
 

 
 

 
 

 

This user guide provides the steps for completing basic tasks such as logging in and entering an 

online order through Metcal.com and Techcon.com.  For additional support, please contact OKI 

customer service. 

 

 

Table of Contents 
 

1. Getting Started with the METCAL/TECHCON Portal ............................................................... 2 

2. Finding a Product ..................................................................................................................... 5 

3. Viewing a Product .................................................................................................................... 7 

4. Adding to Your Cart ................................................................................................................. 9 

5. Checking Out .......................................................................................................................... 10 

6. Viewing Your Order ............................................................................................................... 17 

7. Quick Order and CSV Upload Order Entries .......................................................................... 19 

 

 

 

  



 

 
 

 
 

1. Getting Started with the METCAL/TECHCON Portal 

1.1. From the Home page, click the Products link to navigate to the Products page.  

 

1.2. To log into the Portal, click the LOGIN/REGISTER button from the Products page.    

 

 
 

1.3. If you are an existing customer, you should have received an email with login credentials and a 

temporary password to log in. After logging in, you will be prompted to create a new password. 

  

 
   

 

 



 

 
 

 
 

1.4. If you are a new user registering with an existing customer account, click Create an Account. 

 

 
 

1.5. Complete the registration fields on the Register With Us page. Select the Distributor or 

Customer radio button, add your name, email, and customer ID.  Your customer ID can be 

found on your sales order or invoice.  (Note: If you are unsure of your customer ID number, 

contact OKI Customer Service). Select your User Role and complete the remaining fields. Once 

complete, click Register. 

 

 
 



 

 
 

 
 

1.6. If your account has multiple Buy Locations, a dialog box displays Select Buy Location/Customer.  

Begin the order process by selecting a Buy Location from the drop-down. 

 

 
 

1.7. Click Submit.  

 

 
 

 

  



 

 
 

 
 

2. Finding a Product 

2.1. The Products drop-down menu displays a list of product categories. 

 

 
 

2.2. When in the Products section of the website, you can also use the Search Product field to search 

by an OKI part number.  You may also search by product category along the bottom of the 

landing page.   

 

 
 



 

 
 

 
 

2.3. Once in your chosen product category, scroll or further filter your request to find the desired 

product. 

 

 
 

 

 

 

 

 

 

 

 

 

  



 

 
 

 
 

3. Viewing a Product 

3.1. Once you find your product, you can click the product image for a full description or the Quick 

View button.  

 

 
  



 

 
 

 
 

3.2. Click Description, Specifications, Features and Benefits, Product Comprise of and Additional 

Resources to display information about the product. You can also change the quantity or Add to 

Cart.  

 

 
 

3.3. Some items require a request for a quote. Click Add to Quote Request and complete the 

required fields, then click Request a Quote.  

 

 



 

 
 

 
 

4. Adding to Your Cart 

4.1. Once you have placed your items in the cart, a pop-up box confirms the item has been added. 

You can Keep Shopping or Go to Cart.  You can also view your cart by clicking the shopping cart 

icon at the top of any page within the portal. 

 

 
 

4.2. Change the quantity of your items, Add To Wishlist, Remove items, Empty Cart, Update Cart, or 

Add an Item to Cart using a product ID. Note: manually change the quantity by highlighting the 

current number of items and typing the correct number and pressing Enter. If you use the plus 

or minus signs, be sure to click Update Cart to refresh the screen and reflect the new quantity. 

Continue to check out by clicking Proceed to Checkout. 

 

 
 

 



 

 
 

 
 

5. Checking Out 

5.1. Change the Invoice Address and Shipping Address by selecting another saved address from the  

Select a different address drop-down or entering a new address by clicking + Add a New 

Address.  

 

 
 

 

5.2. If you have a resale certificate on file with OKI, the Tax ID field will pre-populate with your tax ID 

number. If it does not pre-populate, you will need to enter it in manually, then click Apply. You 

must mail your Resale Certificate to eorders@okinternational.com to update OKI records.  
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5.3. For the UK and EU webstore customers, all shipments outside of the UK require a valid VAT ID 

number. The VAT ID will be pre-populated with your VAT number (if you are a registered 

customer). Enter it manually if it does not pre-populate, then click Apply. No shipment outside 

the UK will be possible without a valid VAT number.  

 

Please contact Europe-orders@okinternational.com if you have any questions.  
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5.4. Once all items are in your cart and you are ready to check out, you must check the box to 

confirm that no direct or indirect shipments will be made to: Cuba, Iran, North Korea, Sierra 

Leone, Palestinian Territories, South Sudan, Myanmar, & Crimea Ukraine before you can 

continue to checkout.  Click Continue to Checkout. 

 

 
 

5.5. Select a shipping option. Orders default to Use the default shipping method. You may also check 

the box to Add Packing Slip Message and complete the necessary fields. Click Continue 

Checkout to continue with the default shipping method. 

 

 



 

 
 

 
 

5.6. Click Provide new Shipping Method to select freight term. Selecting Bill allows you to Enter 

New Delivery Method (e.g., UPS Ground). Selecting Collect allows you to Enter New Carrier and 

Shipping Method and Enter Carrier Account #.  

 

 
 

5.7. If payment is by Invoice, you must provide a PO number. If payment is by Credit Card, a PO 

number is optional.  

 

 

  



 

 
 

 
 

5.8. If only paying by Credit Card, you will be redirected to a secure site to provide credit card 

details. 

 

 
 

  



 

 
 

 
 

5.9. Complete the payment details by entering your card type, card number, expiration month, 

expiration year, and CVN. Click Next to review your order, payment information, and complete 

your payment.  

 

 

  



 

 
 

 
 

5.10. Review your order information. Click Return to Cart to make changes to your cart. If everything 

is correct, check the box next to I agree to the Terms and Conditions (you may click the Sales 

and Purchase links to review the terms and conditions), then click Submit Order.  

 

 
 

 

 

  



 

 
 

 
 

6. Viewing Your Order 

Viewing Your Order through My Account 

 

6.1. You may view your order through the cart upon order completion. Click My Account at the 

bottom of the Order Summary. 

 

 

  



 

 
 

 
 

6.2. On the My Account page, you will see an overview of your Most Recent Purchases. 

 

 
 

6.3. You may also view your order from the top of the home page. Click Welcome, then select My 

Orders from the drop-down menu. 

 

 
 

  



 

 
 

 
 

7. Quick Order and CSV Upload Order Entries 

Ordering with Quick Order  

 

7.1. If you know the product number, you can do a Quick Order entry by clicking the Welcome link in 

the top right corner. Once on the My Account page, click on Quick Order. 

 

 
 

7.2. After clicking Quick Order, you will see the Quick Order page. Select the By Part Number tab to 

enter product IDs and quantities of each product, then Add to Cart. 

 

 



 

 
 

 
 

Ordering by Importing a CSV File  

Importing a file can save time when you are placing a large order. 

  

7.3. Navigate to the Quick Order page and click the By Uploading A CSV File tab.  

 

 
 

 

7.4. You can upload your own CSV file or use the website template. To download the template, click 

the Upload a valid CSV file to place an order by file. Click here link. 

 

 

 
 

 



 

 
 

 
 

7.5. The CSV file template will look like the image below. Important: Product ID or SKU codes must 

be typed in all caps for the file to be accepted during the upload.  

 

 
 

 

7.6. To upload your CSV file, click the cloud icon above Upload CSV file and place order. 

 

 
 

 

 

 

 

 

 

 

 



 

 
 

 
 

7.7. From the window that appears, find the file you wish to upload, then click Open.  

 

 
 

 

7.8. Your file name will appear below the cloud icon. Select Add to Cart to continue with your 

purchase.  

 

 
 

 

 

  



 

 
 

 
 

 

 

 

We hope you found this guide useful. If you still have questions after reviewing the guide, 

please don’t hesitate to reach out to us. 

 

Customer Service US:  eorders@okinternational.com 

Customer Service EU/UK: europe-orders@okinternational.com  
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