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1. Howto 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:
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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.

é) Handy Tip:

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

username.
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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.

Shop by Category »  Offers »
W 2017 Diaries
& Technology
£ office Products
® Education Supplies
* Paper
¥ Writing Instruments
§ Computer Accessories
T Print & Promo
® Business Machines
® Filing Solutions
& Mailroom & Packaging
* Office Furniture
® Promo & Workwear
;X Kitchen & Catering
4 Cleaning Supplies
4 Health & Safety
= Print On Demand

AboutUs ~

Pant &

3D Printers & Accessories

A3 & Specialty Printers

Audio Visual

Cabling

CDs / DVDs & Storage
Communications
Computing

Data Tapes

External Hotd Drives

Why ‘COS? » Social Responsibility v  Help ~

Fax Machines

Memory Cards
Multi-Function Printers
Navigation Systems
Networking

Scanners
Single-Function Printers

USB Flash Drives

D SOMETHING FOR

SEARCH FROM OVER 21,000

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.

Shop by Category
[ — [ o R
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207 Office Education Print & Writing Computer
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Business Filing Mailroom Office Promo & Kitchen & Cleaning Health &
Machines Solutions & Packaging Furniture Workwear Catering Supplies Safety
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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.

| printed
Keyword Matches

Printer Cables

Printers « Inijet

Printers - Laser

Printers - Multifunctional
Printets - Portable
Product Matches

View all products
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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.

© Category

Teas (83)
Herbal Tea (47)
Black Tea (34)

Carermg & 0isp (V)
Drsposatie Cups (6}
Disposatie Cutle  (2)
Cutlery (1)

Oriks & Juices (4)
Sponts & Flavour  (4)

Wiges, Sponges _. (4)
Toa Towels (4)

Hand Cleansers . (2)

Moee .

© Price

From $110$195

© Symbol
- Antalan Made
)
| % CEEE
EYres0s 2)
8 Pranet Fricnsy (32)

[ smar tesm
Unterprse (&)

© Brand
BIOPAX (3)
BUSHELLS (4)
CORNOISSEUR (4)
€08 (2)
ORMAN (3)
CENERIC (4)
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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.
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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.

Current Order: | Order 15804120 ¢

Welcome Test Login
S TES003 TEST4COS

)Y
Order 15804120 | vieworser [l

DRIVE EXTERNAL 500GB

‘. 2.5INCH P
CRVIZZY Qty
$74.50 aien 651/ tacr 1

Items: 1
Total; $74.5 +GST

W Bulk Agd To Cant ® Manage Orders

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.
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M 13008822 44 Current Order:| Onder 15804120 & m
rc U S Search Products Q Tener Finder # Walcome Tegt Login
S TES003 TESTACOS (1]

i Shopby Category =  Offers ~  AboutUs = Why 'COS? ~  Sacial Responsibility = Help ~

chnology 1M Office Print & Cleaning !mu Education || Office Al
fechnclapy t% Fumiture Promo i Supplies Catering @ Supplies Products Categories

) Australian Ovined By, et Day Delivery () Free 14 Day Retums
Home / Cart
Shopping Cart Add more products to your
shopping cart

Brock Code |

Order Total: $74.50 e : O™

Other customers also bought

Verbatim Pinstripe USE Drive

VERBATIM MOBILE HARD DRIVE S500GE BLACK £74,50 12868
CEnIET

s nesastin g -
’ Virite notes G 4 o 60,0000 05T/ faen
o « O

Thits product is nonqeturnabie. 1 s avaaabio for dolivery on Sth August,

Verbatim Mobile Hard Drive 1TB
[N
Promotion Redemption G5, 00100 0T/ Eaci

57.45 © o O3
109 coNGRATULATIONS, YOU HAVE QUALIFIED FOR 10% OFF YOUR '
OFF FIRST ORDER.

Redeem Code BUZIOPRCOFF m

CONGRATULATIONS, YOU HAVE

QUALIFIED FOR 10% OFF YOUR FIRST
ORDER..

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

The check out process consists of 3 steps:
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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.

Checkout
Cart Summary o 2 3
Current order: 15804120
Order Total: $74.50 exGST Delivery Options Delivery Address Payment Options
@) Dpelivery
VERBATIM MOBILE £74.50 Your order contain all lems not Cljlll!nlb‘ in stock. We estimate that wemhing
HARD DRIVE BAGSE stk you've ordered will be in stock and available for defivery on Bth August.
S00GE BLACK
CRIvI 1
Thes pdcsdiezt i@ non-Telamable. 1 id svailalle far delivedy on Bih

August

Redeem Code =Tl g

CONGRATULATIONS, YOU Securs onling payments Need help with your order? View our policies
: ¥ Customer Survey
HAVE QUALIFIED FOR 10% ) — i
OFF YOUR FIRST ORDER.. V)=l ooz Gy Liect > ontactUs
¥ Privacy Policy
Order Value 574.50
Discount -§7.45
GST 867
You pay §73.75

Eamimercial Phone 1300 88 22 44 Web  www.cos.netau

In Confidence



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.

Checkout
Cart Summary 1 ° 3
Current order: 15804120
Order Total: $74.50 exGST Dalivery Options Delivery Address Poyment Optiens

Choose from your company addresses

Currently mot in stock

- Choose Deliviry Address - =

VERBATIM MOBILE 574,50
Q HARD DRIVE IR GST  Each Delivery Address
S00GE BLACK
[ s ) 1
This product k2 non-retummatde. 1 i3 ovoiloble for delveny on Sth Typing your delivery address (start typing a streel no, streel name of pastcode .. )
Algust
5 Roor 00
Redeem Cade [ETALT TG
CONGRATULATIONS, YOU
HAVE QUALIFIED FOR 10%
OFF YOUR FIRST ORDER.. Delivery Contact
Order Value $74.50 hhr 3 Test Legin
Discount 57.45
Ger 367 0z : 8832 6300
You pay §73.75
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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.

Checkout
Cart Summary 1 2 °
Current order: 16126132
Order Total:$79.95 exGST Delivery Address Delivery Options Payment Options
Preducts for immediate deli
Additional Details
VERBATIM §79.95
PORTABLE HARD +10% GST / Esch @ Keep me updated on the progress of my order
DRIVE 500GB USB ]
privizze Order reference €

Cost Centre: ACCOUNTS

FREE Verbatim 50.00
Travel Pouch with Esch Charge Account
Every Portable

Order reference

Hard Drive
Purchased
Secure online payments Need help with your order? View our policies

¥ Customer Survey

Order Value $70.95 i < » User Guides

VaeriSign - i
o N 0 visa [ ] 1300882244 @ Live Chat il

¥ Privacy Policy

You pay $87.95

Commercial
Phone 1300 88 22 44 Web WWW.cos.net.au

In Confidence



