
HOW TO

ORDER 
ONLINE

LOGISTICS

If you have any problems logging in or placing an order, 
please contact your Kale Print Account Manager.
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LOGIN / LANDING PAGE

Visit https://kaleprint.printiq.com/Login.aspx

Log in...1
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Click
Create Order...

1a

Select Product 
Category

1

OPTION ONE
FROM LANDING PAGE

OPTION TWO
VIA CREATE ORDER

Click
Store Item...

1b

CREATE ORDER
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Cart quantity 
will update

Input quantity 
and add to cart...

Take note of 
pack size

2

1

CREATE ORDER...  
CONTINUED
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Go to Checkout3

CREATE ORDER...  
CONTINUED
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FREIGHT

Click Pickup...1

Select pickup 
contact...

2

Click Single...
(Default option)

1

Select delivery
contact...

Select delivery 
address...

3

2

Want to send to Multiple Addresses? See page 11
Need to add a new Delivery Address? See page 12
Need to add a new Delivery Contact? See page 13

PICKUP

DELIVERY TO x1 ADDRESS

Delivery
Pickup
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ACCEPT ORDER

Select billing 
contact...

1

Click Complete 
Order...

4

Check details  
are correct

3

Need to add a new Billing Contact? See page 14

Enter PO number 
if required...

2
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Click 
More Details...

1

Takes you to  
orders screen

Preview your order

Congratulations 
- your part is done!

Your Kale Print Account 
Manager will arrange picking, 

packing and dispatch!

ACCEPT ORDER...  
CONTINUED



FAQ’s

If you have any problems logging in or placing an order, 
please contact your Kale Print Account Manager.

FAQ’s
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Your Name
Your Company
021 Street Address
City, 3110
New Zealand

Click 
Pencil Icon...

1

EDITING QUANTITY

Click 
Edit Quantity...

2

Input 
New Quantity...

3

Click Update...4

Click Close...5
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2

Click + Button...1

Click Add IQ 
Store Item...

2

ADDING ITEM

Input quantity 
and add to cart...

3

Go to Checkout4
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Click Multiple...1

Select delivery
contact...

3

Repeat for remaining 
deliveries / quantity

Input quantity for 
destination

4

Click 
Add Delivery...

5

Select delivery 
address...

2

Check addresses  
and quantities

FREIGHT - MULTIPLE ADDRESSES

Need to add a new Delivery Address? See page 12
Need to add a new Delivery Contact? See page 13
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Company Name

021 Street Address

Tauranga

3110

ADD NEW DELIVERY ADDRESS

Input delivery 
address details

2

Click Save  
and Close...

3

Click + Button...1
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Your

Name

YourName@Domain.co.nz

021 234 5678

Create Delivery Contact

ADD NEW DELIVERY CONTACT

Input delivery 
contact details

2

Click Save  
and Close...

3

Click + Button...1
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ADD NEW BILLING CONTACT

Input billing 
contact details

2

Click Save  
and Close...

3

Click + Button...1

Your

Name

YourName@Domain.co.nz

021 234 5678
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