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SILK FOR EMPLOYEES
Welcome Page
This page displays your company’s logo and your name.

At any time, you may return to the welcome page by clicking either your company’s in the top left corner or “Return 
to Menu” in the top left corner of the allocations sidebar.

At the bottom of the page, you will see the following options for entering the website:

Not all users will see all options, depending on their organisation. "Self-Buy (see page 118)" typically refers to non-
allocated garments, i.e., garments that individuals can purchase on their own; while "uniform" refers to garment 
allocations. 

Shop Uniform 
The landing page of this section of the website is an online shop, organized by Basic, Outerwear, Accessories and any 
other relevant categories (see page 101).

The categories and items are displayed according to your assigned allocation profile, such as “male cabin crew 
member” or “female pilot.” You will only be able to view and order items that are assigned to your job role, although 
you may be assigned more than one job role.

http://www.deaneapparel.co.nz/
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Menu Navigation

Home: Return to the Welcome screen.

Shop: Browse the catalogue and select garments to add to your cart. 

Info: Display any relevant information such as the returns policy or size guides.

Wardrobe: Show garments you currently have, including their colour, size, order date, order number and status.

Orders: See information about all of your previous orders, including the garments and status of the order. Sort by 
Orders to check the status of orders, including returns. Sort by Items to view the history of types of garments, 
including size and quantity. If there are no orders associated with your account, you will see the following message: 
“You haven’t ordered anything yet.”

Search: Click the magnifying glass icon to search all records.

Shopping cart: To display your current shopping cart, click the shopping cart icon in the menu. You can also select 
“Shopping Cart” in the sidebar.

Please contact your manager/administrator if you do not see the correct items, or if you have recently 
changed roles within your company.
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Understanding the allocation sidebar

Quantity allocation

Quantity Allocation
The sidebar represents your allocated garments with icons. It is always present on the right side of the screen.

The sidebar reflects changes as you shop. Grey represents the value of garments you already have. Once you add 
an item to your cart, the respective row will display a green filled circle to indicate that the item is in your cart.

http://www.deaneapparel.co.nz/
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If the items in your cart exceed your allocation, you will see a yellow filled circle to indicate that the item is over 
your allocation.

http://www.deaneapparel.co.nz/
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Depending on your organisation's agreement with Deane, you may not be able to check out until your current 
order is within your allocation. If this is the case and you exceed your allocation, you will see a message in the 
shopping cart to remove and/or return items. The "Go to Checkout" button will not be active ("clickable") until 
the cart is within the allocation. 

Oskar must remove one tie pin from his cart before he can complete the order.

http://www.deaneapparel.co.nz/
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Equivalency Rules
Jessica is a female cabin crew member. She has an allocation of three dresses, four tops, and three bottoms (skirts 
and/or trousers). She can buy any combination of dresses, tops, and bottoms as long as they fit within her allocation.

In this case, she has selected two dresses, two tops, and one bottom.

Here are two different scenarios for returning garments and ordering new ones while staying within her allocation:

1. If she now returns a dress, she would still have one dress, and she would be able to order an additional top and 
bottom for a total of three tops and two bottoms.

http://www.deaneapparel.co.nz/
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2. If she now wants to buy another dress, she must first return a bottom and a top, for a total of three dresses, one 
top, and zero bottoms.
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Using these rules of “equivalent” garments, Silk automatically keeps track of a user’s allocation.
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Value allocation

Value Allocation
The sidebar represents your allocated garments with icons. It is always present on the right side of the screen.

Remember, your allocation is unique to your profile; in the example below, Hektor can shop from the Front of 
House range only.

The sidebar reflects changes as you shop. Grey represents the value of garments you already have. Once you add 
an item to your cart, the bar will appear filled with green and purple to indicate the value of the item(s) you have 
just added, plus freight (if applicable). GST is not included in the value bar. 

If Hektor adds two Reversible Half Aprons to his cart at $17 each, the value bar will increase by $34 plus $10 for 
freight. This does not include $6.60 in GST, which will not be deducted from Hektor's allocation.

http://www.deaneapparel.co.nz/
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 If the items in your cart exceed your allocation, you will see a yellow bar to indicate that your cart exceeds your 
allocation. 
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If the items in your cart exceed your allocation, you will be asked to provide credit card details upon checkout. 
The allocation sidebar displays the exact dollar amount of the excess, excluding GST, and the amount you will 
be charged upon check out, including GST. 
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1 https://silk.deaneonline.co.nz/

How to place a garment-managed order
From your user account in Silk, you can order a garment within your allocation. 

Step-by-step guide

Log in

First, navigate to Silk1.

Then log in with your username and password. (Forgot your username and/or password? (see page 66))

Shop

On the Welcome screen, click "Shop Uniform."

Click on the category (see page 101) of the item you want to order.

http://www.deaneapparel.co.nz/
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You can also click on the name of the garment category (e.g. Trousers) in the allocation sidebar to go to the available 
items for purchase.

To add an item to your shopping cart, click the item in shop.

Select the size, quantity and any alterations (if available).

http://www.deaneapparel.co.nz/
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Once you add an item to the cart, you can see whether the item is in stock or back-ordered. If an item is back-ordered, 
your order may take longer to fulfil. 

You will also see a change in your allocation sidebar (see page 6). This will look different depending on your 
organisation's allocation method, value or quantity:

Value Allocation

The sidebar represents your allocated garments with icons. It is always present on the right side of the screen.

Remember, your allocation is unique to your profile; in the example below, Hektor can shop from the Front of House 
range only.

The sidebar reflects changes as you shop. Grey represents the value of garments you already have. Once you add an 
item to your cart, the bar will appear filled with green and purple to indicate the value of the item(s) you have just 
added, plus freight (if applicable). GST is not included in the value bar. 

If Hektor adds two Reversible Half Aprons to his cart at $17 each, the value bar will increase by $34 plus $10 for 
freight. This does not include $6.60 in GST, which will not be deducted from Hektor's allocation.

Size: You can add the item to your cart after selecting a size.
Quantity: You must select at least 1 to add the item to your cart. However, if you exceed your allocation, you 
will have to reduce the quantity before you can place the order.
Alterations: If alterations (see page 96) are available, you can select the appropriate alterations from a menu.
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 If the items in your cart exceed your allocation, you will see a yellow bar to indicate that your cart exceeds your 
allocation. 
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If the items in your cart exceed your allocation, you will be asked to provide credit card details upon checkout. The 
allocation sidebar displays the exact dollar amount of the excess, excluding GST, and the amount you will be charged 
upon check out, including GST. 

Quantity Allocation

The sidebar represents your allocated garments with icons. It is always present on the right side of the screen.

http://www.deaneapparel.co.nz/
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The sidebar reflects changes as you shop. Grey represents the value of garments you already have. Once you add an 
item to your cart, the respective row will display a green filled circle to indicate that the item is in your cart.
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If the items in your cart exceed your allocation, you will see a yellow filled circle to indicate that the item is over your 
allocation.
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Depending on your organisation's agreement with Deane, you may not be able to check out until your current order is 
within your allocation. If this is the case and you exceed your allocation, you will see a message in the shopping cart 
to remove and/or return items. The "Go to Checkout" button will not be active ("clickable") until the cart is within the 
allocation. 

Oskar must remove one tie pin from his cart before he can complete the order.
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Check out

Click “shopping cart” in the sidebar or the shopping cart icon in the top-right corner to go to your cart.

From your shopping cart, you can see the colour, size and quantity of each of the selected garments. The shopping 
cart also displays the selected shipping method and total amount you will be charged, if applicable.

Verify that your personal details are correct, including your first and last name and delivery location. You can choose 
whether to send the confirmation email (see page 104) to the email address associated with your account and/or 
another email address. 

Click “Place Order,” or navigate to the previous page to edit your order.

Once you place an order, you will see a confirmation page with your order number. You will also receive a confirmation 
email with the order number and estimated working days till dispatch.

http://www.deaneapparel.co.nz/
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Log off when you are finished by clicking "Log out" in the top-right corner of the page.

Click "Return to Shopping" if you need to place another order.

http://www.deaneapparel.co.nz/
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How to place a self-buy order
You have the option to buy garments for personal use. These garments will not include your company logo. You will 
be asked to enter your credit card details while placing the order. 

Step-by-step guide

Log in

First, navigate to Silk2.

Then log in with your username and password. (Forgot your username and/or password? (see page 66))

Shop

From the welcome page, click on “Self-Buy”. You can also click on “Self-Buy” from the “Shop” menu.

Click on the category (see page 101) you want to shop in.

You will see the current catalogue. To add an item to your cart, click on the picture of the garment you want.

http://www.deaneapparel.co.nz/
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From this page, you can see the name of the item, item number, gender category, size, colour and material.

For example, the Chess is a poly-cotton blend womens blouse offered in sizes 4-32.

This page is displaying the light blue/white colour option. To select a different colour, return to the catalogue and 
click on the garment in the desired colour.

Select the size and quantity that you want, and click “Add to Cart”.

http://www.deaneapparel.co.nz/
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After you click “Add to Cart,” you can see how many of this item are already in your cart and whether the item is 
back-ordered. You can also add the same item in another size.

Check out

To proceed to checkout, you can either click “View Shopping Cart” from the item page or click “Shopping Cart” in the 
My Allocation sidebar.

In the shopping cart, you will see the price of the item, the cost of freight and GST. From this page, you can also 
change the quantity of items or clear the cart.

Click “Go to Checkout.”

Enter your order details. The delivery location, purchase order number, and email address are set to the defaults for 
your user account. You can also choose to send the confirmation email (see page 104) to another email address. 

To complete your order, enter all details including your credit card information before clicking “Place Order.” 

Size: You can add the item to your cart after selecting a size.
Quantity: You must select at least 1 to add the item to your cart. 



Since you are shopping from the Self-Buy catalogue, the allocations bar fills with green to indicate that you 
have a new item in your cart, but the dollar amount will not change.



The list of delivery locations is limited to your company’s predefined locations.

http://www.deaneapparel.co.nz/
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Once you place an order, you will see a confirmation page with your order number. You will also receive a confirmation 
email with the order number and estimated working days till dispatch.

Log off when you are finished by clicking "Log out" in the top-right corner of the page.

http://www.deaneapparel.co.nz/
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SILK FOR ADMINISTRATORS

Welcome to Silk!
This Welcome page displays your company’s logo and your name.

At any time, you may return to the welcome page by clicking either your company’s logo in the top left corner or 
“Return to Menu” in the top left corner of the allocations sidebar.

At the bottom of the page, you will see the following options for entering the website:

Shop for Myself 
The landing page of this section of the website is an online shop, organized by Basic, Outerwear, Accessories and any 
other relevant categories (see page 101).

The categories and items are displayed according to your assigned allocation profile, such as “male cabin crew 
member” or “female pilot.” You will only be able to view and order items that are assigned to your job role, although 
you may be assigned more than one job role.

Shopping for yourself is virtually the same as shopping on behalf of other users, which you will learn about soon.

http://www.deaneapparel.co.nz/
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All columns toggled on First name column toggled off

3. Sort: Each of these pages can also be sorted by column. For example, the Users page can be sorted by First Name, 
Last Name, Status, Emp. No., User ID, Cost Centre, and Username.

Your selections will be remembered until you click "Reset".

http://www.deaneapparel.co.nz/
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Administration Menu
From the Welcome screen, click "Administration" to view the Administration menu options. You can think of this as a 
portal to the administrator site:

http://www.deaneapparel.co.nz/
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Administration

The following sections of Silk may be available to administrators, depending on their permissions (see page 57):

User Management (see page 34) 
“Users” is a database of all users who have ever been added to the organisation's Silk database. 

Purchase Approvals (see page 47)

"Purchases" displays a list of pending orders from employees. Administrators can accept or decline the orders 
from this page.

Return Approvals (see page 49)

"Returns" displays a list of pending returns from employees. Administrators can accept or decline the returns 
from this page.

Collections Queue (see page 52)

"Collections" displays a list of orders that have been processed and their dispatch status.

Stock Enquiry (see page 53)

"Stocks" displays the available stock for each type of garment and size by warehouse.

Order Lookup (see page 55)

The "Order Lookup" tool displays a pop-up in your browser from which you can search for specific orders by 
number.

The Order Lookup tool can only be accessed from the menu on the Welcome screen, not the header menu. 

http://www.deaneapparel.co.nz/
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User Management
Access User Management tools by clicking "Administration" on the Welcome screen and then clicking "User 
Management" in the menu.

“Users” is a database of all users who have ever been added to your company’s account. This page includes 
information about each user, including First and Last Name, Status, Employee Number (Emp. No.) (see page 112), User 
ID (see page 121), Cost Centre (see page 106), and Username (see page 122). You can search for specific employees (see page 83)

within this database using any of these fields. 

http://www.deaneapparel.co.nz/
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Shopping

Management

Debug 

To investigate an employee’s account or orders, go to User Management while logged in as an administrator. Click the 
arrow on the far left to display a drop-down list. From this menu, you can go directly to Debug > Debug Allocation. 
This will display a plain-text list of all of the actions associated with a user’s account. 

The debug option may not be available to all administrators. Check the list of administrative permissions
(see page 57) for more information. 
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Managing Users & Allocations

Management

Management allows administrators to control what users can order.

Edit 

The Edit section allows you to view and change account details such as name, gender, line manager, cost centre (see 

page 106), employee number (see page 112), email address (for login), allocations and locations.

Basic Details
This screenshot displays some of the basic details for this user.

Allocations

Allocation

Depending on an employee’s role, they will be allowed to order a certain number of garments. The number and 
type of garments for a given role is called an allocation.

http://www.deaneapparel.co.nz/
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Under “Assigned Allocations,” you can see whether the user has been assigned a specific set and number of 
garments. This user has been assigned the generic Male Cabin Crew Manager profile.

From the "Fitted" column, you can see that this allocation profile is associated with specific measurements. That is, 
Joshua has been fitted for garment sizes and alterations.

To add an additional allocation profile, select the appropriate allocation from the drop-down list. Let's add the Male 
Cabin Crew Manager profile that is specific to Mt Cook:

Once the profile has been added to the list of “Assigned Allocations,” you can choose whether to copy the 
measurements from the primary garment allocation for that user. This option is selected by default.

One allocation profile can be selected as “Prime” (or primary) using the radio buttons. In this case, the generic MCCM 
profile will remain Joshua's primary allocation.

To remove an allocation profile, click the “x” next to that profile. 

Read more about (see page 59) managing allocation profiles (see page 89).

Locations
You can also add or remove additional locations to the user’s account. These are locations where the employee can 
choose to ship their garments.

http://www.deaneapparel.co.nz/
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Notes
• Remove a location by clicking the “x”.
• Add a location by selecting it from the drop-down list.
• One location can be selected as “Prime” (or primary) using the radio buttons. This will be the user’s default 

delivery location.
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Adjust Limits

The limit adjuster displays the current and default limits for the user. An administrator can change the user’s limits 
(allocation) by clicking on the garment. 

To adjust limits

First, click on the garment category in the "Limits" page. 

Once you've clicked on the category (e.g. Ties) you can then change the "New Limit". You cannot change the "Default 
Limit".

The Limit Adjuster does not allow you to add new garments to the allocation. For example, a female cabin 
crew manager’s garments have green accents. You cannot add a pink blouse to her allocation with the Limit 
Adjuster. The only way to do this is by editing allocations from the Edit page. 
Likewise, the Limit Adjuster organises garments by category, not by specific item. For example, the 
“maternity” category includes blouses, skirts, and trousers.
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Any changes you make will be reflected in the user’s allocation sidebar (see page 6). 

At this time, the limit adjuster is only available for quantity-based allocations. We are continually updating 
Silk, and we hope to soon add the ability to adjust the limits of value-based allocations from within Silk. In 

the meantime, to adjust an employee's value limits, please contact the sales support team3 in your country.
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Manage Scope

How did I get here?

Manage Scope 

The Manage Scope page is a tool for assigning administrative access to user accounts.

If the selected user is not an administrator, you will see a warning message at the top of the screen stating that any 
changes you make will not take effect. In other words, applying rules to a user’s account from the Manage Scope 
page will not make them an administrator.

If the user is an administrator, you can add users to their “scope” of administrative access using the rules. You can 
give the selected user access to all accounts with selected location, cost centre number, status, and/or OCS code.

To add a rule to the user’s account, click on the menu and select an item.

Click the plus sign to add the rule. In this example, I have restricted the list to active users whose accounts have been 
assigned the Air NZ Hong Kong location.

Click “Save” to apply the rule to the user’s account.
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This user now has administrative access for all the users in the list.

To add another rule, reload the page and then follow the steps above.

Adding another rule does not restrict the list; it functions as an “OR” operator, not “AND,” so the scope will 
actually increase when you add more rules.
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Shopping for Users

How did I get here?

Menu Navigation

The Shopping section allows you to access the same options that users would see from their individual account:

Home: Return to the Welcome screen.

Shop: Browse the catalogue and select garments to add to your cart. 

Info: Display any relevant information such as the returns policy or size guides.

Wardrobe: Show garments you currently have, including their colour, size, order date, order number and status.

Orders: See information about all of your previous orders, including the garments and status of the order. Sort by 
Orders to check the status of orders, including returns. Sort by Items to view the history of types of garments, 
including size and quantity. If there are no orders associated with your account, you will see the following message: 
“You haven’t ordered anything yet.”

Search: Click the magnifying glass icon to search all records.

Shopping cart: To display your current shopping cart, click the shopping cart icon in the menu. You can also select 
“Shopping Cart” in the sidebar.

Notes: See actions related to the account, including the date, author, subject and message. You can search notes for 
keywords. 

Shop on behalf 

When shopping on behalf of another user, the allocation sidebar will display the selected employee’s name and 
employee number. Instead of “My Allocation,” it will read “Staff Allocation.”

While shopping, you can see which garments in the user's allocation are still available (indicated by an empty circle), 
which garments the employee already has (indicated by a grey filled circle), and which garments you have just added 
to the shopping cart (indicated by a green filled circle).

From the garment page, administrators will have additional options:
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Option Explanation

Automatic
ally 
Approve?

This option is only visible to administrators. If you select “No,” the order will be added to the 
administrator’s Purchase Approvals list4; in this case, an administrator must approve the order 
before the order can be processed.

Warehouse If the item is available at both warehouses, you may choose which warehouse (see page 123) you 
want the garments from.

Preloved
(see page 
117) (AirNZ 
only)

This field will become available if the item is currently in preloved stock. Administrators can also 
see the available stock for the selected size by warehouse, including any preloved items 
(indicated by P/L).

Order Details
You must enter at least the following details:

• Delivery Location: Choose from any of your company’s available delivery locations, even if they are not 
currently included in that employee’s profile. The employee’s primary location is pre-selected.

• First Name
• Last Name
• Street Address
• Suburb/Town
• City/Post Code
• Cost Centre (see page 106)

• Email Address: The email address field is pre-filled with the user’s email address (see page 104). 

Hold Order Date: You also have the option to put the order on hold until a certain date and/or mail the garments as 
they become available (if the order contains more than one garment).

Return on behalf 

Administrators can return an item on behalf of an employee. On the Wardrobe page, you will see a list of all items 
the employee already has, organized by category (e.g., shirts and trousers).

When returning an item, you can select a reason and an action. You can also approve the return. To approve the 
return, select an action from the list. 

Here are some of the most common reasons for returning a garment:

Reason Explanation

Fair-Wear-n-
Tear

The garment is no longer fit for wearing on the job due to small rips, holes, tears, or other 
normal wear-n-tear.

Size Change The employee needs a smaller or larger size.

Alteration The garment needs to be sent in for alterations

Faulty The garment has manufacturer defects.
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Role Change The employee has changed roles within the company and therefore needs new garments.

Retired The employee has retired.

Terminated The employee is no longer employed by the company.

Read more about managing garment returns (see page 59).
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Purchase Approvals
Access Purchase Approvals by clicking "Administration" on the Welcome screen and then clicking "Purchase 
Approvals" in the modal box.

The “Purchase Approvals” page displays a list of pending orders from employees. This page has information about 
each purchase, including Order Number, Document (see page 108), Date, First and Last Name, Employee Number (Emp. 
No.) (see page 112), and Staff ID (see page 121).
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For each order, you can click the arrow on the far left to display a drop-down list. From this menu, you either view 
more details about the order or select an action: approve, decline, or defer.

Details

Clicking on "Details" in the drop-down box will display a modal with the document number and a list of each item in 
the order with its quantity and description.

Approve

If you approve the order, the user will receive an email to notify them that their order has been approved. The order 
will be sent to Deane for processing and dispatch.

Decline

If you decline the order, the user will receive an email to notify them that their order has been declined.

Deferring the order may not be allowed, depending on the account permissions.
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Return Approvals

See pending returns

Access Return Approvals by clicking "Administration" on the Welcome screen and then clicking "Return Approvals" 
in the modal box.

The “Return Approvals” page displays a list of pending returns from employees. This page has information about 
each return, including Item Code, Date, First and Last Name, Employee Number (Emp. No.) (see page 112), Staff ID (see 

page 121), Document (see page 108), and Item Description. You can search this database and sort the results.
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For each order, you can click the arrow on the far left to display a drop-down list. From this menu, you either view 
more details about the return or take an action by selecting one of the following options:

• Recycle
• Unrecoverable
• Decline
• Defer
• Return to Preloved (see page 117) (AirNZ only)

Details

Clicking on "Details" in the drop-down box will display a modal with the document number at the top (e.g. 
CRET99772) and a description of each item in the return and the selected reason for the return.

Once you select an action, you cannot undo it.
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See completed returns

You will be able to see a record of completed returns in the individual’s order history on the Orders (see page 44)page for 
a user. 
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Stock Enquiry
The Stock Enquiry (or Stocks) page displays the available stock for each type of garment.

You can search styles by item code or name ("tie"). Results will appear as you type.

Once you select an item, select a style or size to see the number of garments in each factory. You can also see 
whether there are any preloved stock available. In this example, there are 33 new clip-on ties in the AK1 warehouse 
and 6 in the AZ warehouse, while there are 2 preloved clip-on ties in the AZ warehouse.
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5 https://hospitality.deaneonline.co.nz/contact

For some garments, you may see a code in the list below the size options. For example, ties may be available as both 
standard (STD) and clip-on (CLIP) options.

The code SPEC means “Special Make". If you see available stock under SPEC, it is already intended for 

another order. To order a special make, please 5contact the sales support team (see page 124) in your country.
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Order Lookup

“Order Lookup” displays a pop-up in your browser where you can enter either a transaction/order number or 
document (see page 108)number.

Example Order Number: AIR-031684-15

Example Invoice Number: CINV471106
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How to manage garment returns
Administrators can manage employee returns using Silk, including initiating garment returns and approving/
declining return requests.

Return a garment on behalf of an employee: step-by-step guide

Log in

First, navigate to Silk7.

Then log in with your username and password. (Forgot your username and/or password? (see page 66))

From the welcome page, click on “Administration.”

Click “User Management” in the modal box. 
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Select the employee whose allocations you want to change by searching for them (see page 83) by name, employee 
number (see page 112), user ID (see page 121), or username (see page 122) (email address).

Click the arrow on the far left next to their name. You will see a drop-down list. Go to Shopping > Wardrobe. 
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The wardrobe is organized by category, such as blouses and dresses. In the wardrobe, click “Return” to the right of 
the item you want to return.

You will be asked to select a reason for the return.

Here are some of the most common reasons for returning a garment:

Reason Explanation

Fair-Wear-n-
Tear

The garment is no longer fit for wearing on the job due to small rips, holes, tears, or other 
normal wear-n-tear.

Size Change The employee needs a smaller or larger size.

Alteration The garment needs to be sent in for alterations

Faulty The garment has manufacturer defects.

Role Change The employee has changed roles within the company and therefore needs new garments.

Retired The employee has retired.

Terminated The employee is no longer employed by the company.

Select the appropriate reason and click “Done.” 
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In the wardrobe, you will see that the item is now listed as marked for return.

http://www.deaneapparel.co.nz/
http://www.deaneapparel.com.au/


Silk for Administrators  63

www.deaneapparel.co.nz | www.deaneapparel.com.au

The allocation sidebar will reflect the change to your available garments.

Once you have submitted the return request, you will see the item in your cart as a return. 

Proceed to check out to finalise the return. 

Approving or declining a return request
The Return Approvals (see page 49) page displays a list of pending returns from employees. 

If you clear your cart at any time, the return will also be cancelled. 
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TROUBLESHOOTING
• I can’t log in. (see page 66)

• I don’t see any garments in my shop. (see page 67)

• My browser isn't supported. (see page 68)

• This staff member is not set up to shop. (see page 71)
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I can’t log in.

Problem
I can't log in to my account.

Solution
If you are having trouble logging in, double-check that you have entered a valid email address.

If you have forgotten your password, click “Forgot your Password?” to reset your password.

Related articles

• This staff member is not set up to shop. (see page 71)

• I don’t see any garments in my shop. (see page 67)

• I can’t log in. (see page 66)
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I don’t see any garments in my shop.

Problem
I can log in, but I don’t see any garments in my shop.

Solution
Your administrator has not selected an allocation profile for you.

Related articles

• Managing Users & Allocations (see page 37)

• Allocation (see page 94)

• Understanding the allocation sidebar (see page 6)

• Self-Buy (see page 118)

• This staff member is not set up to shop. (see page 71)

Administrators
If you do not select an allocation after creating the employee’s new account, they will not be able to shop or 
order any garments.
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8 http://www.google.com/chrome/
9 https://www.mozilla.org/en-US/firefox/new/
10 http://www.apple.com/safari/
11 https://www.microsoft.com/en-us/windows/microsoft-edge
12 https://support.microsoft.com/en-us/help/17621/internet-explorer-downloads
13 https://www.whatismybrowser.com/

My browser isn't supported.

Supported browsers
Silk is supported on the latest versions of the following browsers:

• Chrome8

• Firefox9

• Safari10

• Microsoft Edge11

• Internet Explorer12

You can check if your browser is up-to-date using the "What Is My Browser?"13 tool.

Mobile devices
Silk works well on mobile devices, including tablets and cell phones.

Instead of a sidebar, Allocations are now in a modal box. Access information about your allocations by tapping on the 
hamburger icon:

Tablet view

Administrators can also easily navigate the databases using tablets.
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Phone view

Menu navigation Allocation sidebar

However, if you are experiencing difficulty with a mobile browser, try again from a PC.
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This staff member is not set up to shop.

Problem
While trying to shop for a staff member, I receive an error message that their account is not set up to shop.

Solution
 To set up the user's account in Silk please 14contact the sales support team (see page 124) in your country.

Related articles

• Managing Users & Allocations (see page 37)

• Allocation (see page 94)

• Understanding the allocation sidebar (see page 6)

• Self-Buy (see page 118)

• This staff member is not set up to shop. (see page 71)
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FREQUENTLY ASKED QUESTIONS

• Can I export all actions associated with a user’s account? (see page 73)

• How can I increase an employee’s allocation value? (see page 74)

• How do I cancel an order? (see page 75)

• How do I change my email address? (see page 76)

• How do I create a new user? (see page 77)

• How do I look up an approver? (see page 79)

• How do I reset my password? (see page 81)

• How do I search for an employee? (see page 83)

• How do I see my previous orders? (see page 84)

• How do I update the delivery address for an order I already placed? (see page 85)

• How do I view, add, or remove an alteration for an employee? (see page 86)

• How do I view, add, or remove an employee’s allocations? (see page 89)

• Where can I see the tracking number? (see page 91)

• Why do I have to approve an employee’s order if I am the one who made the order? (see page 92)

• How do I look up an order? (see page 55)

• How do I see a user's fitted sizes and alterations? (see page 113)

• How do I add a maternity allocation? (see page 40)

• How do I increase the number of garments my employees can order? (see page 40)

• How do I edit an employee's basic details like name, gender, and email address? (see page 37)

• How do I change an employee's line manager? (see page 37)

• How do I approve or decline a return? (see page 49)

• How do I approve or decline a pending order? (see page 47)

• How do I see which garments an employee already has? (see page 44)

• How do I shop for and place an order for an employee? (see page 44)

http://www.deaneapparel.co.nz/
http://www.deaneapparel.com.au/


Frequently Asked Questions  73

www.deaneapparel.co.nz | www.deaneapparel.com.au

Can I export all actions associated with a user’s account?
Administrators can access a plain-text HTML file of all of the actions associated with a user’s account.

1. Log in as an administrator.
2. Click on “Administration” and select "User Management (see page 34)" in the modal box.
3. Use the search bar to search for an employee by name, employee number, user ID, or username (email 

address). You can also sort the database by the column headers.
4. Click the arrow on the far left to display a drop-down list.

5. From this menu, click on Debug Allocation (see page 0) to view a plain-text list of all of the actions associated 
with a user’s account. This list will open in a new tab.

6. Right-click to save the webpage as an HTML file, or copy and paste the text into a word processor.

Related articles

• Administrative access and permissions (see page 57)

• Stock Enquiry (see page 53)

• Shopping for Users (see page 44)

• Manage Scope (see page 42)

• Adjust Limits (see page 40)
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How can I increase an employee’s allocation value?
To adjust quantity limits for an employee, see Limit Adjuster (see page 0).

To adjust value limits, please 15contact the sales support team (see page 124) in your country.

Related articles

• Managing Users & Allocations (see page 37)

• Allocation (see page 94)

• Understanding the allocation sidebar (see page 6)

• Self-Buy (see page 118)

• This staff member is not set up to shop. (see page 71)
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How do I cancel an order?
At this time, administrators are not able to cancel an order online. To cancel an order, please 16contact the sales 
support team (see page 124) in your country.

Related articles

• Administrative access and permissions (see page 57)

• Stock Enquiry (see page 53)

• Shopping for Users (see page 44)

• Manage Scope (see page 42)

• Adjust Limits (see page 40)
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How do I change my email address?
Please contact your administrator (Uniform Ambassador, manager, or Clothes Hangar staff) to change the email 
address you use to log in to Silk. This will also be the default email address used for notifications about your orders.

Related articles

• Shopping for Users (see page 44)

• How do I view, add, or remove an alteration for an employee? (see page 86)

• How do I reset my password? (see page 81)

• Employee Number (Emp. No.) (see page 112)

• How do I change my email address? (see page 76)
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How do I create a new user?
Log in as an administrator.

Click on “Administration.”

Click “User Management” in the modal box.

Add a new user account by clicking “New User.”

Complete the form with the employee’s details.
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You can add allocations and delivery locations after you create the account. 

Related articles

• Administrative access and permissions (see page 57)

• Stock Enquiry (see page 53)

• Shopping for Users (see page 44)

• Manage Scope (see page 42)

• Adjust Limits (see page 40)

If you do not select an allocation after creating the employee’s new account, they will not be able to shop or 
order any garments.
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How do I look up an approver?
In previous versions of Silk, you could look up an approver. This feature has been replaced by the “Order Lookup (see 

page 55)” tool.

How to find an approver
First, log in as an administrator.

Click on “Administration" and click on “Order Lookup” in the modal box.

Enter the order number in the dialogue box. The order number in this example is AIR-031684-15.
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You will see the order history page.

In the order history, you can see the name of the user who approved the order. In this case, it's Cho Yan Emily Tsang.

Related articles

• Administrative access and permissions (see page 57)

• Stock Enquiry (see page 53)

• Shopping for Users (see page 44)

• Manage Scope (see page 42)

• Adjust Limits (see page 40)
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17 https://hospitality.deaneonline.co.nz/contact

How do I reset my password?
From the log in page, click “Forgot your Password?”

Enter the email address associated with your account and click "Reset Password."

You will receive a one-time recovery password. The next time you log in, you will be prompted to reset your password.

If you have forgotten your username, please 17contact the sales support team (see page 124) in your country.

Related articles

• Shopping for Users (see page 44)
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• How do I view, add, or remove an alteration for an employee? (see page 86)

• How do I reset my password? (see page 81)

• Employee Number (Emp. No.) (see page 112)

• How do I change my email address? (see page 76)
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How do I search for an employee?
Administrators can use the "User Management" tool to search for user accounts that have been assigned to them.

First, log in as an administrator.

Click on “Administration.” Then click on “User Management” in the modal box. 

Use the search bar to search for an employee by name, employee number, user ID, or username (email address).

Once the results have populated, you can sort the database by column headers.

Related articles

• User (see page 120)

• User ID (see page 121)

• Username (see page 122)

• Warehouse (see page 123)

• How do I search for an employee? (see page 83)
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How do I see my previous orders?
Go to https://silk.deaneonline.co.nz/.

Log in with your username and password.

From the welcome page, click on either “Shop Uniform” or “Shop Self-Buy” to enter the website.

In the menu, click “Orders".

You will see records of all you previous orders.

Related articles

• Understanding the allocation sidebar (see page 6)

• How to place a self-buy order (see page 25)

• How to place a garment-managed order (see page 15)

• Location (see page 116)

• Confirmation emails (see page 104)
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18 https://hospitality.deaneonline.co.nz/contact

How do I update the delivery address for an order I already placed?
At this time, administrators are not able to change the delivery address once the order has been placed. To change 

the delivery address or any other details, please 18contact the sales support team (see page 124) in your country.

Related articles

• Understanding the allocation sidebar (see page 6)

• How to place a self-buy order (see page 25)

• How to place a garment-managed order (see page 15)

• Location (see page 116)

• Confirmation emails (see page 104)
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How do I view, add, or remove an alteration for an employee?

View alterations
From the Fitting Room (see page 113), an administrator can view or change the user’s fitted size and available 
alterations (see page 96).

1. Log in as an administrator.
2. Click on “Administration.”
3. Click “User Management” in the modal box.
4. Select the employee whose allocations you want to change by searching for them by name, employee number, 

user ID, or username (email address).
5. Click the arrow on the far left next to their name. You will see a drop-down list.
6. Go to Management > Fitting Room. 

Existing alterations are indicated by the scissors icon underneath the picture of the garment.

This user has been fitted for size 72T trousers and two alterations.

Click on the item to see which alterations have been specified for this user.
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Add alterations
1. Click on the garment you want to edit.
2. Click the drop-down list under “Fitted Size” to select a size.
3. Select the first alteration you want to add from the drop-down list of “Available Alterations.”
4. Click the plus sign to add it to the employee’s available alterations.

Instructions: Once you’ve added it to the list, you can write any special instructions, such as length in centimetres.

Optional: You can also choose whether to make the alteration optional.
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In this example, the employee cannot choose to keep the velvet trim on this shirt when placing an order for 
themselves because the “Opt” box is not checked here.

Click “Save & Close” to apply the alteration to the garment.

Remove alterations
1. Click on the garment you want to edit.
2. Click the “x” next to the alteration(s) you want to remove.
3. Click “Save & Close.”

Edit alterations
1. Click on the garment you want to edit.
2. Click the text in the “Instructions” field. Type the instructions.
3. Click “Save & Close.”
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How do I view, add, or remove an employee’s allocations?
Log in as an administrator.

Click on “Administration.”

Click “User Management” in the modal box. 

Select the employee whose allocations you want to change by searching for them (see page 83) by name, employee 
number (see page 112), user ID (see page 121), or username (see page 122) (email address).

Click the arrow on the far left next to their name. You will see a drop-down list. Go to Management > Edit. 
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From this page, you can see which allocations, if any, have been assigned to the employee.

Add an allocation profile
1. Select the appropriate allocation from the drop-down list.
2. Once it has been added to the list of “Assigned Allocations,” you can choose whether to copy the 

measurements from the primary garment allocation for that user.
3. If the user has more than one allocation, you can select one to be the default by clicking the radio button 

under the column labelled “Prime” (primary).

Remove an allocation profile 
To remove an allocation profile, click the “x” next to that profile.

Related articles

• How to place a self-buy order (see page 25)

• Self-Buy (see page 118)

• Catalogue (see page 100)
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Where can I see the tracking number?
CINV numbers show a tracking reference number, if it has been added during the dispatch process.

Related articles

• Understanding the allocation sidebar (see page 6)

• How to place a self-buy order (see page 25)

• How to place a garment-managed order (see page 15)

• Order Lookup (see page 55)

• Collections Queue (see page 52)
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Why do I have to approve an employee’s order if I am the one who made 
the order?
When placing an order for employee, make sure to select “Yes” from the drop-down list “Automatically Approve?”

If you select “No”, the order will be added to your Purchase Approvals (see page 47) list; in this case, an administrator 
must approve the order before the order can be processed.

Related articles

• Why do I have to approve an employee’s order if I am the one who made the order? (see page 92)

• Purchase Approvals (see page 47)
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GLOSSARY
Terms

• Allocation (see page 94)

• Alteration (see page 96)

• Barcode scanner (see page 98)

• BOM (Bill of Materials) (see page 99)

• Catalogue (see page 100)

• Category (see page 101)

• Confirmation emails (see page 104)

• Cost Centre (see page 106)

• Document (see page 108)

• Emblem (see page 109)

• Employee Number (Emp. No.) (see page 112)

• Fitting Room (see page 113)

• Location (see page 116)

• Preloved (P/L) (see page 117)

• Self-Buy (see page 118)

• Shopping Cart (see page 119)

• User (see page 120)

• User ID (see page 121)

• Username (see page 122)

• Warehouse (see page 123)
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Allocation
Depending on an employee’s role, they will be allowed to order a certain number of garments. The number and type 
of garments for a given role is called an allocation.

Comparing Allocation Profiles
In these examples, you can see the differences between the female and male cabin crew manager allocations.

Jessica has dresses and scarves. Joshua has ties and tie pins.

Related articles

• Managing Users & Allocations (see page 37)

• Allocation (see page 94)

• Understanding the allocation sidebar (see page 6)

• Self-Buy (see page 118)
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Alteration
An alteration is a change made to a garment for a specific individual.

If an employee has been fitted for alterations, their alterations will be visible in their Fitting Room (see page 113). Then, 
when the user orders a garment, they can choose whether to alter their garment.

Sample Alterations

In this example, a male employee has been fitted for trousers. In addition to his fitted size of 72T, the following 
alterations may be added to his account profile:

Alteration Code Custom Instructions

XI158: Hem Trouser Outside leg length = 110 cm

XI188: Mens Trouser Back Seam Adjustment Ease out waist = 2 cm
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Alterations are available for many garments, including basics and outerwear. If no alterations are available in a user’s 
Fitting Room, then that user will not be able to order garments with alterations.

Related articles

• How do I view, add, or remove an alteration for an employee? (see page 86)

• Fitting Room (see page 113)

• Emblem (see page 109)

• Alteration (see page 96)
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Barcode scanner
From the menu, click the barcode icon at any time to display the “Scan Barcode(s)” modal box.

To use the bar code scanner, you must connect a hand-held scanner to your computer. When you scan a barcode, the 
scanner will automatically “type” the letters and numbers into the box.

Related articles

• Managing Users & Allocations (see page 37)

• Allocation (see page 94)

• Understanding the allocation sidebar (see page 6)

• Self-Buy (see page 118)

• This staff member is not set up to shop. (see page 71)
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BOM (Bill of Materials)
In past versions of Silk, a BOM was the uniform allocation profile for a user. Instead of BOM, the current version of 
Silk uses “allocations” for users.

Related articles

• Managing Users & Allocations (see page 37)

• Allocation (see page 94)

• Understanding the allocation sidebar (see page 6)

• Self-Buy (see page 118)

• This staff member is not set up to shop. (see page 71)
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Catalogue
Some users can view and shop the Deane catalogue in Silk. Since these “self-buy” garments are for personal use, 
they will not include the company logo or contribute to a user’s allocation.

Access the catalogue by navigating to the “Self-Buy” section of the website.

Related terms

• Self-Buy (see page 118)

• Catalogue (see page 100)
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Category
Garments are sorted by categories such as “basic,” “outerwear,” and “accessories.” For example, the "Basics" 
cateogry includes shirts and trousers for men and blouses, skirts, trousers, and dresses for women.
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Confirmation emails

Employees
When you are placing an order, you can choose whether to send the confirmation email to the email address 
associated with your account and/or another email address, which you can type in the blank field.

Administrators
When ordering on behalf of an employee, you have the option to send a copy of the confirmation email to your 
administrator account. To do so, select the checkbox next to “Send email to [your email address]”.

Related articles

• Managing Users & Allocations (see page 37)

• Allocation (see page 94)

The secondary email address will not be stored. Any subsequent emails for the order (such as dispatch and 
delivery updates) will be sent only to the default address associated with the account. In this example, 
"daniel@deane.co.nz" is the default address, so Sarah will receive the initial confirmation email but no 
subsequent emails.
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Related articles

• User Management (see page 34)

• Cost Centre (see page 106)
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Document
A document number is a unique number for searching for orders.

When you place an order, you will see the document number on the confirmation screen. You will also receive an 
email with the number.

The format of document numbers vary depending on the type of document. Here are some of the types of document 
numbers you may see and where you can find them:

Document Type Code Search

Order ORDW User's order history (User > Shopping > Order History)

Invoice CINV Collections database

Returns CRET Returns database

Related articles

• Understanding the allocation sidebar (see page 6)

• How to place a self-buy order (see page 25)

• How to place a garment-managed order (see page 15)

• Collections Queue (see page 52)

• Location (see page 116)
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Emblem
In past versions of Silk, an emblem was an alteration for a garment. The specific emblem can be customised by 
organisation or individual employee. Instead of “emblem,” the current version of Silk uses “alterations” for users.
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Alterations

An alteration is a change made to a garment for a specific individual.

If an employee has been fitted for alterations, their alterations will be visible in their Fitting Room (see page 113). 
Then, when the user orders a garment, they can choose whether to alter their garment.

Sample Alterations

In this example, a male employee has been fitted for trousers. In addition to his fitted size of 72T, the following 
alterations may be added to his account profile:

Alteration Code Custom Instructions

XI158: Hem Trouser Outside leg length = 110 cm
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Alteration Code Custom Instructions

XI188: Mens Trouser Back Seam Adjustment Ease out waist = 2 cm

Alterations are available for many garments, including basics and outerwear. If no alterations are available in a 
user’s Fitting Room, then that user will not be able to order garments with alterations.

Related articles

• How do I view, add, or remove an alteration for an employee? (see page 86)

• Fitting Room (see page 113)

• Emblem (see page 109)

• Alteration (see page 96)
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Employee Number (Emp. No.)
An employee number is number assigned by the company for the company’s internal reference only. Administrators 
can change the employee number.

Related articles

• User Management (see page 34)
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Fitting Room
The Fitting Room contains information about the user’s garment sizes and displays any specific alterations based on 
the user’s measurements.

Each item has two icons underneath the picture of the garment. The first icon displays the current fitted size, while 
the second icon indicates whether the garment has alteration instructions for the specific user.

From the Fitting Room page, an administrator can change the user’s fitted size and available alterations. Click the 
drop-down list under “Fitted Size” to select a size. Then, select any alterations from the drop-down list of “Available 
Alterations.”

See: How do I view, add, or remove an alteration for an employee? (see page 86)

If the box “Opt” is checked, the user can choose whether they want the alteration to their garment when they place 
an order. If left unchecked, the alterations will be automatically included with every order of that garment.

Not all garments have available alterations. For example, women’s scarves are only available in one size.
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Location
A location is an individual store or warehouse where orders can be delivered. Locations are associated with addresses.

Some organisations allow employees to ship garments to their personal addresses, while others require delivery to a 
central location.

Related articles

• Shopping for Users (see page 44)

• User Management (see page 34)

• How do I view, add, or remove an alteration for an employee? (see page 86)

• How do I reset my password? (see page 81)

• Employee Number (Emp. No.) (see page 112)
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Preloved (P/L)
Stock that has been returned for reasons other than fair wear-n-tear, such as changing roles within the company.

Related articles

• Understanding the allocation sidebar (see page 6)

• How to place a self-buy order (see page 25)

• How to place a garment-managed order (see page 15)

• Collections Queue (see page 52)

• Preloved (P/L) (see page 117)
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Self-Buy
Self-buy garments are paid for by employees on their own. Depending on the organisation, some employees may 
have the option to buy garments without their organisation's logo. If the employee has a garment allocation, self-buy 
orders will not "use up" their allocation. 

Related articles

• How to place a self-buy order (see page 25)

• Self-Buy (see page 118)

• Catalogue (see page 100)
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Shopping Cart
The shopping cart displays which items are currently in the cart. From the shopping cart page, users can see the price 
of the items, the cost of freight and GST (if applicable). Users can also change the quantity of items or clear the cart.

To display your current shopping cart, click the shopping cart icon in the menu. You can also select “Shopping Cart” in 
the sidebar.

Related articles

• Understanding the allocation sidebar (see page 6)

• How to place a self-buy order (see page 25)

• How to place a garment-managed order (see page 15)

• Location (see page 116)

• Confirmation emails (see page 104)
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User
A user is typically an employee or administrator. Each user has a unique log-in.

The user’s account includes their personal details, including first and last name, email address, allocation profile, and 
fitted sizes and alterations. Users cannot edit their own details without administrative access.

Related terms

• Employee Number (Emp. No.) (see page 112)

• Username (see page 122)

• User ID (see page 121)

• User (see page 120)
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User ID
A user ID is a unique identifier assigned by Deane Apparel. Administrators cannot change the User ID.

Related terms

• Employee Number (Emp. No.) (see page 112)

• Username (see page 122)

• User ID (see page 121)

• User (see page 120)
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Username
A unique email address associated with one user account. Employees must use this address to log in to Silk. 
Administrators can change the username.

Related terms

• Employee Number (Emp. No.) (see page 112)

• Username (see page 122)

• User ID (see page 121)

• User (see page 120)
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Warehouse
A warehouse is a physical location where garments are stored. Warehouses generally include “rollout” warehouses, 
shops, or the main Deane warehouse.

Not all garments are available at all warehouses. Administrators can see how many garments are currently at specific 
warehouses by navigating to Stock Enquiry (see page 53) from the Welcome page.

Administrators can also choose which warehouse to order from (if available) when placing orders for themselves or 
their employees.

Related terms

• Location (see page 116)

• Confirmation emails (see page 104)

• Document (see page 108)

• Warehouse (see page 123)
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