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System Design and Documentation
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	Result Statement

	Describe exactly the result this system must produce:

Resident photos will be uploaded to BlueStep timely and accurately


	Accountable Positions

	Position with overall accountability:

Sales Support

	Participating positions:

Sales Manager




	System Diagram
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	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Individual Worksheet


	Move-In Coordinator
	First

	2.
	Generic View.  Make sure you are in the generic view.
	Move-In Coordinator
	After Step #1

	3.
	Resident Photo. Scroll down to Resident Photo.
	Move-In Coordinator
	After Step #2

	4.
	Document Library.  Click on this link.
	Move-In Coordinator
	After Step #3

	5.
	Add File.  In the top right corner of the pop-up, click on it.
	Move-In Coordinator
	After Step #4

	6.
	Browse for the photo.
	Move-In Coordinator
	After Step #5

	7.
	Rename the photo with the resident’s first and last names.
	Move-In Coordinator
	After Step #6

	8.
	File Location.  Click on this drop down and choose Photos.
	Move-In Coordinator
	After Step #7

	9.
	Save, click on it.
	Move-In Coordinator
	After Step #8

	10.
	Click on Photo.
	Move-In Coordinator
	After Step #9

	11.
	Done, click on it.
	Move-In Coordinator
	After Step #10

	12
	Save, click on it.
	Move-In Coordinator
	After Step #11
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	Resource Requirements

	Staffing
	Move-In Coordinator, 

	Space and Facilities
	Office

	Equipment
	Computer with internet access, camera, printer,  BlueStep, 

	Supplies
	Pens, paper, 

	Information
	All related systems




	System Quantification

	· Resident photos will be uploaded accurately and timely.
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	System Standards

	1. 


Use additional sheets as needed
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