XYZ Company

How We Process Customer Orders

Process Chart
	
	Step 1
	Step 2
	Step 3
	Step 4
	Step 5

	
	Input Customer Information
	Input Order Details
	Prepare / Send Deposit Invoice
	Collect Deposit Payment
	Produce Order

	Describe this step
	Input the following customer into the Customer Management System:

· Name

· Address

· Telephone

· Products Requested
	Input the following information into the Order Management System:

· Products Requested

· Product Quantity
	Create invoice in Order Management system using Order Details. Email invoice to customer
	When customer invoice has been paid, mark invoice as paid in Order Management System
	See ‘How We Fill Orders’ process

	Who Performs
	· Order Taker
	· Order Taker
	· Order Taker
	· Order Taker
	See ‘How We Fill Orders’ process

	Tools, Systems, Forms Used
	· Customer Management System
	· Order Management System
	· Order Management System
	· Order Management System
	See ‘How We Fill Orders’ process


Process Diagram




Process Narrative

1. First, the customer contacts us via phone or email. If customer contact is by email, we respond to the customer via phone within 12 hours of receiving the email.
2. While on the phone with the customer we ask them to provide us with the following information: . Name, Address, Telephone, Products Requested. We input this information into the Customer Profile screen of the Customer Management System
3. After that we….

4. We finish by…

Input Customer Information





Input Order Details





Prepare / Send Customer Deposit Invoice





Collect Deposit Payment








Produce Order 


(See ‘How We Fill Orders’ Process)











