
7STEP6STEP5STEP4STEP3STEP2STEP1STEP

3STEP2STEP1STEP

6STEP5STEP4STEP3STEP2STEP1STEP

Order is received 
with specs via 

email, phone or 
Shopify

Order is  
received by  

the order  
fulfillment team 
and is prepared 

to ship

Order is shipped 
with free 2-day  

shipping

Graphic  
design inquiry 
is received via 

email, phone, or 
Shopify

The graphic 
design team 

quotes the job 
and sends an 
invoice to be 

paid

Once paid, the 
first draft is 

emailed to the 
customer for 

review

Feedback is 
received and 
changes are 

incorporated. 
New draft is 

sent for  
approval

Once  
approved, the 
print order is 
invoiced via 

Shopify and is 
paid via phone, 

or email

The file(s) are 
sent to  

Prepress to 
begin the proof 
and production 

process

Print inquiry is  
received with 

specs and 
files via email, 
phone, Shopify 

or design

Order is sent 
to the Prepress 

team who  
prepares the 

files to be 
proofed

The proof team 
prints the proofs 

and emails/
ships them to 
the customer 
for approval

Customer 
approves or 

rejects proofs. 
Proofs are 

resent with 
updated files if 

rejected

Once the proofs 
are approved 

and the order is 
paid, the order 

enters 
production

Order is print-
ed, QC checked, 
coated, cut and 

finished

Order is  
counted,  

packaged and 
shipped with free 

overnight
 shipping

Graphic Design Process Flow

Blank Paper Order Process Flow

Print Order Process Flow


