Bull’s Eye Taxidermy - Workflow
Current Manual Workflow
1. Collect or Deliver trophies to BET premises
a. Assign own unique order number (metal tags)
b. Each animal received receives a tag
i. E.g. receive 4x springbuck
ii. A) Buck 1 - #1234
iii. B) Buck 2 - #1235
iv. C) Buck 3 - #1236
v. D) Buck 4 - #1237
2. Assign animals to the Contract Order Book
a. Animal numbers captured in the book and tracked throughout the process. 
3. Quote based on the trophies received. 
4. Contact the client with the quote.
a. Deposit due. 
5. Deposit amount received.
6. Placed into Production queue.
7. Trish creates lists for the different departments
a. Done manually in books. 
b. If Export order, will inform African Legacy Logistics (ALL) that they are starting processing on the order. 
c. For Local orders, customers may choose to collect or BET can arrange shipment (via courier or using ALL.
8. Job cards updated
9. Final invoice / pro forma
10. Packing List
11. Ship & complete order. 




Local vs Export Order Quote/Invoice Process
Quote/Invoice Process | Local vs Export Order 
Kindly confirm that the below processes make sense (from a system/workflow point of view) regarding quotes/invoices for local/export orders. 

A) Local Order
Local orders only relate to those orders quoted in South African Rands (ZAR)
1. BET collect/receive the trophies.
0. Assign a unique number to each trophy (metal tag applied & allocated manually in book). 
0. ! [Please confirm again whether the same tag number is assigned to each item in a single order, e.g. “1234” number used for all items receive in one order…,Yes – the same number is used for all items on the order. So multiple metal tags will be punched with the same number.
0. ! …AND if a single order “1234” has multiples of the same animal they are labelled “a”, “b”, “c”, etc. Yes
0. !... assuming that if there are multiple animals that are not the same type, then there will be no “a”, “b”, “c”, etc? Yes 
1. Send Quote to the Customer
1. For ZAR quotes a minimum deposit of 70% is due.
1. Customers often pay full 100% amount as the deposit. 
1. Some customers opt for payment over a few months (e.g. 4 months). 
1. Receive payment for deposit amount.
1. Issue a Tax invoice.
3. A tax invoice is always issued for any amount received on a local order (ZAR), whether it is a deposit, down payment, or full payment. 
1. Order Processing 
4. Once deposit received, initiate order processing (track processing cycle via order statuses). Yes, although we also need all instructions finalised in order to proceed. We won’t get started on an order unless all the details on how they want their trophies to be processed is in order.
4. Once order complete the final payment is due. Yes .  Issue a pro-forma when an order is complete, with balance outstanding.
1. Issue Pro-Forma Invoice
5. If an outstanding amount is due (e.g. remaining 30% for ZAR), then issue a Pro-Forma Invoice. 
1. Receive final payment (unless paid in full previously)
6. Issue a tax invoice for any payments received (part payment or full payment). 
1. Once paid in full the trophy is released to the Customer. 
7. Customer may collect, or if shipping arrangements have been made it will be shipped accordingly.

B) Export Order
Export orders are those quoted in USD / EUR / BWP.
1. BET collect/receive the trophies.
0. Assign a unique number to each trophy (metal tag applied & allocated manually in book). 
0. ! [Please confirm again whether the same tag number is assigned to each item in a single order, e.g. “1234” number used for all items receive in one order…,Yes – the same number is used for all items on the order. So multiple metal tags will be punched with the same number.
0. ! …AND if a single order “1234” has multiples of the same animal they are labelled “a”, “b”, “c”, etc. Yes
0. !... assuming that if there are multiple animals that are not the same type, then there will be no “a”, “b”, “c”, etc? Yes 
2. Send Quote to the Customer
0. For USD or EUR quotes a minimum deposit of 50% is due.
0. For BWP quotes a minimum deposit of 70% is due.
3. Receive payment for deposit amount.
0. No invoice is issued, for Export orders it remains in Quote stage. 
0. If shipping via A.L.L. need to inform them at this point of the order. 
4. Order Processing 
· Once deposit received, initiate order processing (track processing cycle via order statuses) Yes, although we also need all instructions finalised in order to proceed. We won’t get started on an order unless all the details on how they want their trophies to be processed is in order.
0. Once order complete the final payment is due. 
5. Issue Pro-Forma Invoice
0. If an outstanding amount is due (e.g. remaining 50% for USD/EUR or 30% for BWP), then issue a Pro-Forma Invoice. 
6. Receive final payment (unless paid in full previously)
7. Issue a Tax invoice for full payment received on all items. 
8. Once paid in full the trophy is released to the Customer. 
0. Shipping of trophies. 
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DETAILS VIEW VS LIST VIEW
	DETAILS VIEW - Example
	
	LIST VIEW - Example

	Displays all details about one Customer as fields.
	
	Displays only important details about Customers as columns

	
CUSTOMER DETAILS PAGE

Customer Status: 	
Customer Type: 	
First Name as per passport: 	
Surname as per passport: 	
Email address:	
Contact number: 	
Physical residential address:
    Country	
    Street	
    Province / State	
    City	
    Postal Code / Zip Code: 	
Shipping address:
    Country	
    Street	
    Province / State	
    City	
    Postal Code / Zip Code: 	
Referred By: 	
Preferred Currency: 	
Customer Passport or RSA ID: 	
Customer Office Notes: 	

Documents: 
[image: Paper outline][image: Document outline]

	
	
CUSTOMER LIST VIEW

Customer Type  |  First Name  |  Surname   |   Email                | Shipping City
Export                       John                     Smith               js@mail.com      Houston


Local                          Ben                       Viljoen            ben@ml.co.za    Pretoria


Export                          Sam                    Jones               s@mail.co.uk     London


Local                            Jan                       Spies               j@spies.co           Durban
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