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Getting started

1.0
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The new Ulverscroft website has been 

designed to work responsively across 

different devices, including desktop, 

laptop, tablet and mobile. We 

recommend using a desktop or laptop for 

the best user experience.

Please note this guide focusses on the desktop 

user experience so the featured imagery may 

differ from what you see if you use a different 

device.

Designed with 
you in mind

1.1
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When viewing www.ulverscroft.com

you will first be directed to our corporate 

website.

To reach our library store site click the button 

Visit Store button. Our corporate website is 

separate from the Store website.

You can skip this step in future by simply visiting 

www.ulverscroft.com/store.

Visiting the Store

1.2
Links to Visit Store can be found at the top of our new Corporate website. 

The Store is a separate website.
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On your first visit to the store, you will be 

prompted to accept website cookies by a 

banner in the footer. 

Some cookies are essential to the running of the 

website (allowing us to capture basket 

information when you place an order for 

example), whereas some cookies are optional. 

You will need to allow essential cookies but may 

opt out of any additional cookies the website 

uses for marketing purposes.

For more detailed information regarding our use 

of cookies, please visit 

www.ulverscroft.com/store/privacy

Accepting cookies

1.2

Accept all cookies or view cookies Settings.
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Our website automatically detects your 

region based on your location but if you 

need to change your region you can do so 

by clicking Change your region which is 

located at the top of the page (only when 

logged out).

Changing your region

1.3 Change your region here.
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To login to the Ulverscroft website you 

must first click Login which is located 

next to the Basket function in the top 

right-hand side of the screen.

You will then be directed to enter your 

Username and Password. Please note, 
you will be unable to access our 

Brochures and Offers pages as well as 

title information screens until you are 

logged in.

Logging in

1.4 Login here.
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Searching

2.0
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You have several different ways to search 

the Ulverscroft website:

1. Our Quick Search function is located to the right 

of the Ulverscroft logo. This can be used by entering 
an ISBN, title, author, or narrator and clicking the 

magnifying glass icon to complete your search.

2. Our Advanced Search function is in the top 

right-hand corner. Upon clicking the hyperlink, you 
will be directed to the Advanced Search page.

3. You can reach our filterable Browse page by 

clicking the Browse button which is found in the 

centre of the page or by selecting your desired 

format from the Browse drop-down menu.

How to search 
the website

2.1
1. Quick Search.

2. Use our Advanced Search.

3. Browse.
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Fill in your search term in the top header, 

press enter or the magnifying glass icon 

and you will be directed to a filterable 

page based upon your terms.

From here you can find your desired title by 

scrolling and clicking on the title or by using the 

filters on the left-hand side of the screen to 

narrow the search results.

Please note, you will need to be logged in to access the 

title’s information screen. You can also add titles to the 

basket from the search results page as shown opposite 
(if you are logged in).

How to use 
Quick Search

2.2
Quick Search by ISBN, title, author or narrator. 

Click on a title for 
more information. 

Filter results as required.

Add the title to 
your basket (only 
when logged in)
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From the Advanced Search screen, you 

can add specific title details or select 

genres, imprints, media and/or a date of a 

publication range. Be sure to scroll down 

to view all available fields.

Once fulfilled, click Search in the bottom right 

of the screen to be directed to a filterable 

screen based upon your terms. Please note, you 

will need to be logged in to access the title’s 

information screen.

How to use 
Advanced Search

2.3
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By clicking the Browse button (either on 

the homepage or from the main website 

menu), you will be directed to a filterable 

Browse screen.

From here you can select your desired search 

filters on the left hand side. Click Apply to 

activate your filters or Clear to remove all 

selected filters.

By selecting the format from the Browse drop-down 

you will find a list of all available Large Print Books, 

all Audiobooks, and all Digital titles.

How to use the 
Browse page

2.4

Filter results as required.

Browse from the main website menu. 
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How to order

3.0



Once you’ve located the title you require simply 

fill in the Line Reference, Fund Code and 

select the Branch Code and Quantity.

If you’d like to order copies of the title to a different 

branch you can do so by clicking Add Branch Code and 

adding the Quantity. If title is a digital eAudiobook, you 

can also select the Purchasing Model. Once this is done 

click Add To Basket or Pre-order if the title is a 
future release.

Please note: Some regions may not include an option to specify 

branch or fund codes. You may simply be asked for a quantity. Please 

complete the fields according to your region’s requirements.

Also, a message will show under the title’s price on this page if this 

title has been previously ordered. This message also displays on the 

listing page in List View (see slide 6.1).

Specifying quantity, fund 
code and branch code(s)

3.1

Specify Line Reference, 
Fund Code, Branch 
Code and Quantity as 
required. Additional 
branches can be added 
by clicking Add 
Branch. 

Click Add To Basket 
or Pre-order (if the 
title is a future release).

A message will show here 
if this title has been 
previously ordered.
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Once the title has been added to your 

basket you will receive a notification that 

it has been successfully added.

Click the View Basket within the pop up to 

see your purchasing collection in greater detail.

Viewing your 
basket

3.2
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From the Basket page you can see all 

your Selected Titles and the purchase 

information you filled in previously.

Please ensure all information is correct. You can 

amend the Line Reference, Fund Code, 

Branch Code and Quantity at this stage.

You can remove titles by by clicking Remove 

Item under the title details or by clicking the X
located to the right of the price (on larger 

screens only). You can also empty your basket 

completely by clicking Clear. If you are happy 

with all purchases, click Checkout.

Updating your 
basket

3.3



During checkout, you will reach the following pages:

3.4 Checkout explained

(3) Review – here you can review and edit the order 

details and apply a voucher code. You must accept 
our terms and conditions and privacy policy before 

going further with the order. To save your basket for 

later click the Save button – you can then approve 

the order from the My Account screen. To 
purchase the titles, click the Place Your Order 

button.

(2) Delivery – you are required to add a Billing 

Address and a Delivery Address. If your delivery 
address is the same as the billing, there is a tick box to 

carry the information over so you only have to enter 

it once. Be sure to scroll down to view the entire page 

contents. From this screen you can also add any 
special delivery requirements.

(1) Order Details – you are required to add a Full 

Name, an Email Address and a PO Number.
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Managing your 
account and orders

4.0
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The Account Dashboard can be 

accessed through the My Account 

link which is located to the left of the 

Basket icon in the top right of the 

website header.

From the Account Dashboard you can 

access the following subsections: Manage 

Orders, Saved Baskets, My Details, 

Manage Users, MARC Records,

Subscription Plans and Help.

Accessing your 
Control Panel

4.1
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From the Orders section you can view 

the status of orders, approve saved 

baskets, and download invoices.

Orders marked with Pending Approval

require authorisation from an administrator. 

Click View Order and Approve to complete 

the purchasing process or Cancel to delete the 

basket.

Managing your 
orders

4.2

Username
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A Level 1 Administrator can authorise 

an order awaiting clearance. Once 

authorised the order will be passed to the 

Ulverscroft system for processing.

Level 1 Administrator

Full control.

Level 2 User

Can place orders with no authorisation required.

Level 3 User
Can place orders but requires authorisation from 

the administrator.

User levels explained

4.3

Level 1 Administrator 
is able to approve or 
cancel orders placed by 
Level 2 or Level 3 users 
via the Order Details 
screen.
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From the My Details section you can 

change your password as well as set up a 

default Billing and Delivery address.

To amend your password simply enter your 

new password into the Password field and 

Confirm Password field and click Update to 

confirm the change.

To amend your addresses, scroll down the page, 

click the Edit hyperlink underneath either your 

Billing or Delivery address, enter your new 

address, and click Update to confirm the 

change.

Amending your 
details

4.4

Username
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Depending on your level of authorisation, 

you can amend the details of users linked 

to your purchasing account as well as add 

new colleagues from the Manage Users

section.

To change the details of the members, simply 

click Edit, fill in your desired changes and press 

Update to confirm the change.

To add a colleague to your purchasing channel, 

click Add New User, enter their details, and 

click Update to confirm the change.

Amending user 
details

4.5

Username
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From the MARC Records section you can 

download MARC Records for your large 

print and physical audiobook orders.

The records can be filtered by year and are 

split by months. You can download the 

Large Print MARC Records by clicking the 
Large Print button and the physical 

audiobook MARC Records by clicking the 

Audio button.

MARC Records

4.6

Username
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You can access our ongoing annual 

subscription plans from within the 

dedicated Subscription Plans section.

Click Subscription Plans to download the 

latest version of our plans.

If you have any questions, you can find your 

local Ulverscroft representative via the Contact 

page.

Accessing 
Subscription Plans

4.7

Username
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Special Offers & 
Highlights

5.0
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Our latest special offers are located in the 

designated Offers section, which can be 

accessed via the homepage and the main 

menu of the website.

Please note, you will need to be logged in to 

access the Offer screen.

Viewing our latest 
Special Offers & 
Highlights

5.1

Offers can be accessed from the main website menu. 
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To activate an offer click Select Titles on 

your chosen promotion. Please note, your 

basket will have to be empty to activate an 

offer.

From here you can see any rules the promotion 

may have as well as select the titles you wish to 

purchase. If the title is discounted then a reduced 

price will display. You can use the Add All function 

if you wish to purchase the whole basket.

Upon selecting a title it will be added to your basket. To 

finalise your order you will need to complete steps 3.3 - 3.4.

Activating an offer

5.2
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Multiple Saved Baskets

6.0
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We have recently added Saved Baskets 

functionality to the website, allowing users 

to save and retrieve multiple different 

shopping baskets. Users are also able to edit 

and delete Saved Baskets as required. 

The contents of the main basket can also be added 

to a new or existing Saved Basket.

6.1

Click to add items to 
a Saved Basket.

Introducing multiple 
Saved Baskets
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To save a basket for later, simply click the 

Save Basket button from the basket page, 

as shown opposite.

You will be prompted with a popup which 

will allow you to create and save items to a 

new Saved Basket or a pre-existing one.

You can give your new Saved Basket a name or 

tick a checkbox to add the title to one of your pre-

exiting Saved Baskets.

Please note: items will still remain in the active basket.

How to save a 
basket for later

6.2



You can also save an item to a new or pre-

existing saved basket from the listing page, by 

clicking the multiple basket icon, which sits 

alongside the main Add to basket button 

(in either Gallery or List views).

You will be prompted with a popup which 
will allow you to create and save items to a 

new Saved Basket or a pre-existing one.

You can give your new Saved Basket a name or 

tick a checkbox to add the title to one of your pre-

exiting Saved Baskets.

Please note: items will still remain in the active basket.

How to save a basket 
(from the listing page)

6.3



Manage your Saved Baskets by 

clicking the Saved Baskets link from 

the My Account section.

From here, you can edit or delete existing 

Saved Baskets.

Managing your 
Saved Baskets

6.4

Username

Manage your Saved Baskets 
from the My Account section.

Edit or delete your Saved 
Basket from here.

Ulverscroft Using the Store
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When editing a Saved Basket, you can 

change its name, remove titles or retrieve 

the Saved Basket, meaning the items will 

be moved to your current basket.

Whenever you make a change, be sure to press the 

‘Update’ button at the bottom of the screen to 

save any changes.

When you retrieve your Saved Basket, any items 

in your basket already will be removed. Your 

Saved Basket will also become empty. You can 

then checkout your active basket as normal.

Editing and retrieving 
a Saved Basket

6.5

Clicking Retrieve Basket will add items in this 
Saved Basket to your active shopping basket.
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Hints & Tips

7.0
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You can choose to view titles on the 

Browse page in two alternative layouts, 

by toggling between List View and 

Gallery View.

There is a little more information shown when 

in List View. For example, you may specify 

Line Reference, Fund Code, and Branch 

Code (if applicable to your region) from this 

screen before adding titles to the basket.

A message also displays in this view indicating if this title 

has been previously purchased. Note: this message also 

shows on the title details screen (please see Slide 3.1)

Toggling List or 
Gallery View

7.1

Toggle between List or 

Gallery View here.

A message will show here 
if this title has been 
previously ordered.
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If you require further assistance using our website, please contact:

38

customersupport@ulverscroft.co.uk

mailto:customersupport@ulverscroft.co.uk

