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HUOnlineUHU ordering system – raising and reviewing 
queries 

 
UYour Home page 
 
Once you have logged into your account you will arrive at your Home page.  
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

1. Click Home to go 
back to your Home page 

2. View order 
history

7. View your 
most recently 
ordered 
products. 

3. Search for 
your orders 

8. View complete 
order history. 

6. View details of 
existing Queries 

4. View an 
order 

5. Raise or view a 
query on an order
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Navigating from the Home Page 
 
 

 - To return to your Home page click the  button 
located on the top left of the screen. 
 

 - By clicking on the  button you can view all the orders you 
have placed and their status.  

 
 
 

 - When using the  order 
tool. 
The search function is in 3 categories: 
 

1. Search by Customer reference 
2. Search by Order reference 
3. Search by Address 

 
 
 
 
 
 
. 
 
 
 
 

 - You can view the details of an order 
by clicking , which then produces a new screen called Order Details. 
 

 
 
 
 
The following statuses are used to define the current state of the WHOLE order: 
 

1. Click Home to go 
back to your page 

2. View order  
history 

4. View an  
order 

3. Search for 
your orders 
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1. Received – The order has been received and is currently waiting to be 
worked upon. 

2. In Progress – The order is currently being worked upon by a technician. 
3. Completed – The order has been completed and will arrive with you shortly. 
4. Cancelled – The order has been cancelled for more information. Please go to 

the Queries section for more information.  
 
 
You can view or download a report by clicking on the Report button located next to 
each product.   
 
 
 
 

 - Once you have located your order you can raise or view a 
query on your order by clicking Queries. 
 

 
 
Once you have clicked on the Queries button you will be taken to a new screen 
which will show the order reference and a button to ‘Add New Query’. 
 

 
 
 
 
 
In order to add a query to this order click the  button which will then 
produce a new entry box (as shown below). 
 

5. Raise or view a 
query on an order 
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Give the query a subject and a brief description. You can also upload and attach a 
supporting document. When this is complete click . 
 
Your query will then appear as in the below screenshot. 
 

 
 

(A screen showing order – 20006366 with a query attached) 
 
This will then attach itself to the order and will then be answered by one of Severn 
Trent Searches customer service operatives. 
 
N.B. When a query is raised by ourselves or when we respond to one of your 
queries, a notification e-mail will be sent to yourselves informing you that there has 
been a change.  
 
 
 

 - Once you have located your order, you can click on the 
 button to view any outstanding queries that have been raised (see below). 

 
 

6. View details of 
existing Queries 
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 - By clicking on open orders, you can view your most 
recently ordered products. 
 

 - By clicking view all you will be able see all the orders you 
have placed and their status. 
 

7. View your most 
recently ordered products 

8. View complete 
order history. 


