
Print. Signage. Packaging. Labels. Merchandise. Design.

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

Ordering Online

Artwork Creation 
- Bulk Upload
User Guide



Contents

Login	 .............................................................................................................. 1

Create Order............................................................................................... 2

Batch Upload..............................................................................................5

Checkout........................................................................................................ 14
	 Freight....................................................................................................... 14
	 Complete Order................................................................................. 15

FAQ’s	 ........................................................................................................... 16
	 Freight - Multiple Addresses......................................................17
	 Add New 
		  Delivery Address.................................................................. 18
		  Delivery Contact.................................................................. 19
		  Order Contact......................................................................20

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

Ordering Online 
Artwork Creation  
- Bulk Upload



1

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

Login

Log in...1



LOGO
Your

2

Create Order

Click your 
company name...2

Click
Create Order...1a

Click
Quick Quotes...1b



Select item...3

3

Create order...  
Continued

Click  
Order...4



LOGO
Your

name@email.com
M +64 21 528 651

+64 9 279 5250P

Address 1
Address 2

Title
Name

LOGO
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Title
Name

4

Create order...  
Continued

Adjust heading...
(Adding number of kinds)5

Select quantity & kinds...6

Click  
Get Price...7

If the desired quantity is not 
available, please contact your 
Account Manager



5

Batch Upload

Loading Screen

Scroll down the page for 
the artwork creation1
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Batch Upload...  
Continued

Save Excel / Data 
Template Sample...

Download Excel / Data 
Template Sample...

3

2 Template Visual
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Batch Upload...  
Continued

Input Data into existing 
columns and save...

Open Excel / Data 
Template Sample...

5

4

Do not add, remove or 
alter headings
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Batch Upload...  
Continued

Select File and  
Click Open...

Click Import Spreadsheet...
NOT Upload CSV

7

6
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Batch Upload...  
Continued

Successful Import 
Notification...

Click Ok...8
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Batch Upload...  
Continued

Save...9

Confirm your 
artwork

Click Yes...610



11

Batch Upload...  
Continued

Artwork Saving / 
Adding to Cart...11
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Batch Upload...  
Continued

Save PDF Proof...

View Artwork / 
Proof...

13

12



Once approved..
Click Checkout...15

13

Batch Upload...  
Continued

Open / View 
Proof...14

Final check over details 
and each kind
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Freight

Checkout

Click Single...
(Default option)2

Select delivery
contact...

Select approved 
quantity...

Select delivery 
address...

4

1

3

Need to send to Multiple Addresses? See page 17
Need to add a new Delivery Address? See page 18
Need to add a new Delivery Contact? See page 19
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Complete Order

Need to add a new Order Contact? See page 20

Congratulations 
- your part is done!

Your Account Manager will 
arrange print production  

and dispatch!

Click Complete 
Order...

Click Order 
Contact...

Enter PO Number if 
required...

4

1

2

Check details  
are correct3



Print. Signage. Packaging. Labels. Merchandise. Design.

FAQ’s
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Freight - Multiple Addresses

Need to add a new Delivery Address? See page 18
Need to add a new Delivery Contact? See page 19

Click Multiple...1

Select delivery
contact...3

Input quantity for 
destination4

Click 
Add Delivery...5

Select delivery 
address...2

Repeat for remaining 
deliveries / quantity6

Check addresses  
and quantities7
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Add New - Delivery Address

OR manually input 
address details

Start typing address to 
auto populate...

2b

2a

Click Save  
and Close...3

Click + Button...
(In Delivery Address Field)1
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Add New - Delivery Contact

Input delivery 
contact details2

Click Save  
and Close...3

Click + Button...
(In Delivery Contact Field)1
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Add New - Order Contact

Click + Button...
(In Summary Contact Field)1

Input order 
contact details2

Click Save  
and Close...3
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