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System Design and Documentation
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System Action Plan
Title/Code: BlueStep: Enter Inquiry Info  / C-2-2-2


Date: December 18, 2009
	Result Statement

	Describe exactly the result this system must produce:

All interactions with prospective residents and their families will be documented in the same manner in BlueStep.


	Accountable Positions

	Position with overall accountability:

Manager, Sales

	Participating positions:

Leasing Counselors

Move-In Coordinators

Sales Support




	System Diagram
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	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Log into BlueStep.  
	Person who handled the call.
	Immediately after completing the call.

	2.
	Add Lead.  HQ Home > Marketing / Lead Database > Lead Search > Add Lead
	Person who handled the call.
	After Step #1.

	3.
	Enter Resident Name.  This page is for the resident’s name.
	Person who handled the call.
	After Step #2

	4.
	Inquiry Method.  Even though there are many selections, please choose from the following four: Unknown,  Resident / Family Referral, Lead Source Referral or Employee Referral.
	Person who handled the call.
	After Step #3

	5.
	Lead Source.  If you know the lead source, please select them from the list.
	Person who handled the call.
	After Step #4

	6. 
	Level of Care.  Select the level of care most appropriate for the inquiry.
	
	

	7.
	Primary Contact.  Click on the [+] next to Primary Contact to expand this area.  Enter all the information you have on the Primary Contact in the appropriate fields.
	
	

	8. 
	Resident Contact.  Click on the [+] next to Resident Contact to expand this area.  Enter all the information you have on the Primary Contact in the appropriate fields.
	
	

	9. 
	Resident Profile.  Enter all the information that you have in the appropriate field.
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	Resource Requirements

	Staffing
	

	Space and Facilities
	Office

	Equipment
	Computer with internet access

	Supplies
	

	Information
	Sales Systems




	System Quantification

	· Notes will be easily understood.
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	System Standards

	2. If you don’t have the resident’s full name, enter the prospect’s name and relationship.  Example: Becky’s mom.

	3. If you are not certain of the appropriate level of care, make your best guess.

	5. If the Primary Contact and the Resident Contact is the same person, enter the information twice.

	6. Allow Contact Check Box under Primary & Resident Contact.  If this box is checked, it means the Primary Contact has granted us permission to contact the prospective resident.

	7. Inquirer Check Box under Primary & Resident Contact.  If this box is checked, it means the Primary Contact and the Resident is the same person.

	8. Mailing List Check Box under Primary & Resident Contact.  If this box is checked, it means that person desires to be on the mailing list. 

	9.  When entering a number in a phone field, it must contain 10 digits (area code first).  Simply enter the 10 digits with no parenthesis, spaces or hyphens.  The computer will format it correctly.

	10.   If a couple is inquiring, leave Resident Gender blank.

	11. Amenities  under Resident Profile:  Check the box of the item that was an area of emphasis for the inquiry.

	12. Apartment Preference under Resident Profile.  Check the box of the apartment style that is most desirable for the inquiry.

	13. Hot Buttons under Resident Profile.  Simply enter a quick note of the one thing that is most important.  Don’t enter notes on the entire call here.

	14. Not every area of BlueStep is covered in this system, only the most important areas.  For the other areas, if you have information, you may enter it.

	16. Always Search for the Lead prior to entering them to make sure you are not creating a double entry.


Use additional sheets as needed
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