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Manage the 

project

Plan the 

Solution

Design 

Essentials

The Ingredients



IT Department Facilities Resource Bookers

Build the Team

Service Providers

All stages of the project = a combined effort



Services – What Do Staff Need To Arrange?

Catering Seating layouts

Teleconferencing

AV-equipment



Two Kinds of Information



Catering

Multiple 

providers / sites

Serving times / 

availability

Costs

Seasonal specials

Special items

Order deadlines

Special requests 

(e.g. vegetarian)



Restricted rooms
Priority rooms
VIP access

Complex Conditions



IT Department FacilitiesReception

Route requests to the relevant staff

Catering



Information & Workflow

Workflow ReportsConsole View



End User Experience

Seating layouts



Who will supply the paper cups?



Project Management

PilotImplementation Roll-OutDesign Workshop



Use existing 
infrastructure?  
Any 
modifications?

Will IT be 
involved in 
administration?

How much time 
is involved in 
implementation?

What about 
rollout & 
support?

Questions for IT



Include 

enthusiasts early 

on to spread 

the word

Use Intranet

Be clear and 

prepare staff for 

change!

End user 

training may not 

be required

Communication



Administrator 

“in-house 

expert”

Train the trainer

End users

On-site or at a 

training centre
Service 

providers

Training



Design 
aesthetics
are important

Multi-disciplines 
and more 
people!

Look and Feel





Be Friendly



Don’t Clutter



Be Clear



Expand areas to show detail



Navigate



Context & Location



Custom requirements



Informative



Pleasing to the Eye



Avoid Colour Clash



Bold and simple



Friendly room names



Invest in designPlan, design 
and pilot

Include all key 
players in 
project

Align with 
existing people 
and systems

Conclusion



Questions


