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How to Make Your
Software Switch
Stress-Free

TOM SCHEK

acility scheduling software—for well-run facilities it has become a mission-critical application.
With any luck, your organization has found the right system and will stick with it long term.
However, it's not uncommon for a company to move on to a new system when the existing
program no longer meets its needs.

While the benefits of switching may justify the required effort, anyone who has ever endured the

transition to a new system—scheduling or otherwise—will tell you that it can be a high-stress endeavor.

That's also true for switching to an entirely new system or upgrading to a new version of existing software.

Luckily, there are a number of steps you can take to minimize the stress and maximize your staff’s
appreciation of the new or upgraded software.

\/Go big — Ensure that minimum system

hardware/software requirements have
not only been met, but exceeded. You
want your users to have a nice, long
“honeymoon” with the new program
before they're interrupted by a hard-
ware or peripheral software upgrade.

K/Invite input — Meet with every group

affected by the change—individually so
they can voice concerns specific to their
group. Then gather all of the groups to
hash out any cross-department com-
munication or procedural issues. Allow
ample time for people to express any
apprehension about the transition.

\?7 Do your homework — Strongly
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encourage users to review the prod-
uct documentation even before the
software is installed. This enables

them to have some familiarity with
the system the first time they use it.

\/ Can I get a witness? — Put users in

touch with others who have switched
to the new system and have had
positive experiences. A little reassur-
ance goes a long way.

| Ebb and flow — If possible, make the

switch during a lull in your organiza-
tion’s activity. Nothing is more stressful
than trying to master a new system
with work piling up on your desk.

57( Baby steps — When deploying an

application organization-wide, consider
a phased approach. While you want to
have everyone using the new system

as soon as possible, trying to address
each department’s unique needs all

at once can spread your I'T staff thin
and leave everyone disappointed in

the support—and ultimately the
product. An additional benefit of this
approach is that those groups who

make the transition first can assist
in the training of later converts.

\/ Share your struggles — While your goal

may be to have a seamless transition to
your new system, seamless doesn't have
to mean invisible. Take some of the
pressure off your staff by announcing

to facility users that a software change
is coming and that some minor
disruptions in your business processes
should be expected. People are generally
more accepting of service issues when
they are aware of them in advance.

J Backup before moving forward —

Ideally you should be backing up
your data nightly. While it’s likely
that your software transition will
come off without a hitch, having
backups of your data for the days
leading up to the switch will give
you an additional level of comfort.
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jA bicycle built for two — Consider make some difficult decisions— :%
running the old and new systems in especially regarding business %
tandem to provide reassurance to skep- processes—in the course of your 2
tical users. Afterward, wean users from software shift. While a consultant g
the old software as quickly as possible can help direct and give you advice, .-
and uninstall it so there’s no going back. you must ultimately have one

gAdult education — If the sofrware person or committee within your

) . . organization that has the final sa
provider offers consulting or train- ganiz 4

when groups reach an impasse.

ing assistance, take advantage of it.

Minor misunderstandings about how . . .
: ; Both immediate productivity and long-
a program works can, in some situa- o
. . term satisfaction are at stake when you
tions, fester into a full-blown back- )
. make the switch to a new or upgraded
lash. Getting a clear and complete

O S P —— facility scheduling system. A well-conceived

; and well-communicated transition plan
front can make a world of difference. N
can ensure that your organization hits the

The buck stops here — It’s possible ground running and moves ahead confi-
that your organization will have to dently with the new software. Fmy

Tom Schek is the communications coordinator for Dean Evans & Associates, Inc.,
whose Event Management System line of facility scheduling, office hoteling, resource
management and Web calendar products is widely used in the facility management
industry. He may be reached at tom@dea.com.
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