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System Action Plan Template


Title/Code: Pencasts: Transfer & Upload
Number:
Date: May 13, 2010
	Result Statement

	Describe exactly the result this system must produce:

Smart Pen Pencasts will be uploaded to the appropriate people for review as instructed in order to improve the quality of our sales skills.



	Accountable Positions

	Position with overall accountability:

Sales Manager

	Participating positions:

Leasing Counselor




Title/Code: Pencasts: Transfer & Upload

	System Diagram
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Title/Code: Pencasts: Transfer & Upload
	Description of System Benchmarks

	 
	Benchmarks
	Accountable Position
	Timing

	1.
	Plug the Smart Pen dock into the computer’s USB port.
	Sales Manager or Leasing Counselor who handled the sales call.
	The same day as the sales call was completed.

	2.
	Place Smart Pen on Smart Pen Dock
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #1

	3.
	Open the application Livescribe Desktop if it doesn’t open automatically.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #2

	4.
	Transfer Pencasts from Smart Pen to computer should happen immediately.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #3

	5.
	Wait for the transfer to complete.  
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #4

	6.
	Locate & highlight the pages you wish to upload.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #5

	7.
	Click the upload button.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #6

	8.
	Name the Pencast.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #7

	9.
	Click Upload
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #8

	10.
	Click “Continue” when the pop-up box titled, “Your content has been uploaded

to the Livescribe community.” Appears.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #9

	11.
	Click on My Livescribe.
	Sales Manager or Leasing Counselor who handled the sales call.
	Once Weekly

	12.
	Select the Pencast(s) you wish to upload in the right hand section titled My Files.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #11

	13. 
	Click on Email a Friend! Found in the left hand section titled Sharing Preferences.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #12

	14.
	First time: Click Add contacts at the bottom left of the pop up screen.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #13

	15.
	Enter the full name and email addresses of those with whom you will share your pencast.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #14

	16.
	Click Save
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #15

	17.
	Add check boxes to those contact you will send the pencast(s) to.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #16

	18. 
	Add appropriate notes in the Personalize It! Field.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #17

	19.
	Click Send.
	Sales Manager or Leasing Counselor who handled the sales call.
	Immediately after Step #18


Title/Code: Pencasts: Transfer & Upload
	Resource Requirements

	Staffing
	Labor Hours

	Space and Facilities
	Office

	Equipment
	Smart Pen, Smart Pen USB port, computer, internet connection, 

	Supplies
	Smart Pen ink refills, Smart Pen Notebook

	Information
	


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

· All pencasts are being uploaded to VP Marketing and Sales Coach on a weekly basis


Title/Code: Pencasts: Transfer & Upload
	System Standards

	#
	Standard

	1.
	You know the transfer has started when you see a pop-up window titled, “Transfer Progress”.

	2.
	You know the transfer is complete when the “Transfer Progress” window disappears.

	3.
	The physical papers are numbered in the bottom right or left hand corners.  These numbers correspond to the numbers listed on the Livescribe Desktop.

	4.
	If you can’t see your page numbers on the Livescribe Desktop, they may be listed under a different Notebook.  Notebooks are listed in the left margin: Pages > Current Notebooks > .  Click on a different notebook to find you page.

	5.
	To highlight multiple pages, click on the first page with a left mouse click and then select the last page by pressing the shift key and the left mouse click at the same time.

	6.
	The upload button is an up arrow located at the top right of the Livescribe Desktop.

	7.
	Pencast name should include (in this order): 1) the name of the prospect, the type of sales call and the date.  Example: Doe, John OSV 2010-05-14

	8.
	Name of the prospect should be last name first and first name last.  The name should be the same as in the BlueStep System Standards.  First and last names should be separated by a comma “,” then a space.

	9.
	Type of sales call will be the sames as in the BlueStep System Standards

	10.
	Date format shall be year, then month then day separated by a hyphen “-“.  These should all be numerical, not letters.

	11.
	Pencasts should be transferred after every sales action to simply this process.

	12.
	When uploading, be sure to select the audio and the ink, not ink only.

	13.
	Contacts: Add the following contacts to your Address Book in LiveScribe: William Nowell - will.nowell@servicetrac.com & Kyle Taylor – kyle@rlg.net.  

	14.
	You will send pencasts to Kyle Taylor & Will Nowell.

	15.
	Appropriate notes in the personalize it field would include, but are not limited to: 

· Areas you noticed you did exceptionally well

· Areas you noticed you can improve upon

· The result of the call (scheduled an on-site visit, got a deposit, etc)

· Anything really out of the ordinary (the inquiry was deaf, so it was hard to communicate on the phone.)

	16.
	The Smart Pen will be used for every incoming inquiry telephone call and every on-site visit.

	17.
	Uploads for the week will include every pencast recorded during that week.

	18.
	Uploaded pencasts are due Thursday mornings by 9:00 am for the previous week.  The previous week is the previous Thursday morning through the next Wednesday evening.


Use additional sheets as needed
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