PHOTO BOOTH PROCEDURE UPDATES  
Updated 9/16/19
SHIPPING PROCEDURE: 

AMBER / DESIGN TEAM:
1. Each day, Amber searches Production Jobs for orders that must ship within next 3 business days.

2. Amber prints Production Jobs Record for each order.
3. Amber preps the order: 

a. Grab Shipping Checklist for the order (Separate forms for Digital PB vs Printer Package)

b. Follow Shipping Checklist to configure all settings and pack all items.  
c. For logo section:

i. No Logo:  
1. Amber messages admin team with “Order # - No Logo”

2. Admin Team verifies and sets Production status to “Shipped”

ii. With Logo: 

1. Amber messages admin team with screenshot of logo on PB

2. Admin Team proofreads and sets status to “Shipped”

4. Amber tapes the Projection Jobs Record onto shipping case, and places it on the inventory shelf.
GLEN / WAREHOUSE CLERKS: 
1. Glen packs all items on the checklist, EXCEPT items that are crossed out or start with *****DESIGN TEAM
2. For monitor & printer, Glen takes the cases from the PB inventory shelf. There will be notes on them with the Order #.  

3. For paper & ink:  
A)  All you need to remember is that Amber packs everything on her shipping checklist, and Clerk packs everything on his Packing List (except items that start with *****DESIGN).

B)   FYI – here is how we will be setting up the packing lists: 

a. Amber will pack the STANDARD ink and paper that comes with all printers.
b. Clerks will pack any EXTRA ink and paper that is ordered.

c. Here is how items will appear on Amber’s Shipping Checklist VS Clerk’s Invoice:  

i. Standard Photo Paper (that comes with all printers)
1. Amber packs it

2. Listed on Amber’s Shipping Checklist

3. Listed on Clerk’s Invoice Packing List as *****DESIGN  (clerks never pack items that start with *****DESIGN) 

4. Roy should double check it when inspecting the order 

ii. Standard Ink (standard ink that is inside every printer)
1. Amber packs this

2. Listed on Amber’s Shipping Checklist

3. NOT on Clerks Invoice Packing List

a. We will assume that Amber packs this, Roy won’t double check

iii. Extra Photo Paper  (optional extra paper that some clients order) 

1. Clerk packs it

2. Listed on Clerk’s Invoice Packing List (pack the exact quantity specified)

3. Roy double checks it when inspecting order

iv. Extra Ink (optional extra ink that some clients order) 

1. Clerk packs it

2. Listed on Clerk’s Invoice Packing List (pack the exact quantity specified)

3. Roy double checks it when inspecting order

ROY / SHIPPING SUPERVISOR
1. Roy inspects all items on the Packing List.  
a. You should now check ALL items on the Invoice Packing List – INCLUDING items that start with ****DESIGN TEAM.     (You check orders for both clerks and design team)
b. For EXTRA Ink, check for ink cartridges that are loose (do not count the ink already installed inside the printer). For example, if you see “EXTRA INK: 8” then you should see 8 loose ink cartridges in the box. 
c. For LOGO:  You can always check off LOGO on the invoice as “packed.”  This is the only item that will ever be on a packing list that you check off without physically seeing it.
i. QUESTION: Can you think of any other items that are ever on the packing list, but you would not actually see them in the box? 
d. Start using a red pen for checking off the packing list during inspections. (Easier to see what you have inspected versus what clerks marked off. )
MISC UPDATES: 

1. We will add a status to production jobs for “NONE” – use this for PBs that have no design, to make it easier for you to audit orders/designs to prep.

2. Start sending proofs for ALL PB design orders for consistency. This way we also double check everything.  
a. Also, we will no longer charge for ‘basic’ vs ‘premium’ logos. We’ll simplify and just charge $10 for whatever artwork – template or custom - just like gobos. 

3. All images will be setup for square on app  (regardless if print or digital) - to simplify

QUESTION:

1. Should Amber start printing out Production Jobs record for gobo proofs as well?

a. This way you can tape the paperwork onto the box instead of handwriting the order # on each box.  Eliminates possibility for error.

b. Also then Amber can reference the order details as she preps the gobo – color gels, power cord, etc. 

2. Are there any other possible items that are ordered with a photo booth that we haven’t covered?

3. Are there any other customizations that could be made to a photo booth that we haven’t covered?   If so, how to communicate them to Amber + Roy?

a. EMAIL CAPTURE:  This would show up on the packing list but not on Production Jobs….also admin team would need to order + activate this feature…. 

b. FULL BACKGROUND / BORDER:   Amber would know to upload this on the “Background” section instead of “Logo” section just based on seeing the image.. ?

NEXT STEPS (MARIE): 

1. Update related items for PB & Gobo -- anything Amber packs starts with ****DESIGN TEAM:

2. Update related items for PB – currently there is both "Design No Proof" AND "Custom Logo".

a. Remove “Design NO Proof”.  Instead we will just mark order status on Production Jobs as “NONE” if there is no design ordered. 

3. Update signage

a. ELIMINATE:  “How to Use PB” sign

b. ELIMINATE:  Separate sign for paper/ink (we will have stickers on the actual printer see below – and include paper instructions for how to change ink). 

c. UPDATE:  Stickers on printer for Power / Don’t Touch / Paper Tray:  Make these laminated, and attached them with double-sided tape. 

4. Update Instructions: 

a. Update standard instructions for digital / printer / GIF: just push the button to turn it on (guided access update)

b. ADD:  Instruction Sheet for how to change ink (if extra ink ordered)

5. Hide the “Premium Design” product.  Remove all references to it on PB, GIF, Ultimate Package

6. Make sure related items are updated for regular paper/ink and extra paper/ink (amber vs clerk packing)

7. Print copies of the new shipping checklists; remove all old versions 
