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System Design and Documentation

Module B: Strategic Skills


Business Development Process: 1B-04
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Systems Design
Title/Code: Enter Old Leads Into BlueStep / C-2-2-1

Date: December 4, 2009
	Result Statement

	All old leads will be entered accurately into BlueStep from paper cards.


	Accountable Positions

	Position with overall accountability:

Sales Manager

	Participating positions:

Leasing Counselor, Sales Support, others assigned




	System Diagram
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	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Log into BlueStep
	Sales Staff Member of one delegated
	First.

	2.
	Search for Duplicate entries.  Marketing / Lead (New) > Lead Search.  Search by last name of prospect, then last name of contact, then first names of both.  If the info has already been entered, skip to Step #????
	Sales Staff Member of one delegated
	After Step #1

	3.
	Add Lead.  If it isn’t a duplicate, enter the lead.  Click Add Lead at the top right.
	Sales Staff Member of one delegated
	After Step #2

	4.
	Name & E-Mail of the resident.
	Sales Staff Member of one delegated
	After Step #3

	5.
	Primary Contact.  Click on the “+” next to Primary Contact and enter all the info you have on them.
	Sales Staff Member of one delegated
	After Step #4

	6.
	Resident Contact.  Click on the “+” next to Resident Contact and enter all the info you have on them.
	Sales Staff Member of one delegated
	After #5

	7.
	Resident Profile.  Enter any information you have in this area.
	Sales Staff Member of one delegated
	After Step #6

	8.
	Financial Information.  Enter any information you have in this area.
	Sales Staff Member of one delegated
	After Step #7

	9.
	Add Task / Note.  Enter any previously completed Tasks or Notes.  Click on Add Task / Note.
	Sales Staff Member of one delegated
	After Step #8

	10. 
	Select Task.  Choose from the type of task from the drop-down menu.
	Sales Staff Member of one delegated
	After Step #9

	11.
	Note.  Always start the note with the time it was completed (not the time you are entering), if it was noted and the initials of the individual who completed the task (not your initials).  Type word for word, the notes from the card.
	Sales Staff Member of one delegated
	After Step #10

	12.
	Date Due.  Enter the date the Task / Note was completed (not the date you are typing it in).
	Sales Staff Member of one delegated
	After Step #11

	13.
	Completed.  Click in the Signature box to show the action was completed.
	Sales Staff Member of one delegated
	After Step #12

	14.
	Save.  Click on Save to save the entry.
	Sales Staff Member of one delegated
	After Step #13

	15.
	Repeat.  If there are more Tasks & Notes, repeat the process starting from Add Task / Note.
	Sales Staff Member of one delegated
	After Step #14 – if necessary.

	16.
	Mark the inquiry card as completed by writing BS (for BlueStep) at the top right corner of the inquiry card.
	Sales Staff Member of one delegated
	As the last step of the process.
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	Resource Requirements

	Staffing
	Sales Staff or those delegated

	Space and Facilities
	Office 

	Equipment
	Computer with Internet Access

	Supplies
	Original inquiry cards

	Information
	Marketing Access in BlueStep.  BlueStep username and password.


	System Quantification

	· All old leads will be entered into BlueStep
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	System Standards

	1. Fields marked with an * are required.  

	2. If you don’t have a required (*) name, enter unknown.

	3. If there is a field in BlueStep that your aren’t sure if you should fill it out, leave it blank.  


Use additional sheets as needed

PAGE  
Copyright © 1994, 1996, 1997, 1998, 2005 by E-Myth Worldwide.  All rights reserved.  No part of this publication may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopy, recording, or any information storage and retrieval system, without permission in writing from E-Myth Worldwide

