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INTRODUCTION

Over recent months, Parcelforce RFD account holders have received numerous communications regarding the integration of Royal Mail and Parcelforce, as well 

as the migration of the current WDM software to a new standardised platform called Click & Drop. One of the reasons for this change is Parcelforce’s decision not

to renew the WDM software licence.

Following many emails from GTA members, the overall feedback has been consistent, with widespread concerns about Parcelforce’s performance, inadequate 

helpdesk support, and a lack of clear information and training to ensure a smooth transition. Before we go into further detail, please note that this support module

focuses specifically on booking and sending parcels using Click & Drop. You must have already activated both your OBA account and your Click & Drop account 

before reading further.

Acknowledgements: I would like to thank immensely the two GTA members that supplied the assistance and information required to put this package together.



SIGN - IN

To access you “Click & Drop” account you should see  following 

sign-in page. Insert your email address and your password and 

SIGN IN.

On the right side of the page note the green system status “all 

systems are operational”



HOME PAGE - DASHBOARD
This is your dashboard and once you are up and running you can 

see the following:

• New orders

• Ready for printing

• Ready for despatch

• Despatch today

• Create order

• Onboarding

Onboarding is for new starters and only has to be done when you 

are first introduced to the system. Personally, I went for a 

standard factory settings, all my information was installed and 

therefore I just ensured the green boxes where ticked and the bar 

indicated 100%.

When your ready click “CREATE ORDER”



CREATING AN ORDER
Please note that a prompt at the top of the page invites you to try a new and 

improved version of this. For the purposes of this training, please ignore it.

It is compulsory you complete the boxes where there is an asterisk symbol.

• Add the persons first & last name you are sending the goods too. 

• You can add the email address and phone number if you wish, but it is not 

compulsory. The benefit of the email address is for customer notification.

• You do not need to populate order sub total, order tax, currency etc.

• Type in the post code into “search for an address book entry or UK 

address”, and a drop box will appear, and you must select the CORRECT 

ADDRESS.

• This will populate the address box below. Double check all the asterisk 

address lines are completed.

• Add company name in the top line of the address box.

• Click CREATE ORDER

• This will take you to the open order dashboard.



OPEN ORDER DASHBOARD

Once you have clicked CREATE ORDER, you will 

see this dashboard with your order and its 

details.

• Hovering over the “three dots” will display 

APPLY POSTAGE

• Clicking on the “three dots” will display a 

drop-down box with other options, including 

delete. If you have a made an error and wish 

to delete the order, you can do so at this 

stage.

• If you wish to proceed, click on APPLY 

POSTAGE



STEP 1 - WEIGHT & PACKAGE

Clicking APPLY POSTAGE takes you to this screen. 

• Enter the weight of your item in ORDER WEIGHT and ensure if 

you are sending a rifle, you click kilograms. Very small items 

under 1kg , click grams.

• This will highlight the PARCEL box and click the parcel button if 

not already illuminated.

• The parcel box will highlight you max parcel limits.

• SCROLL DOWN to steps 2 & 3



STEP 2 & 3 – CHOOSE A SERVICE & OPTIONS
Look in the top left corner of Step 2 at BRAND

• For firearms, choose PARCELFORCE

• Choose one of the EXPRESSAMF options depending on your 

insurance requirements. (expressAMFirearms).

• You can only send section 1 & 2 FIREARMS using the 

ExpressAMF service.

• If you are sending firearms to Northern Scotland, the Outer 

Scottish Islands, Isle of Man or Norther Ireland which require a 

48hr service, the system will see this from your postcode, and it 

will indicate you will have extended delivery times, i.e 48hrs

Step 3 is for information and highlights a signature required, SMS 

and email notification



STEP 4 – CONFIRM & SUBMIT

Look in the top left corner of Step 4 at PLANNED DESPATCH 

DATE

• Enter the date you want the parcel to be collected and 

despatched. 

• The despatch date should not be a Friday, to avoid firearms 

being stored in depots over the weekend.

Click on APPLY & GENERATE LABELS to generate your label.



LABEL

Your A4 LABEL will be presented as shown in the image. 

• Cut the label out, enclose in the adhesive pocket and attach to 

your parcel.

• If you wish, the remaining element of the label can be kept for 

your records and can be signed by the driver as proof of 

receipt.



YOUR ORDER & MANIFEST

Your order will be stored and if you go to the ribbon at the top of 

the page you can view your order through the dashboard or 

through the manifest, where you can check your orders, and print 

of your manifest. I am informed YOU MUST PRINT your manifest to 

process the order. 

If you wish to let delete your order, there are various ways to 

delete it. In this image, go to OTHER ACTIONS, click on the drop-

down box and choose delete.


