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New Client

Existing Client
Large Job

Record contact details & input into Streamtime.

Meeting with client to discuss requirements.

Arrange meeting.

Print quote and/or design estimate produced in Streamtime 
& emailed to client. Reminder logged for 2 days.

Quote(s) approved by client.

Design proposal produced & emailed to client. 
Reminder logged for 2 days.

Proposal accepted by client.

Quote(s) declined by client.

Discuss with client & 
resubmit quote if required.

Proposal not accepted.

Job Scheduled in Streamtime with status: Job to do.

Work conducted & time recorded in Streamtime.

Proof emailed to client/meeting with client to discuss artwork.
Streamtime status: On proof

Changes required. Artwork approved.

Existing Client
Small Job

Client transfers initial fee for work.

Key Creative 
Director Designer Account 

Manager

Discuss with client & 
resubmit Proposal if req’d.

Printing required Artwork scheduled with status: Approved.

Artwork made print ready. Time recorded in Streamtime.

Print ready files sent to print. Date logged on Streamtime 
& reminder logged for expected delivery date. Streamtime 
status: At print.

Printing proceeds.

Artwork supplied to 
client if required.

Press check conducted 
if required.

Printing completed & pickup / delivery organised.

No printing required

Job scheduled in Streamtime with status: To be billed.

Invoice for artwork &/or printing produced & emailed to client. 
Streamtime status: Invoiced.

Status in Streamtime: Completed.

Job completed
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Payment not received 
from client.

Payment received 
from client.

Approached by client for work 

Workflow Diagram




