
1. Firstly, please enter your Machine ID Code and Serial Number into the 
appropriate fields. Then click “Validate”. 

 

 

2. After you have selected “Validate” the below screen will appear, please 
ensure that all details are correct. If so continue to press “Next”. If your details 
have changed, please contact the National Call Centre on 1300 887 600 and 
press Option 1, as listed below. 

 

  



3. Once “Next” is selected you will see the screen below. Please fill out all 
mandatory fields. 

 

 

 

4. Select “Consumable Orders” as the reason for call, and ensure that your 
company “Delivery Address” is correct. 

 

  



5. For “Problem Type” please select which consumables you would like to 
order for. Note that staples cannot be ordered via this portal and you will have 
to contact the National Call Centre to place an order. 

 

Following this you will need to select the colours of toner that you wish to 
order. 

 

 
6. If you have a Purchase Order Number/ Reference Number, please enter 
them in the below field. 

 

7. Please enter the Meter Reading or Copy Count in the provided field and 
select validate. If you do not have this, this field may be left blank. If the copy 
count provided is less than the previous reading we have on record you will 
be alerted with a message. 

 

If this message appears, please call the National Call centre on 1300 887 600 
and advise that your meter reading is not being accepted, so that we can get 
this rectified for you. 

  



8. For any Additional comments; such as delivery instructions or quantities 
required, please enter them in the below field. Once notes (if required) are 
entered, please select “Next”. 

 

9. When “Next” is selected you will be taken to a summary screen of the call, 
please double check that the information entered matches that of the call you 
wish to log. If correct please select “Submit”. 

 

Once “Submit” is selected you will receive an email shortly after containing a 
WR Number, which is the reference number for your call. This number can be 
used to trace the call if required.used to trace the call if required. 


