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1. INTRODUCTION  

Office National Online is a web-powered online ordering facility located at www.officenational.co.za  

The website offers several levels of administration access to customer admin users and normal customer 

users. This allows registered and authorised users to access contract pricing, cost centre, delivery address 

and user details. 

Unregistered users can browse or search the site without logging in, seeing product details without pricing 

as shown below. Registered users can see pricing and have access to ordering functions, favourites, 

standard orders, and profile details. 

 

 

 

 

 

 

 

 

Pricing is not 

shown until 

you register 

and log in 

Search for specific products (no pricing will 

appear if you are not logged in) 

http://www.officenational.co.za/
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2. GETTING STARTED 

a) Finding Office National Online 

1. On your internet browser, go to www.officenational.co.za 

 

b) Selecting your Office National outlet  

1. !ǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ƻƴ άƻǳǊ ǎǘƻǊŜǎέ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ 

 

 

 

 

 

 

 

 

 

Click here to view the list of Office National 

outlets. 

http://www.officenational.co.za/
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2. The below screen will appear: 

 

3. Scroll down and select your closest / preferred Office National outlet. 

4. Click on the logo of the outlet that you have chosen.  

5. The below screen will appear. 

 

 

 

PLEASE NOTE: If the outlet closest to you does not have a logo next to their name, they do not have the 

option of online ordering.  

Click on the logo of your chosen outlet to 

take you to their home page 

Click here to register online 
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c) Registration 

мΦ ¢ƻ ǊŜƎƛǎǘŜǊΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άǊŜƎƛǎǘŜǊέ ōǳǘǘƻƴ ŀǎ ǎƘƻǿƴ ŀōƻǾŜΦ 

2. The below screen will appear. 

 

 

 

оΦ Cƛƭƭ ƛƴ ŀƭƭ ǘƘŜ ŦƛŜƭŘǎ ƳŀǊƪŜŘ ǿƛǘƘ ŀƴ ϝ ŀƴŘ ŎƭƛŎƪ ƻƴ άǎǳōƳƛǘ ǊŜƎƛǎǘǊŀǘƛƻƴέ όǊŜƳŜƳōŜǊ ǘƻ ǊŜŀŘ ŀƴŘ ŀŎŎŜǇǘ 

the terms and conditions) 

4. Once registration is complete, the below confirmation message will appear. 

 

 

 

Fill in all fields marked with * 

Read and accept the terms and 

conditions 

Submit registration 
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d) Viewing my Profile 

To view your profile: 

мΦ hƴŎŜ ƭƻƎƎŜŘ ƛƴΣ ƘƻƭŘ ȅƻǳǊ ŎǳǊǎƻǊ ƻǾŜǊ άƳȅ ŀŎŎƻǳƴǘέ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴΦ 

нΦ /ƭƛŎƪ ƻƴ άƳȅ ǇǊƻŦƛƭŜέ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘ ŀƴŘ ǘƘŜ ōŜƭƻǿ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΥ 

 

 

3. You can change any details on ǘƘŜ ŀōƻǾŜ ǎŎǊŜŜƴ ŀƴŘ ŎƭƛŎƪ άǎŀǾŜ ŘŜǘŀƛƭǎέ 

 

e) Change my Password 

To change your password: 

1. Follow steps 1 and 2 as shown above. 

нΦ /ƭƛŎƪ ƻƴ άŎƘŀƴƎŜ ǇŀǎǎǿƻǊŘέ ŀƴŘ ǘƘŜ ōŜƭƻǿ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΥ 

 

3. Fill In all three fields and click submit. 
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3. BROWSING AND 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: 

 

 

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

 

 

 

 

 

 

 

 

Select a category  

Select your category from the icons 

or from the categories list on the 

left 
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оΦ ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜƭŜŎǘ ŀ ƳƻǊŜ ǎǇŜŎƛŦƛŎ άǎǳō ŎŀǘŜƎƻǊȅέ ŦǊƻƳ ǘƘŜ ƛŎƻƴǎ ƻǊ ǘƘŜ ƭƛǎǘ ǎƘƻǿƴ ŀōƻǾŜΦ 

The below screen will appear with a list of options. 
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b) Using the search bar to 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 empty search bar as shown below. 

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

 

 

 

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

 

 

 

Type in the description of what you 

are looking for 
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c) Using the search bar to search by product code 

1. In the search bar, type in the product code. 

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

 

 

d) Using the Ink & Toner finder 

This function will allow you to search for inks and toners per printer / machine or per cartridge. 

1. !ǘ ǘƘŜ ǘƻǇ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ƻƴ άLƴƪ ϧ ¢ƻƴŜǊέ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ 

 

 

2. The screen below will appear: 

 

 

¢ȅǇŜ ƛƴ ǘƘŜ ǇǊƻŘǳŎǘ ŎƻŘŜ ŀƴŘ ŎƭƛŎƪ άƎƻέ 

Click here to access the ink & toner finder 
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3. In the search bar above, type the name of your printer /machine. E.g. HP OfficeJet Pro ŀƴŘ ŎƭƛŎƪ άDƻέ 

4. Your printer options will appear as shown below: 

 

 

5. Click on the printer that you are using. 

6. Your compatible inks / toners will appear as shown below. 

тΦ ¢ƛŎƪ ǘƘŜ ōƻȄ ƻŦ ǘƘŜ ƻǇǘƛƻƴǎ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǇǳǊŎƘŀǎŜΣ ŀƴŘ άŀŘŘ ǘƻ ƻǊŘŜǊΦέ 

 

 

 

Type the name of your printer / machine 

Type the quantity you would like to order 

1 
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8. Alternatively, type in the type of printer cartridge you are looking for. E.g. HP toner 

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

млΦ {ŜƭŜŎǘ ǘƘŜ ǘƻƴŜǊ ŎŀǊǘǊƛŘƎŜ ǘƘŀǘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƻǊŘŜǊ ŀƴŘ ǎŜƭŜŎǘ άŀŘŘ ǘƻ ŎŀǊǘέ 

 

 

 

e) Adding ǘƻ άaȅ aŀŎƘƛƴŜǎέ 

To office machines, use the άaȅ aŀŎƘƛƴŜǎέ function: 

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

2. The below screen will appear: 

 

 

оΦ /ƭƛŎƪ ƻƴ ά!ŘŘ ǘƻ aȅ aŀŎƘƛƴŜǎέ 

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

/ƭƛŎƪ ƘŜǊŜ ǘƻ ŀŘŘ ǘƻ άƳȅ ƳŀŎƘƛƴŜǎέ 


