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1. INTRODUCTION

Office National Online is a wgibwered online ordering facility located atww.officenational.co.za

The website offers several levels of administration access to customer aerisand normal customer
useas. This allows registered and authorised users to access contract pricing, cost centre, delivery addres:
and user details.

Unregistered usersan browse or search the site without logging in, seeing product details without pricing
as shown below. Registt users can see pricing and have access to ordering functions, favourites,
standard orders, and profile details.

Office National

S | Ink & Toner | Search for specific products (no pricing wiIS - st | Furniture
appear if you are not logged in)

Date

Stationery

Books Pads and Legal
Diaries and Planners

Envelopes - r
Filing and Storage . - [

Mapping

Office Supplies and Desk r— e
Accessories = DatH Page 1 of 1 (10 items) Prev Next Sortby: [NoSot v
Presentation

fbber Siampe COLOP - MINI DATER - S120 20 X 4mm

Custom

Dat .. .
| ie Pricing is not
n
: A Multi-purpose plastic self-inker dater for daily use. | Shown until
Dmitanng m A slim and modern design makes the Printer smaller .
Pads / and handier than comparable rival products. A you register
Pre-Printed ' and log in
Writing and Correction

Inks Toners and Ribbons Code: CLMD120



http://www.officenational.co.za/

2. GETTING STARTED
a) Finding Office National Online

1. On your internet browsergo towww.officenational.co.za

b) Selecting your Office National outlet

1.V 6 GKS (2L 27 0 KaQ) 2aNBNERES Y53 Gt KA2Q8ly  20YS  6226daN]

# HOME | @ABOUTUS | WCONTACTUS | @OUR STORES #) LOGIN
Office National Click here to view the list of Office National
outlets.

Stationery | Ink & Toner | Paper | Technology | Canteen & Janitorial | Wellbeing & Safety Industrial I Furniture

Office
Furniture o
Catalogue "

Edition 4

Welcome to Office National

Order Online Now

It goes without saying that things are constantly changing, therefore change is constant. So are your business
needs. We are all wrapped in a world of cutting edge technologies and various methods of communicating, all
of which are fast and effective.

B-BBEE Cerflfled

Everything is basically just a “click away".

If you're thinking paper, inks and toners say no more because it's already done. What your business needs is a
supplier that can provide the best of office products and supplies at great prices and convenience. What your
business needs is Office National.

Request Caralogue



http://www.officenational.co.za/

2. The below screen will appear:

Click on the logo of your chosen outlet to
500 Voortrekker Road

Brakpan GP take you to their home page
Phone: 011 740 1002, Fax: 011 740 1927

Shop No 1, Barclay Centre, Cnr Cantonment & Burger Sts,

Lyttleton GP

Phone: 087 820 0150/1/2/3, Fax: 0861 112 582 Office National

277 iMainRoad
Bryanston GP 5 y
Phone: 011 463 2247, Fax: 011 463 3764 Office National

Midrand GP . .
Phone: 011 347 1000, Fax: 011 347 1234 Office National

1 Montrose Rd,cnr Bekker & Le Roux Strs, Halfway House

3. Scroll down andelect your closest / preferred Office National outlet.
4. Click on the logo of the outlet that you have chosen.

5. The below screen will appear.

$LOGIN | BREGISTER | ™ CART (N/A)

# HOME | @ABOUTUS | S.CONTACTUS

Office National Click here to register online

Office Products A g ,-:Q

Catalogue | Edition 16

DY

Click here to view catalogue

Welcome to Office National

PLEASE NOTE: If the outlet closest to you does not have rekito their name, they do not have the
option of online ordering.



c) Registration
M® ¢2 NBIAAGSNE Oft A01 2y GKS aNBIA&AGSNE odzid2y

2. The below screen will appear.

Office National

Stationery | Ink & Toner | Paper | Technology | Canteen&Janitorial | Wellbeing& Safety | Industrial | Fumiture

New User Registration

Login Details

Fill in all fields marked with *

— / | Please enter your email address and a password. The
password should not contain any special characters (letters and

| digits only - no spaces). The password must be at least 6

Address (1) A’

Address ( | | characters.
Suburb * | | \Email Address * | |
Province onfirm Email = | |

Postcode Enter a password *

E— Rty password

|| Business Customer Submit Registration
How you heard

about us * |- Please select - v | 1

Submit registration

Phone *

8] I‘hqe read and accept the terms and conditions of the site.

Read and accept the terms and
conditions

A

od CAff Ay Fftf GKS FASTtRa YIFINJSR gAGK Yy F FYR
the terms and conditions)

4. Once registration is complete, the below confirmation messageppkéar.

Office National

Stationery | Ink&Toner | Paper | Technology | Canteen& Janitorial | Wellbeing& Safety | Industrial | Fumiture

Registration Completed
Thanks for registering with us. A confirmation email has been sent to you with your registration details.

Continue




d) Viewing my Profile
To view your profile:
M® hyOS f233SR Ay |KOX2RIzy&EIZdzNIGO0 dINKES2 NU2A. 0 NI @2 &dzNJ ¢

H® /fAO1 2y aYeé LINRTFAESE 2y GKS RNRLI R2gy fAai
My Details & Preferences

Contact Details Delivery Addresses

Name: Stephanie
Company:
Billing Address: Ridge road
A
Suburb: Honeydew
Province: Gauteng v
Postcode: 2170
Phone: 011 704 0056
Fax:
Viobile: Receive SIMS notifications
Email Address: swulf@officenational.co.za

Alternative Email- (optional)
Mo Promotional Emails:

Change password Manage Sub-Users

3. You can change any detailsiokK S | 6 2 S a4 ONBSy FyR Oft A01 dal @S |

e) Change my Password

To change your password:

1. Follow steps 1 and 2 as shown above.

H® [/ fAO1 2y GOKIy3aS LI aag2NRE YR (KS o0St2g aON

Change Password

Current password:
Enter new password:

Retype new password:

3. Fill In all three fields and click submit.



3. BROWSINBND SEARCHING FOR PRODUCTS
a) Browsing through different categories
To browse for products in different categories:

1. Choose a category from the options as shown below:

# HOME | @ABOUTUS | S CONTACTUS WELCOME STEPHANIE | & MY ACCOUNT | ™ CART (R 515.39)

Select a category

Office National

Stationery | Ink&Toner | Paper | Technology | Canteen& Janitorial | Wellbeing & Safety | Industrial | Fumiture

2. Click on the name of your selected category andalew screen will appear:

All Products > Wellbeing & Safety
-
Wellbeing & Safety

Stationery

Inks Toners and Ribbons Safety Signs First Aid Kits Ergonomics Cleaning
Paper Products
Technology

Cleaning Products

Canteen & Janitorial PED
Wellbeing & Safety < M

Ergonomics

First Aid KitS\
Flashlights Flashlights

Safety
Signs elect your category from the icons
Industrial A or from the categories list on the

left




o® ,2dz gAff 0SS ofS (G2 aStSOG I Y2NB ALISOATA

The below screen will appear witHist of options.

FIRST AID / MEDICAL KIT - Contents &

Pouch - Burn Ease R 160.00

Each

Complete kits and refills available. Individual
products also sold separately.

"B -
(= P

Code: GS140504

FIRST AID / MEDICAL KIT - Contents -

vining R 387.70
Each
Complete kits and refills available. Individual
products also sold separately.
N -

(= DA

Code: G5140508

FIRST AID / MEDICAL KIT - Contents -

. Office (0-50 people
T - (0-50 people) R 147.70
2|z - Esch
ii
- Complete kits and refills available. Individual
= : - i products also sold separately.

BN -
(= pAY

Mara- EQ1ANENER



b) Using the search bdo search by description.

There are two ways to search for products using the search bar; by searching the product code, or using
the product description.

To search by description:
1. Click in the emptgearch bar as shown below.

2. Type the name or description of what you are looking for.

Type in the description of what you
are looking for

Office National

Stationery | Ink & Toner | Paper | Technology | Canteen&Janitorial | Welbeing & Safety | Industrial | Fumiture

3. A list of possible options will appear as shown below:

CROXLEY - KRAFT PAPER INDICES A-
Z - Index A-Z 26 Division R 1 1 20

Each

Indices A - 7.

Code: SCIND 1471

FOSKA - GEM CLIPS - 33mm Plastic
Colour Assorted R 3 70

Traditional shaped Paper Clip.

Code: INCLIOO18

10



¢) Using the search bao search by product code
1.In the search bar, type in the product code.

2. The specific product will be displayed as shown below:

Office National pnnifsoc

Stationery ‘ Ink & Toner | Paper | Technology ‘ e ¢ LIS Ay (KS LINE ﬁdzém

Refine Results Search Results for: pnnlf50c
Writing and Correction (1) EE == Page 1 of 1 (1 items) Prev Next Sort by:
Permanent (1)
Stationery (1) PENTEL - MAXIFLO "PUMP-IT!"
Markers (1) PERMANENT MARKERS - Bullet Tip
4.5mm Blue R 16.40

Each

e T Pump-action alcohol based liquid ink marker. It is
thicker than other markers to provide better adhesion

fo paper. Ideal for cards, posters, parcels and carton
: LA - B +

Code: PNNLF50C

iy Page 1 of 1 (1 items) Prev Next Sort by:

hlrta: Dricac avelida VAT duhara annlicahklal

d) Using the Ink & Toner finder
This function will allow you to search fokis and toners per printer / machine or per cartridge.

100 0KS (2L 2F @2dz2NJ aONBSysx OftA0] 2y aLyl 9

Office National Click here to access the ink & toner finde

Stationery \ Ink & Toner \ Paper | Technology | Canteen & Janitorial | Wellbeing & Safety | Industrial \ Furniture

2. The screen below will appear:

Ink and Toner Products

Use the search boxes below to find cartidges for your printer, copier, fax, or multifunction machine. Start typing and you'll see results
automatically appear, as you type.

‘Search by Printer/Machine ‘Search by Cartridge

11



3. In the search bar above, type the name of your printer /mactingHP OfficeJetPloy R Of A O ¢

4. Your printer options will appear as shown below:

Ink and Toner Products | 1y the name of your printer / maching

Use the search boxes below to find carfidg ing and you'll see results

automatically appear, as you type,
Search by Cartridge B

hp officejet pro

Please select your printer below.

HP Officejet Pro 8000 series HP Officejet Pro 8600 Plus HP Officejet Pro X451

5. Click on the printer that you are using.

6. Yourcompatible inks / toners will appear as shown below.

~ z

Td ¢AO0]l GKS 02E 2F (KS 2LJiAz2ya é2dz ¢2df R tA1S

HP Officejet Pro X451

Add to 'My Machines'

Type the quantity you would like to ordel

Export List

Image Code Product Fav Price’* Qty
B3 pcnezsaE Ink HP 970XL Black ¢ R 1645.00 E
B peneosaE Ink HP 970XL Cyan ¢ R 1614.00
B3 eene2raE Ink HP 970XL Magenta ¢ R 1614.00
B pcne2saE Ink HP 970XL Yellow ¢ R 1614.00
B pene2iae Ink HP 970 Black ¢ R 1050.00
B3 ene2ae Ink HP 970 Cyan ¢ R 1050.00
B enexac Ink HP 970 Magenta ¢ R 1050.00
B ene2ae Ink HP 970 Yellow ¢ R 1050.00

Add To Order

12



8. Alternatively, type in the type of printer cartridge you are liogkfor.E.g.HP toner

9. All HP toner options will appear on the screen as shown below.

Mn® {StSO0 GKS G2y SNJ OF NINAR3IS GKI

Ink and Toner Products

[j

€ 2dz ¢ 2 d«

Use the search boxes below to find cartidges for your printer, copier, fax, or multifunction machine. Start typing and you'll see results

automatically appear, as you type.

Search by Printer/Machine ﬂ

12345678910 . Next

Image Code Product
A HPCE310AD Toner HP 126A Dual Black
(O HPCF320X Toner HP 652X Black
A HPCF323A Toner HP 653A Magenta
A HPCF325X Toner HP 25X Black
(O HPCF331A Toner HP 654A Cyan

e)Addingi 2 daé& al OKAySas¢

Tooffice machines, usethé@ a & a | CluhdtighS a

hp toner

Fav

Qe

€

Page 1 of 15 (286 items)

Price *

R 1360.00

R 3296.00

R 4 446.00

R 3770.00

R 5008.00

Export List

Qty

1. Using the ink & toner finder, search for the printer or office machine you are looking for.

2. The below screen will appear:

od /fAOl 2y 4G! RR (2 ae@

4. This product will now be added to your machines.

al OKAYy S&a¢
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