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Pro tip: As a best practice, implement a quick, 

straightforward 5-step checklist after completing  

every print job.

Like most print operations, commercial printers move onto the next job in the queue, and sometimes in different 
shifts, as quickly as possible without giving much thought to the ones just completed. What’s done is done, 
and you are on to the next job. As a result, continuous improvement becomes aspirational without any follow-
through. Once the job is finished and delivered, critical next steps for success are easy to overlook or pass over  
if thorough processes, accountability, and oversight are not in place. 

Ensuring a  
Smooth Landing for  
a Quick Turnaround
You can imagine the scenario: the drinks and peanuts have been served. 
The passengers are just waiting for the plane to come to a full and complete 
stop before deplaning at their destination. While the passengers are 
weaving their way to baggage claim or ground transportation, the pilots are 
going through their post-flight checklist to prepare the plane for the next 
crew and share any potential maintenance issues that occurred during the 
flight. The checklist and processes ensure the plane is ready for a quick turn 
at the gate after addressing any potential safety issues.

01 
Input

05 
Output

04 
Produce

02 
Manage

03 
Prepare

Learn avidly. Question 
repeatedly what you 
have learned. Analyze it 
carefully. Then put what 
you have learned into 
practice, intelligently.

Edward Cocker
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Step 1: Estimate versus actual costs

Controlling production costs is critical to maintaining profitability. The quote generated for the customer must be 
accurate, and it must be adjusted if costs are consistently overrunning the original estimate. 

A consistent check of the estimate versus actual cost report is a quick way to spot outliers and determine if they 
are one-off issues or part of a more significant trend where your workflow’s cost centers and structures need  
to be adjusted. 

Be sure to include change order requests and charges for the added costs to ensure optimum accuracy.

Step 2: On-time performance

Meeting or exceeding delivery dates is one of the most critical production metrics. 

Delivering work at or ahead of schedule ensures high customer satisfaction and avoids any contractual penalties 
that might be part of failing part of a service level agreement (SLA). On-time performance can be tracked per job 
but is also a helpful metric when measured daily, weekly, and monthly for all work completed. An average-to-
high on-time delivery ratio means print production is humming along, but a lower percentage signifies production 
issues related to staffing, capacity, equipment uptime, or similar disruption points. 

The 5-Step Checklist for Completed Jobs

Pro tip: Find and correct the issue causing delays 

before they compound and cause scheduling and 

capacity chaos.

Step 3: Find systemic operational bottlenecks

Many discrete processes and cost centers are required for any print job, from prepress to finishing. One botched 
process can be the difference between timely and late delivery, not to mention potential cost overruns. Review the 
shop floor data, ideally collected using a print management information system (MIS), to identify departments or 
specific processes that took longer than expected. 

Questions to ask:

 ▪ How did this job delay compare to past job production averages? 

 ▪ Was the delay a one-time event, or is there a systemic pattern? 

 ▪ Do you see a systemic problem to locate and correct the root cause, or do you need  
more information?

Pro tip: Spot the time outliers using an estimate versus 

actual report from the print MIS, specific queries, or 

business intelligence dashboards fed by shop floor 

data. It will save you time and money.
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Step 4: Utilization benchmarks

Maximizing resources and optimizing investments is critical to managing the potential volatility in orders, the fluctuation in print 
volumes, and changes in staffing requirements. In addition, because order and print volumes are impacted by external forces and 
by partnerships with technology-focused companies offering printed products, from ink to substrates, the cost of materials will 
fluctuate, meaning other variable costs must be minimized. 

Optimizing labor and improving equipment uptime and effectiveness are two paths to improving operational performance.

So how can you address this?

Overall Equipment Effectiveness (OEE) is an established metric to measure the health of the print operation. OEE compares the 
printed products’ actual time, speed, and quality versus the theoretical maximum available based on the production conditions.  
In this case, the quality measurement refers to the defect rate instead of print image quality. Research in the manufacturing 
industries shows that improving any of these production elements results in more efficiency. An OEE score of 100% indicates  
that the shop floor produces defect-free print as fast as possible and that your systems have 100% uptime. 

Step 5: Accounting reconciliation

After identifying any cost adjustments, it is vital to close the loop on invoice creation and how to bill the customer effectively.  
Any alterations charged to the customer should happen immediately so an invoice can be created once the job is completed. 

Accounts receivable should be reviewed regularly, ideally monthly, to ensure all jobs have been billed and payment received. 

In all workflow assessments, the time to generate invoices and bill customers is a common issue that can easily be corrected using 
checklists and automated software to speed up the processes after the job is completed.

Pro tip: Capturing the data required for these metrics is best 

done using a print MIS solution or a data analytics tool with 

customizable visual dashboards.
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Output Your Print Jobs, Profitably

Fulfillment

 ▪ Meet the customer’s specifications

 ▪ Ensure quality output controls

 ▪ Verify warehousing and distribution processes are met

 ▪ Review shipment and delivery notifications

Estimates versus Actuals

 ▪ Logic-based, automated fulfillment and tracking

 ▪ System of record for all related materials, labels and packaging

 ▪ Centralized print operations

Ready for the Next Job?

 ▪ Walk your workflow

 ▪ Course correct and apply what you learned

 ▪ Be mindful of your estimating accuracy and its impact  
on your cash flow
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Do You Know What the Output 
Stage of Your Workflow Really 
Looks Like?

 ▪ Do you know estimates vs. actual costs per job,  
and can you track each variable?

 ▪ Is on-time performance being measured?

 ▪ Are bottlenecks and benchmarks being tracked  
and recorded?

 ▪ Is your financial reporting attached to your 
production activities and cash flow management?
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Closing the Loop with Profitable OUTPUT The Cost of a Disconnected OUTPUT

Output
Closing the loop – 
fulfillment and  
reporting - profitably

Centralized device control

Financial reporting

Smart shop floor data collection

Shipping and fulfillment tracking

Billing and receivables

Production/warehouse management

Job splitting and batching

Document re-engineering

Print stream engineering

Customer communication  
management

System of record

Analytics

Output
Closing the loop – 
fulfillment and  
reporting - profitably

Mismanaged assets, costly errors

Inability to track estimates  
to actuals profitability

Lack of real-time data  
for course correction

Lack of cash controls and cash flow

Cash flow inaccuracies

Execution errors,  
costly mailing/shipping 

Tracking and delivery inaccuracies 

Operational corrections

Lack of operational  
visibility and efficiency

SLA failure and  
customer dissatisfaction

Disparate or incomplete job  
and financial data

Poor business decision making
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ROI: OUTPUT Use Case
 
Without a robust OUTPUT System 

 ▪ Lots of manual paperwork, including triplicate forms to prepare, direct and track jobs

 ▪ Creation of budgetary report for headquarters, which was very time-consuming due to  
data in various locations

 ▪ Labor intensive, error-prone job creation process using spreadsheets 

 ▪ No visibility of what was printed, jobs in process, or jobs shipped

 ▪ Lack of visibility on productivity 

With a robust OUTPUT System:  
RICOH ProcessDirectorTM, Avanti® Slingshot Print MIS and  

Professional Services

 ▪ Automated job onboarding including job ticketing, reduced errors

 ▪ Simplified process to login to jobs for tracking and updates

 ▪ Combining RICOH ProcessDirector and Avanti Slingshot automated the collection  
of machine data (ex. runtime, materials)

 ▪ Reduced storage space required with the discontinuation on triplicate forms

 ▪ Visibility of who worked on specific jobs and for how much time allows productivity analysis  
and problem solving

 ▪ Single system of record enables financial reporting, business analysis and improved forecasting

SAVINGS:  

Repurposed Two Full-Time Headcount  
(Customer Service Reps/Schedulers)
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The Bottom Line
When the print job is complete and delivered, there are a few critical last steps to check off to ensure customer 
satisfaction and correct any issues. 

Please verify that the job was delivered on time, ran efficiently through the shop floor without bottlenecks or 
delay, and that it is accounted for financially. If you consider these five steps as the mandatory checklist, other 
following jobs can quickly and more efficiently add to your bottom line.

If you’re ready to optimize your production output, contact us for more information on how a workflow 
assessment may help determine your workflow needs.
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