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System Action Plan
Title/Code: BlueStep: Tasks / Notes : C-2-2-7

Date: December 23, 2009
	Result Statement

	Describe exactly the result this system must produce:

All tasks and notes will be entered properly.


	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

Title/Code: BlueStep: Tasks / Notes : C-2-2-7


	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Log into BlueStep.  
	Sales person entering the task or note.
	When needing to add a task or note.

	2.
	Select Record of the Resident.  HQ Home > Marketing / Lead Database > Lead Search
	Sales person entering the task or note.
	After Step #1.

	3.
	Add Task / Note. To the right of Inquiry Tasks / Notes, click on Add Task / Note.  Even though there are many selections, please choose only from those listed in the System Standards.
	Sales person entering the task or note.
	After Step #2

	4.
	Select Task.   Select the appropriate task from the drop down menu.
	Sales person entering the task or note.
	After Step #3

	5.
	Note. Include all the information you have on the situation and how the call was left.
	Sales person entering the task or note.
	After Step #4

	6. 
	Date Due. Either type the date the call was completed in the field, or click on the calendar icon to the right.
	Sales person entering the task or note.
	After Step #5

	7.
	Signature.  Clicking the signature box, means the call is completed.   Then click Save.
	Sales person entering the task or note.
	After Step #6


System Action Plan 

Title/Code: BlueStep: Tasks / Notes : C-2-2-7



	Resource Requirements

	Staffing
	

	Space and Facilities
	Office

	Equipment
	Computer with internet access

	Supplies
	

	Information
	Sales Systems




	System Quantification

	· Tasks and notes will be entered properly.


System Action Plan 

Title/Code: BlueStep: Tasks / Notes : C-2-2-7

	System Standards

	1. When entering time frames in the notes, always attach a specific time frame as opposed to length of time.  For example, instead of entering, “he fell two months ago”, enter, “he fell early January 2010.”



	2. When entering a note, always start with the time the action was completed or attempted (3:45 pm), then enter the initials of the person who is entering the note (KRT) followed by the actual note.

	3. Tasks:

· Note Only

· Initial Call In – Voice to Voice

· Initial Call In – Left Message

· Initial Call In – Scheduled Initial On Site Visit

· Call Out -  N / A

· Call Out – Scheduled On Site Visit

· Call Out – Left Message

· Call Out – Voice to Voice

· Call In From Email Sent – Left Message

· Call In From Email Sent – Voice to Voice

· Call In From Email Sent – Scheduled On Site Visit

· Call Back From Left Message – Left Message

· Call Back From Left Message – Voice to Voice

· Call Back From Left Message – Scheduled On Site Visit

· Lead Source Visit – Face to Face

· Lead Source Visit – Received Referral

· Repeat Call In – Left Message

· Repeat Call In – Voice to Voice

· Repeat Call In – Scheduled On Site Visit

· Walk In On Site Visit – Left Message

· Walk In On Site Visit – Face to Face

· Walk In On Site Visit - Deposit

· Walk In On Site Visit – Signed Contract

· Scheduled Initial On Site Visit – Left Message

· Scheduled Initial On Site Visit – Face to Face

· Scheduled Initial On Site Visit – Deposit 

· Scheduled Initial On Site Visit – Signed Contract

· Repeat On Site Visit – Left Message

· Repeat On Site Visit – Face to Face

· Repeat On Site Visit – Deposit 

· Repeat On Site Visit – Signed Contract

· Home Visit – Face to Face

· Home Visit – Not Available

· Creative Follow-Up 

· Email Sent

· Email Received

	4. Only select tasks that have associated results (except Note Only).

	5. Every sales activity (attempted or completed) will be documented in Tasks / Notes.


Use additional sheets as needed
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