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

Ordering Online 
Artwork Creation
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Login

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

Log in...1
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LOGO
Your

Create Order

Click your 
company name...2

Click
Create Order...1a

Click
Quick Quotes...1b
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Click  
Order...4

Select item...3

Variable items display 
a blue icon... 

Create Order...  
Continued



4

Adjust heading...
(Adding card holders name)4

Click + for new quantity...
Or adjust existing5

Click  
Get Price...7

Select new 
quantity...6

If the desired quantity is not 
available, please contact your 

Account Manager

Create Order...  
Continued
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Loading Screen

Scroll down the page for 
the artwork creation1

Artwork Creation
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Artwork Creation...  
Continued

Input information 
for each field...2

Example of completed fields
Your template may differ and include drop downs or 
image variables. See FAQ’s pages for more options

Leave any unnecessary fields 
blank, and artwork will adjust 
accordingly...

3
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Click Page 2...

Editable fields will 
change if applicable...

4

5

Repeat on 
remaining pages

Multiple Pages

Artwork Creation...  
Continued
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Check details
via Preview...1

Click X to exit...

Check both 
pages...

3

2

Preview Artwork

Optional 
Preview Step
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When ready...  
Click Save...6

Confirm your 
artwork

1

Click Yes...62

Saving Screen

Save
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Download /  
Save file...

View or  
Email PDF...

Click View 
Artwork...

2

3

1

if you need to email proof, 
you can download a PDF

Proof
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Once approved...
Click Checkout...7b

Once approved...
Click Cart then Checkout...7a

Checkout
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Freight

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 20
Need to add a new Delivery Address? See page 21

Need to add a new Delivery Contact? See page 22
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Complete Order

Need to add a new Order Contact? See page 23

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
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Click dropdown  
heading...

Click appropriate  
prepopulated field...

OR Click Custom...

1

2

3

Your template may or may not 
include the following features

Dropdown Fields - Text

And type your  
own information...4
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Select desired 
option...

Click dropdown 
field...

Click to  
collapse...

3

2

1

Dropdown Fields - Images

Your template may or may not 
include the following features

Your image variable dropdown 
can be displayed as either  

text or thumbnails
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Preview image/colour 
shift...

Check image/ colour 
shift has applied on 
any related pages...

4

6

Dropdown Fields - Images...  
Continued

Note: Thumbnails may not 
change instantly

Check page two...
(if artwork is linked)5
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Click  
Select Image...

Click  
Upload Image...

Select Image 
then Open...

1

2

3

Upload Image

Your template may or may not 
include the following features
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If image positioning 
requires adjustment... 
Click Edit...

Use arrows and + - to 
reposition as desired...

Then Click Done...

4

5

6

Upload Image... 
Continued

Preselected image effects 
are automatically applied 

(such as greyscale image)

Proceed to preview, 
save, proof and check 

out as usual
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Freight - Multiple Addresses

Need to add a new Delivery Address? See page 21
Need to add a new Delivery Contact? See page 22

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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