password? Not to worry! We’ll
send you an email to reset it.

LearnID is an easyand safe log-in system that gives you access to My Studieshop, so
you can check all your orders, view your invoices, return items, etc. Your LearnID
account is unique to you and not connected to a particular school or study direction.
Which means you won’t ever need to create a new one, for example if you change
direction or schools. You just keep on using the same account.

Creating a new account
If you’ve never ordered from Studieshop.be before, then you should create an
account.
TIP:
register with the e-mail address used most often in your family for official
communication! As that way, you’re sure you’ll always receive all the

1.

information about orders and payments. Please note that the correctness and use
of your email address during the year is your responsibility!

Whom are you ordening for?
Once you’re logged in, we want to know
whom you are ordering for. Students
older than 18 can order for themselves,
but those under 18 best ask a
parent/guardian to order for them.
Students under 18 ordering for
themselves anyway, are asked for their
parents’ email address
at a later stage in the order process.
Once you’ve entered whom the books are for, you will be redirected to the order
list. You may need to tick a box for this!

GREAT
BOOK LIST SELECTED, TICK.
REGISTRATION DONE, TICK.
NOW YOU’RE READY TO ORDER.

EVERY STUDENT RECEIVES INFORMATION INDIVIDUAL TO THEM
Parents ordering for their child will be asked to enter their child’s name, date of
birth and email address, as each student will receive an email with information
about their items.

3. ORDERING

3.1 SUBJECTS AND MATERIALS

Everything you need,
will appear
in an easy list straight
from your school’s
teachers, with all
compulsory items
selected by default,
though of course you
can untick any of the
items if you
already have them,
e.g. from your brother
or sister.

HOW MUCH
WILL MY ORDER COST?
All prices are quoted next to the titles and the total order value is clearly indicated
in the box, so you always know how much you’re spending.

3. ORDERING

3.2 Schoolstuff
3.3 Webshop
BY PARENTS’ REQUEST
Range of school materials and other things.
We also have lots of other school stuff in our webshop. This’ll definitely make
your and your parents’ life easier, because you won’t have to go to lots of
different shops to buy a few small school items.

HOW MUCH
WILL MY ORDER COST?
All prices are quoted next to the titles and the total order value is clearly indicated
in the box, so you always know how much you’re spending.

3.4 Your shopping cart
CHECKING YOUR ORDER
Once you’ve got everything you need, go to your shopping cart.
Here you get a full overview of your order and you can change the number of
book copies or remove items you put in your cart before you confirm.

HOW MUCH
WILL MY ORDER COST?
All prices are quoted next to the titles and the total order value is clearly indicated
in the box, so you always know how much you’re spending.

4. CHECKING YOUR
DETAILS
In the next screen, you can check your details and add any if necessary. Is your
email address right? Do we have the correct mobile number? etc. Please
remember mistakes in your details may mean your order cannot be processed
properly or will even get lost! If your package can’t be delivered because you
entered the wrong address, it will be sent back and you’ll need to order again.

18 ALREADY? OR YOUNGER OR OLDER?
At this stage, students ordering for themselves will be asked how old they are. If
they are under 18, they will need to enter a valid email address of one of their
parents, so we can send them all the financial details.

5. DELIVERY AND
PAYMENT
Packages to be delivered at
school cannot be changed.
However, if your school has opted
for home delivery, you can choose to
have your package sent to your home
address or a different delivery
address (like your grandparents’
house). Your school’s address cannot
be used as an alternative delivery
address! Also remember that
company addresses are not a good
idea, as PostNL sometimes
deliver outside of office hours or at
weekends.

TRACKING YOUR PACKAGE
You’ll receive an email with a track & trace code as soon as your order has been
collected by PostNL, so you can trace your package from the time it’s
dispatched at our distribution centre to the second it’s delivered on your
doorstep or at an alternative address.
If you’re not at home, PostNL will try and drop it off with a neighbour. Please note
that if this isn’t possible, it will be delivered at a collection point where it will stay
for one week. You will receive a message with the address. If you haven’t collected
your package after one week, it will be returned to
Studieshop.be and you’ll need to order again.

WRONG ADDRESS
If your package can’t be delivered because the address could not be used as an
alternative address, it will be sent back and you’ll need to order again.

Choosing your payment method
We offer different payment methods, like Bancontact, PayPal and various credit
cards. You can pay straightaway or in instalments (under “more payment
options”). If you’re paying in instalments, you will pay the first part when
you order and we will debit the next instalments automatically from your or
your parents’ bank account.
If you prefer to pay by bank transfer, we’ll send your invoice with payment slip
within 24 hours and we’ll ship your order as soon as we’ve received your
payment. Please note that you have two weeks to pay before we automatically
cancel your order. In this case, you’ll need to order again. You will of course
receive a message from us.
As soon as we’ve accepted your
payment, you’ll receive an order
confirmation.
After this, you’ll see your order in My
Studieshop on the website.
Confirmed orders can be changed or
cancelled online in My Studieshop as
long as our distribution centre has not
started processing them.

PAYING IN MONTHLY INSTALMENTS
Under payment methods, click on “more payment options” to divide your payment in
monthly instalments. Or contact our customer service team to set up an
individual payment plan.

