
Contract Order 
Recieved

Art & Proof checked 
via checklist

Does order pass 
checklist?NO YES

Can we fix in 
5 minutes or 

less?

Add artwork to 
PrePress Status 

document in 
TEAMS

Check pricing 
and add to 
estimate

YES

Fix & notify 
customer of 

correction. Then 
process 

Process 
Order

Hold Order

NO

Notify customer for 
art correction. 

Process once 
recieved.

Place order on clipboard in 
chronological order. If its a rush 

order, notify screen dept & 
production manager.



Expand & 
Outline Shapes/

Text

Use shirt color as 
background

Check color legends 
are labeled correctly

Check base 1 point stroke 
choke (.5 in .5 

out)

Combine areas 
first then 

choke

Clean up 
interior

Check color with 
separations preview

Zoom in on EVERY 
detail (things can get 

misaligned)

Check Reg 
Marks

Make sure alignment of 
artwork to Reg Marks 

are EXACT

Save as 
Illustrator 
Legend CC

Gradients/
halftones 
get base

White does not 
need a choke

Switch off 
CMYK & check 
each spot color

ART CHECKLIST

Make sure 
white is 
visible



Boxes recived from UPS

Boxes sorted by PO / 
date to be printed 

(recieving clipboard)

Verify QTY, size, 
color and style are 

correct to order 
sheet. 

If there are extras and they are 
designated on workorder, set 
on top of the stack so that the 

extra(s) are printed first.

Note print 
placement. stack / 

count for flip 
loading. 

Are garments correct to workorder 
and without obvious defects?

Underline sizes, inital in count. tape 
workorder to garments in ready position. 
organize print ready orders by due date.

Yes

Troubeshoot recieving issues
(see troubleshooting guide)



Is WO/PO being delivered by multiple 
vendors?

Check labels for box "1/3, 2/3, 3/

3," etc...

Compare quantity 
shipped v. received

Does WO quantity differ from 
delivered quantity?

Are any goods damaged?

Check for stains, holes, 
etc.

Notify Customer to 
obtain replacements of 

any damaged goods 
from vendor

Box Missing? Check 
WO for specific 
shipping time 
information

Where is it coming 
from? Will it arrive 

on time?

If not, notify customer 
and team *BE 

SPECIFIC: STYLE, 
COLOR, SIZE, 

QUANTITY, WHICH 
VENDOR*

If so, circle which 
goods differ

Tape WO to stacked garments 
so production does not move 

forward with order

Notify customer 
and team

FOLLOW UP & ASK FOR 
TRACKING

Annotate WO of any 
damage

Tape to stack of 
garments

Notify team 

RECEIVING TROUBLESHOOT



Check quantity, shirt color, and ink 
colors. Determine if a top W is needed 

and determine mesh counts. 

Delete any junk files left over from art 
dept. delete top white if needed

Send files to CTS

Print file to appropriate mesh count 
screen. 

Inspect screen for quality. Organize on 
rack by job. separate pockets and L 

chest images to be ganged.

Expose screens 

Transfer exposed screens to presoak 
tank. develop with pressure washer. 

dry horizontally & keep jobs together.

Screen Dept - Prepress workflow

Drag & drop sep files from TEAMS 
PrePress list to appropriate RIP folder.

Check screens for pinholes, fisheyes, 
other issues. tape 3 sides for full size 
images. 4 sides for ganged images. 

tape reg marks (back of screens) for 
pockets & L chest images.

Once taped, return to rack. organized 
by job. job # facing out.

Notate Mesh 
counts in TEAMS 
on PrePress list



Mesh Counts / When 
to Use Them

Green 135/
55

Underbase for 
spot colors

Clear 150/
48

Underbase for 
spot colors when 

more detail is 
required 

Spot colors on 
light shirts when 
we want heavier 

ink deposit

Pink 230/
40

Spot colors on 
light garments

Very detailed 
underbase for SIM 

process orders

Very limited use 
as top colors on 

underbase

Brown 280/
34

Black 305/
35

Spot colors on 
underbases

Halftones on 
bases

SIM process/
4CP

Top colors for 
spot color 

underbases

SIM process 
on base

4CP



Pre Production
Prod Manager determines which 

order to be printed
Press Op

Workorder checked / verified, noting 
any special instructions. Print order, 
# of flashes selected. In conjunction 

with production manager.

Press asst.

Garments moved to load station, tags 
checked for material compostion. Any 
special instruction noted. appropriate 

ink selected.

Ink stirred if nessesary. ink mixed for 
PMS colors if nessesary. 

Screens tri loc'd in print order.

Test print placed on machine. SQ 
pressure, angle, print speed set for 

test print. Prox switches checked. Off 
contact verified at correct height for 

substrate.

Squeegees / floodbars placed in screen 
@ at appropriate height. Ink placed in 

appropriate screens.

Test print compelted. noting sq angle 
& flex (pressure), speed, ink 

clearance & screen peel.

Registration

Clean backs of screens as nessesary

Once registered, tape off color lables 
and reg marks

Once registered, tape off color lables 
and reg marks.

Assist press op with pallet cleaning if 
nessesary. 

Is job ready to run? 
Right shirts, right art, right 

placement, right ink colors? Job 
registered? Ink clearing mesh? 

Hands clean? 

Clean pallets with press assistant if 
nessesary.

Provide workorder to catcher.

1) Production Manager 
notified: mechanics or art 

issue? switch production or 
hold on press?

2) Art and Screens dept for 
art adjustments

3) Notify customer if order is 
delayed, decision is needed 
and/or art issue originated 

with customer

No

Yes, proceed



Production
(Pre production checks complete.)

Preheat pallets Program revolver if nessesary
Verify pallet / flash temps, 

adhesive levels. 

Print Start

Load garments, verify 
placement

Check  flash temps 
on first rotation. 

ensure garment is 
flashed before top 

colors are 
printed. 

Monitor ink levels and 
flash temps to avoid 

over flashing / running 
out of ink.

Pull shirts, 
monitor adhesive 
levels. re apply if 

nessesary.

Adjust head 
speeds as 

directed, being 
mindful of stroke 
length and prox 

switches. 

Adjust head speed / 
flash temps as pallets 

warm and ink thins for 
max production 

speed.
Monitor for 
misprints, 

immediatley 
communicate 

problems to press 
op

Check printed garments for 
accuracy. Compare to 

workorder. Immediatley 
notify press operator of any 

discrepancy.

Check printed garments for 
production related defects, if 

present notify press op 
immediatley.

Check for manufacturer 
defects (holes tear etc. If 

found set aside, note 
workorder. Notify team and 
customer post production, 

before screens are off press.

If garments are to be printed 
again, stack accordingly.

If complete, take photo of 
completed order next to WO, 

fold by size into dozens and box 
for shipment. Print Stop

Count quantity of each size of 
individual garment listed on 

Work Order

Press Assistant Catcher

CatcherPress Assistant

Press Operator

Press Operator

Issue



DAMAGE IN PRODUCTION PROTOCOL

Notify screen 
department & label any 

screens to be saved

Notify customer or the 
service rep

Be specific w/ sizes, 
quantities, and provide a 

photo of the damage

If something needs to be 
reordered who is 

responsible?



Post Press

Box Shirts, Count out if unable 
to complete count during 

catching. 

is next setup 
ready?

press op

Move Sq / 
floods to 

base of next 
order

Setup next 
job, Tri Loc 

no

yes

Pre 
Production 
check list

Pre 
Production 
Checklist

press asst

is next setup 
ready?

pre 
production 
check list

yes

Teardown 
screens. Card 

ink unless 
needed for 

another job. 
Prep sq / 
floods for 
next job.

no

Catcher

Is order to be 
shipped?

Label for 
customer / 

courier pickup. 
Place in 

designated area.

Proceed to 
shipping 
workflow

No
yes

**BEFORE LEAVING FOR THE DAY/NIGHT PREP MATERIALS FOR 
NEXT DAY IN THE ORDER OF PRODUCTION TO MAKE STARTING UP 

FOR THE NEXT DAY EASIER**

Include 
on Label:
 customer 
or courier 

pickup

- weight 
-measurements
-address label

Retail or 
Contract 

Customer?

Courier Customer

If retail: special 
attention? bill to 

pay?

Notify Customer 
Service Team so 

customer or 
courier can be 

invoiced/notified 
their order is ready
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