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System Action Plan
Title/Code: BlueStep: Task Manager / C-2-2-8

Date: December 28, 2009
	Result Statement

	Describe exactly the result this system must produce:

Sales staff will be reminded by the BlueStep system as to when they should complete the next action.


	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.
	Sales person accessing the Task Manager.
	Daily

	2.
	Task Manager: Marketing / Lead (New) > Task Manager
	Sales person accessing the Task Manager.
	After Step #1

	3.
	Today’s Incomplete Tasks is the default.    Other view options include: View All Tasks; Task Calendar – This Month; Task Calendar – Next Month.
	Sales person accessing the Task Manager.
	After Step #2

	4.
	Select Task you wish to complete.
	Sales person accessing the Task Manager.
	After Step #3

	5.
	Complete the Task
	Sales person accessing the Task Manager.
	After Step #4

	6. 
	Note.  Add a note detailing the task completed or attempted.
	Sales person accessing the Task Manager.
	After Step #5

	7.
	Sign & Save.  Click in the signature box to mark it completed and the save the note.
	Sales person accessing the Task Manager.
	After Step #6
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	Resource Requirements

	Staffing
	Sales person

	Space and Facilities
	Office

	Equipment
	Computer with internet access

	Supplies
	

	Information
	


	System Quantification

	· All tasks will be followed up on.
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	System Standards

	1. A sales person will act on reminders daily.

	2. When any notes are made in BlueStep, it will include the author’s initials and time of day.


Use additional sheets as needed
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