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System Action Plan
Title/Code: BlueStep: Lead Sources C-2-2-6


Date: December 23, 2009
	Result Statement

	Describe exactly the result this system must produce:

Sales staff will be able to enter lead sources and associate them with leads.


	Accountable Positions

	Position with overall accountability:

Manager, Sales

	Participating positions:

Leasing Counselors

Move-In Coordinators

Sales Support




	System Diagram
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System Action Plan
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	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Log into BlueStep.
	Sales person.


	When the reminder needs to be set.

	2.
	Marketing / Lead (New).  Click on this link. 
	Sales person.


	After Step #1

	3.
	Lead Sources.  Click on this link.
	Sales person.


	After Step #2

	4.
	Search for the Lead Source you are going to enter to make sure they aren’t already in the system.
	Sales person.


	After Step #3

	5.
	Add Professional Source.  Click on this link.
	Sales person.


	After Step #4

	6. 
	Name & E-mail.  Enter the first and last name and click Save.
	Sales person.


	After Step #5

	7.
	Lead Source Contact.  Enter all the information that you have and click Save.
	Sales person.


	After Step #6

	8. 
	Tasks / Notes.  Enter any tasks or notes as appropriate. And click save.
	Sales person.


	After Step #7

	9. 
	Non-Professional Sources.  Click on this link. 
	Sales person.


	After Step #3

	10.
	Search for the lead source you are going to enter to make sure there isn’t a dubplicate.
	Sales person.


	After Step #9

	11.
	Add Non-Professional Source.  Click on this link.
	Sales person.


	After Step #10

	12.
	Category.  Select the appropriate category.
	Sales person.


	After Step #11

	13.
	Additional Info.  Input all the rest of the info you have and click Save.
	Sales person.


	After Step #12
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	Resource Requirements

	Staffing
	Sales person

	Space and Facilities
	Office

	Equipment
	Computer with internet access

	Supplies
	

	Information
	


	System Quantification

	· All lead sources will be accounted for appropriately.
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	System Standards

	1. All fields marked with an * are required.

	2. Professional Sources refer to doctors, lawyers, home health agencies, hospital discharge planners and nursing home social workers.

	3. Non-Professional Sources are advertisements, families of residents, residents themselves, internet sites, and special events.


Use additional sheets as needed
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