Landmark Collections Online – My account functions
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How to view & download your statement

From the home screen select ‘View Statement’;
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You will then see the following screen which will be populated with transactions from the last 12 months.
If you wish to see transactions prior to the last 12 months you should change the ‘Transactions From’ date at the
bottom of the screen and then ‘Update’;

Balance Brought Forward is made up of any
balance outstanding prior to the period you
are viewing. If you would like to see what an
outstanding balance is made up of you should
go back further on your transaction from date

If you would like to download the
transactions for the selected period
you should select ‘Download as PDF’

2.

How to view your payment history and download payment receipts

From the home screen select ‘View Payment History’;
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You will then see the following screen which will be populated with payments received in the last 12 months.
If you wish to see payments received prior to the last 12 months you should change the ‘Transactions From’ date at
the bottom of the screen and then ‘Update’;

To download an individual payment receipt select ‘Download Receipt’ next to the relevant item.
To download a list of all the payment receipts for the selected period select ‘Download as PDF’.

3.

View and download your standing order details

From the home screen select ‘Standing Order Details’;
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You will then see the following screen which will be populated with the payment information for the selected
property. You can use the information on screen to set up a standing order through your online banking (if you have
this facility), or alternatively you can select to ‘Download as PDF’ and take the details into your bank or building
society;

4.

How to make a payment from within your account

From the home screen select ‘Make a Payment’;
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If your account balance is £0.00 then you will not be able to make a payment because there is nothing owing on your
account. In this instance you would see the following screen;

If you do have a balance owing on your account you will see the screen below. If you wish to proceed you should
select ‘Proceed to Payment’ and you will be transferred to a secure payment processing page;
Please note – There is no option to select the amount you wish to pay. The full balance will be passed through to the
payment processing page. This is because we do not accept part payments.

You should then enter your card details into the secure payment processing pages by following the instructions on
screen. At the end of the transaction you will automatically be re-directed back to your online account. If your
payment has been successful you will see the following confirmation message. Email confirmation will also be sent
to your nominated email address;

If your transaction has been
unsuccessful you will see a
different message when you are
automatically returned to your
online account. The transaction
may have failed for a number of
reasons so it is important that you
read the message carefully and
follow the instructions provided.
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5.

How to view and change your correspondence details

From the home screen select ‘Your Details’;

Your correspondence address and preference is displayed here;

If your correspondence preference is set to ‘Postal’ then your correspondence will be issued to the correspondence address shown
on the screen.
If your correspondence preference is set to ‘Email’ then your correspondence will be issued to the email address/username
displayed on the screen. For online accounts with multiple properties linked to a ‘master’ account, all correspondence will be
issued to the email address/username associated with the ‘master’ account.
If a correspondence address has been provided, it is a legal requirement that the address must be situated in England or Wales.
This is regardless of whether you receive your documents by post or by email.
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If you would like to update your postal correspondence address, select ‘Update your details’ (please note that this
will log you out of your online account). This will direct you to our change of address forms. Please complete the
relevant information and submit the form.
If you would like to update the email address to where your email correspondence is issued to, then please see point
8 ‘ How to update your email address/username’.

6.

How to ‘Opt in’ to email correspondence

If you would like to receive payment requests and reminder letters by email, select ‘Your Details’ from the home
screen;

Select ‘Change to Email’ in the correspondence preference section;
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Read through the ‘Important Information’ carefully. If you are happy to proceed then select ‘Proceed’;

You will then be taken to another screen containing further important information. Read through this carefully and if
you are happy to proceed then select ‘Proceed’;

You will then see the following page. If the email address is correct then select ‘Send Activation Email’ or ‘Update
Email Address/Username’ if you need to update the email address associated with your online account(s) first;
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You will then see the following page. Read through the information carefully and follow the instructions, then select
‘Return to ‘Home’ Page’;

When you locate the ‘Activation’ email you must click the ‘verification link’ within the email to verify your email
address and complete the ‘Opt in’ process. Tip - You may need to check your junk/spam folder!

You will then be re-directed to your online account where you will see a ‘Verification Complete’ confirmation page.
Select ‘Return to ‘Home’ Page;
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You can then go back to ‘Your Details’, where you will see that your correspondence preference has now updated to
‘Email’;

You will also receive a confirmation email as shown below. Please ensure you add
documents@landmarkcollections.co.uk to your ‘Safe Senders’ list.

7.

How to ‘Opt out’ of email correspondence

If you would like to change your correspondence preference back to email, please email your request to
info@landmarkcollections.co.uk.
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8.

How to update your email address/username

From the home screen select ‘Your Details’;

You will then see the following screen where your existing email address/username will be displayed;

Select ‘Update Email Address/Username’;
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On the following screen enter your new Email Address/Username, confirm your new Email Address/Username and
then select ‘Save’;

If your email correspondence is set to ‘Postal’ then you will see the following screen. Select ‘Save Changes’;

You will then see the following confirmation message and your new Email Address/Username will be displayed in
‘Current Email Address/Username’;
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If your correspondence preference is set to ‘email’ then your new email address will need to be verified. In these
instances you will see the following screen. Confirm that the email address is correct, read through the details
carefully and if you are happy to proceed then select ‘Send Verification Email’;

You will then see the following page. Read through the information carefully and follow the instructions, then select
‘Return to ‘Home’ Page’. Tip - You may need to check your junk/spam folder!

When you locate the ‘Verification’ email you must click the ‘verification link’ within the email to verify your email
address and complete the ‘Update email address/username’ process;
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If the verification was successful then you will be re-directed back to your online account where a confirmation
message will be displayed and you will be able to see that your email address/username has been updated
accordingly;

You will also receive a confirmation email as shown below. Please ensure you add
documents@landmarkcollections.co.uk to your ‘Safe Senders’ list;

Please remember that if you have multiple accounts linked to a master account, then this change will apply to all
of your linked accounts.
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9.

How to update your login password

From the home screen select ‘Your Details’

Select ‘Update Login Password’
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On the following screen enter your ‘Current Password’, then your ‘New Password’, then ‘Confirm your new
password’ and ‘save’;

Please note – Your new password must contain one capital
letter, one number and be at least 8 characters long

On the following screen select ‘Save Changes’
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You will then see the following confirmation message if the password change has been successful.

If your password change has not been successful then a different message will be displayed to explain why. Please
read carefully and then try again.

10. Visit our frequently asked questions
We have a comprehensive suite of information on our website which may be able to assist you with any queries you
may have. To visit these please select ‘FAQ’S’ from the home screen of your account. Please note you will then be redirected to our FAQ’s and you will be logged out of your online account.

11. Contact Us
If you need to contact us please select ‘Contact Us’ from the home screen of your account. Please note you will then
be re-directed to our Contact Us forms and you will be logged out of your account. All enquiries will be reviewed and
responded to within 14 days. All communication is conducted in writing to avoid ambiguity and to ensure we have
an audit trail.
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