[bookmark: _GoBack]A guide to ordering Royal Mail uniform -

A new ordering platform has launched for Royal Mail called DETAIL this will enable you to place orders online at your own convenience, anytime, anywhere from any device. 

Detail Link -  
https://detail.dimensions.co.uk/RoyalMail
Once you have clicked on the link above you will see the following screen where you will be prompted to enter your username and password, if this is the first time you are logging on you will be asked to provide a valid email address and contact number, by adding these details to your profile you will be able to be kept up to date with the process of your order.  – 
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Once you have logged in you will see a notices page. This page will show all the important messages regarding your uniform. Once you have read the notices, click you have read the notices. 
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You should now see your welcome page, from here you will be able to – view your catalogue, place and order, view your order history and order status updates, allocation allowance and LIVE stock availability. To place your order click on order my uniform – 
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You should now see products which are available to order, shown by category, you can either click on the image related to the category you wish to order or select from the menu on the left hand side. 
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Once you have selected the category you want to order from, you will be shown all the products available to you within that category. The allocation bar shown what allocation is remaining for each item that you select. To the right of the allocation bar you can also see when your next allocation is due and if you have added items to your basket which are over allocation. 
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Once you have clicked on the image you wish to order you will need to click on the drop down arrow, select your size, select how many you wish to order then click add to basket. 
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Once you have clicked add to basket and finished ordering the items you require, you will need to scroll to the top of the page, at the top right of the page you will need to click on the basket icon which will take you to the following page – 
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Click on the green check out button, if you are within entitlement you will see the following screen, on the left hand side you will see where the items are being delivered, and to the right you will see manager’s name and Notes box. You need to put your manager’s name and in the notes you will need to add a comment whether they are within entitlement, size exchange etc. These are required fields if you do not add your manager’s name or comments in the notes box your order will not go through. 
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If you are ordering items which are over entitlement, you will see the following screen – 
[image: ]
Please click in the circle, request for order to be authorised, then click continue, you will then see the following screen, This will give you an overview of what you have ordered that’s over entitlement and that will be sent to the Demand Challenge Team within Royal Mail for them to review and authorise/decline, please click the continue button. 
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Once you have clicked continue you will see the checkout screen which summarises the details of your order, your delivery address, you will need to add your managers name in the box and also in the notes field include a detailed explanation advising the reasons for ordering outside of your allocation, worn and torn isn’t a detailed reason for the Demand challenge team to authorise. Then click place order where you will be given an Order Reference number, this can then be used to check the status of your order. 
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Welcome

PLEASE NOTE: If you are uniform wearer , your usemanme is your
payroll number. If you are a manager , your usemane is your first
name and sumame.

This is the login page for your online uniform ordering service.

Please use the login details provided by your employer to access
this website.

Please note, this website uses cookies to Iog you in and to help us
measure how our users use our website. This information helps us
leam how our users are moving around the site and we can
therefore understand how to improve it

Username:

My Usemame s

Password:

My Password is.

Login
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Notices

®
®

Wellingtons are available on our uniform range, if your duty requires wellingtons please speak to your local safety advisor and where a
local risk assessment confirms they are required, they will be provided

Please ensure you have entered a valid email address (can be your managers email address if you do not have one) so you are
automatically emailed with your order reference and any updates. The order reference s needed when querying orders with the
uniform helpline. To add your email address to your profile please go to ‘manage my account’ on the left hand side of the screen
We're currently trialling a number of different footwear styles s part of our ongoing search for altemative footwear options.

Please note that due to the very high demand during summer months — Wide Brim Hats are currently out of stock.

Please note that due to the new GDPR regulations we are not able to use our preferred survey provider. For that reason the uniform
questionnaire is currently unavailable. We are working on a new Survey Platform and this will be available very soon
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Welcome to your new look online ordering site. Please take some:
time to familiarise yourself with the site before you place an order.
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Delivery
Address:
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Woolton Delivery Office L2
57AA
WOOLTON
Any day of the week
76
Woolton DO
27 Woolton Street

LIVERPOOL
L257AA

Order My Uniform »

Authorisation ®

1148 Orders to Authorise

Delivery Information @

Your items will be delivered within 3 - 4
working days once order status is complete
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