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1. How to Log In 
 

COSnet is a highly advanced and innovative procurement cost management tool, in addition to being a 

simple to use online ordering system. 

 

With the click of a mouse you are able to track orders, produce departmental reports, view order history, 

check stock availability, see confirmation of orders and more.  

 
Log into COSnet 
 
By now you would have received your login details for access to COSnet. By visiting www.cos.net.au our 

home page features the login fields so you can start ordering. You will be prompted to enter your email 

address (user name) and password for access: 

 

 
 

 

Once you have logged in as a new user, you will be asked to enter a new secure password of your choice. 

Please note that your security password can be changed at any time to maintain security of your log in.  

 

Click on the login button. 

 

 

 

 

 

 

 

 

Handy Tip: 

 

COSnet is case sensitive. Ensure the use of font is aligned to your password and 

username. 

http://www.cos.net.au/


 

 

2. How to search for products 
 

Let’s have a look at the best way to search for products on COSnet. Once you’ve logged in, you’re ready 

to begin ordering. At the top of the page is the main menu options, this is known as your navigation toolbar.  

 

There are 3 ways to search for products. 
 

Search Option 1 

The first way of searching is by category. Hover your mouse over the ‘shop by category’ menu and 

select the category or subcategory you would like to search. You can also access some of the favourite 

COS categories directly as they’re shown in the coloured menu bar. 

 
 

If you click on the ‘all categories‘ button on the right end of the coloured menu bar you’ll be re-directed 

to the ‘all categories’ page in which, you’ll be able to see all categories and their subcategories. 

 

 
 



 

Search Option 2 

Your second option for searching is to do so by COS stock code. If you know the COS product code you 

can enter it into the search bar at the top left hand side of the page, next to the COS logo. You can then 

hit enter or the little magnifying glass and your search results will appear. 

 
 

Search Option 3 

Your third option for searching is using keywords. By searching with keywords you’re able to search for 

stock descriptions, product brands and any other regular keywords. This can be done with the search 

bar located on the top left hand side of the page next to the COS logo. 
 



 

You are able to narrow your search further by being more specific with your result by choosing individual 

specifications such as immediate delivery, category, price, symbol and brand. For example if you’d like 

to search for planet friendly items you can click on the planet friendly icon and your search will 

automatically update. 
 

  



 

3.   Ordering the product 
 

To order press the ‘add to cart’ button on your desired product. To add more of the same product to 

your cart, you can use the – or + buttons to reach the quantity you require alternatively you can also 

type your desired quantity number in the box between the – and + buttons. 

 
 

 

 

 

 

  



 

4. How to checkout 
 

Once you’ve ordered all your products, it’s time to check out. To help you with this process we’ve 

devised this simple step by step guide. 

Hover over your trolley on the top right hand side of the page in order to see your cart. From here that 

you can choose to view your order or check out. 

 
 

 

If you choose to view your order, you’ll be redirected to your order page. Here you’ll able to see all the 

products you’ve ordered and their quantity. 



 

 

Once you click on check out you’ll be directed to the check out page.  

 

The check out process consists of 3 steps: 

 

  



 

Step 1 

 

Date and delivery options is your first step. Here you can choose a delivery date. If your order contains 

items that are not currently in stock, you’ll have the option to choose multiple deliveries or deliver all 

together before choosing a date. 

 
 

 

 

  



 

Step 2 

 

Next is your delivery address. In order to ensure your order goes to the correct address, you can 

further customise your address by adding a street number, building name, suite room or floor. In 

addition you can add delivery instructions. 

 
 

  



 

Step 3 

 

The final step is payment. Once you’ve completed your order, you will be notified automatically, by 

email of the progress of your order. If you do not wish to receive these emails, you can un-click the 

advance shipping notice box. 

You are able to create an order reference to allow you track your order in the future. This may be a 

purchase order number or your name, depending on your company’s requirements. 

If your order needs to be approved, order authorisation will display. Select view approval reason for 

additional information. Select approver from the drop down box. 

Click charge to account to complete your order. 

 
 

 

 


