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Introduction
In this eBook we’ll discuss:

Whether or not you need an agency management solution

What to consider when looking for a software solution

How to adopt and get internal uptake on your chosen system

How to prepare for rolling out your system



Do we need an agency 
management software system?
The growth of any successful agency 
is driven by great creative work and 
strategic thinking. However, long-term 
viability and continued success is 
only achieved by developing efficient 
(and repeatable) processes that allow 
insights into the allocation of company 
resources and financials.

As you grow, project planning and 
management become key as more 
and more clients come on board 
and increasing numbers of jobs start 
flowing through the pipe.

As an owner or senior manager of 
a firm it becomes clear that your 
agency can produce the best work in 
the world, but if you can’t produce it 
for less than what you bill out at (i.e. 
for a profit), you won’t be in business 
for long.

The struggle to be profitable takes a 
lot of energy!

Sometimes we focus on keeping 
things going, flowing from task to 
task and prioritizing what is urgent 
such as the next day delivery for that 
big project. It becomes apparent that 
while we’re hitting our tactical goals, 
we’re missing the larger strategic 
needs. In this way we can be out of 
alignment with our higher needs and 
the larger vision of the business. 

It’s common that agencies will try 
various tools and systems that solve 
some problems but not others, 
and these systems don’t mesh with 
each other well often creating more 
complexity than they solve. 

We see many small to medium sized 
marketing and creative agencies 
reaching out for a better solutions 



Do we need an agency 
management software system?

when their ad-hoc systems, Excel 
or paper management of projects, 
become unworkable and unwieldy.
It’s when their processes become 
too complicated, inconsistent and 
time-consuming, that they realize it’s 
time to adopt a workflow and project 
management software and “get it all 
together”. 

At this point, it’s time to step back 
and think about the long term, 
reset processes, make efforts more 
effective, and flush any roadblocks to 
profitability out of the way.

If this speaks directly to you, don’t 
worry - many other agencies have 
been there.  

In this eBook we aim to guide you 
through the process of choosing 
and adopting an integrated agency 
management software system, to 
ensure that you successfully launch 
it in your agency, and achieve your 
strategic goals.

So get ready, grab a coffee, get comfy, 
and let’s go!



Readiness test: how 
streamlined are you?
Do some of these situations sound 

familiar? If you answer “yes” or 

“sometimes” to even a few of these, 

it’s time to consider an agency 

management system.

1. Our team struggles to make 
deadlines. Perhaps we’ve taken on 
too much work, or they aren’t working 
hard enough — we don’t know. 
Y YES   Y NO   Y Maybe

2. We often don’t know if a project will 
be profitable until the final cheque 
comes in. 
Y YES   Y NO   Y Sometimes

3. Estimating how long a project will 
take is essentially a guessing game.
Y YES   Y NO   Y Sometimes
4. We base our pricing on what other 
firms charge and hope to make 
money.
Y YES   Y NO   Y Somewhat

5. Our leadership feels there is a 
lack of visibility into the day-to-day 
activities of the business. 
Y YES   Y NO   Y Somewhat

6. We’re too busy to onboard a tool, 
even if it eventually helps us “smooth-
out” our processes. 
Y YES   Y NO   Y Not sure

7. We haven’t had any time to 
“benchmark” our processes and 
projects.
Y YES   Y NO   
Y What’ does “benchmark” mean?

8. Our clients are often frustrated with 
the number of people they have to 
interact with on projects.
Y YES   Y NO   Y Not sure

9. We have a lot of revisions mid-way 
through projects. Up until now we 
thought it was our clients, but perhaps 



Getting all this data together takes up 
a huge amount of time.
Y YES   Y NO   Y Sometimes

13. We struggle to make payroll and 
haven’t taken on new staff because of 
it.
Y YES   Y NO   Y Sometimes

it’s because we’re not spending 
enough time upfront in the project 
planning phase.
Y YES   Y NO   Y Sometimes

10. We’re having problems billing our 
jobs properly because we don’t know 
exactly how much time we’ve spent.
Y YES   Y NO   Y Sometimes

11. Our accountant keeps telling 
us we need to bill for our expenses 
but we don’t have a system that can 
accurately track this per job.
Y YES   Y NO   Y Sometimes

12. We have a collaboration software 
system, we have something different 
for reporting, something else for 
financials, a different system to 
manage our contacts, and a variety 
of other tools for managing timelines 
and schedules. 



Readiness test: how 
streamlined are you?
How did you do?

Perhaps there are issues you are 
having that our short test didn’t cover, 
but the point is that it is beneficial 
to “take the temperature” of your 
firm every now and then to see how 
you are doing on some critical key 
performance indicators.

If you are having problems, 
even sometimes, with any of the 
processes in the test, then an agency 
management solution can help your 
firm streamline your methods and 
workflows.

Setting goals for addressing each 
one of the areas where you are 
experiencing pain will help you build a 
roadmap toward solving these issues.

Whether or not software solutions 
can help your agency will depend 
on several factors we will address in 
this eBook, however, first of all it’s 
important to understand the areas 
that typically cause roadblocks in the 
successful growth of any agency.

Identifying key issues

1. Leadership visibility into daily 

activities and performance.

It’s a given that agency leaders need to 
know how resources are performing 
and if client work is profitable. The 
only way to obtain this viability is to 
have a mechanism for tracking it and 
reporting on it usefully.



value of the work you do, when and 
how you do it, and what you should 
be charging for.

4. Getting teams to work efficiently 
toward strategic goals. 

Teams must work on the right 
projects at the right time, and be 
able to focus on that work efficiently. 
Creating the right environment for 
creatives and other team members 
to do their work is key to producing 
quality projects within the timeframes 
customers need. 

And that, after all, is the point.

2. Client satisfaction with agency 

performance. 
Feedback that your clients give you 
is “gold” for determining where the 
problem areas are. If clients are 
routinely voicing complaints regarding 
timing or quality, it’s time to address 
these relationships and solve problem 
areas.

3. Knowing what work and which 

clients are profitable. 
No one wants to work for free. Any 
successful agency needs to know what 
work, and who to work with, that will 
make money. If you don’t know, then 
you don’t know a key part of your 
business, simple as that. And you 
want to know your business, right?

4. How to bill and what to bill for. 
In creative agencies this is one of the 
hardest areas to nail. Knowing how 
to bill means having insight into   the 



Choosing the right software 
You may have realized that using 
integrated agency management 
software is imperative to succeed in 
today’s competitive landscape, and 
have decided to explore on-boarding 
such a system for your firm. Good for 
you!

The first step is choosing the type 
of software that will fit your agency 
needs and workflow. 

But where should you start?

1. The software model

The first main question is whether or 
not to use the Software as a Service 
(SaaS) model as opposed to a more 
traditional self-hosted solution.

According to the research firm IDC1, 
by 2014,“approximately 34% of all 
new business software purchases 

will be procured via SaaS and SaaS 
delivery will constitute about 14.5% of 
worldwide software spending across 
all primary markets”. 

Moreover, Global SaaS spending is 
projected to grow from $13.5B in 2011 
to $32.8B in 20162. 

Clearly, there is a trend. Many 
agencies wonder how a SaaS model 
can be beneficial for them. The need 
for low-cost flexible solutions are 
forefront and smart agencies know 
it’s necessary to stay competitive in 
a market that can quickly out-pace 
them.
Two main advantages of the SaaS 
model:

a) Total Cost of Ownership (TCO)
Choosing the SaaS model, you can 
avoid high upfront costs at your 
creative agency since you won’t 

  1Source: IDC
  2Source: Gartner 



need to spend capital on additional 
hardware, such as servers and 
storage. 

Everything will be taken care of by 
your service provider. Additionally, 
there is no internal IT personnel 
required, which will not only reduce 
overhead costs, but also working 
capital. 

Cloud solutions shine in creative 
agencies where many leaders and 
project managers can’t afford to
b) Capital Expenditure (CapEx)
The pay as you go model will reduce 
your CapEx considerably since 
traditional in-house solutions, also 
known as “served” or “on-premise 
software”, comes with a high price 
tag, not only in upfront costs, but in 
maintenance and upgrading.

waste time on non-billable work 
that is not directly related to their 
core business. It is much more cost-
effective to focus on client related 
items, like creating a new marketing 
campaign, than spending time dealing 
with software upgrades and hardware 
issues.



Choosing the right software 
It’s quite common to hear “I have 
spent many, many hours trying to 
develop our internal solution and we 
still don’t have the right tool in place!” 
from agencies that don’t have the 
resources nor the time to develop and 
maintain a workflow management 
software.

We also encounter agencies who 
have tried “served” solutions that 
are difficult, expensive, and time-
consuming to configure, upgrade, and 
maintain by in-house personnel.

The SaaS model reduces these upfront 
and backend costs by solving the 
hosting and maintaining for you.

Most cloud solution providers offer 
the flexibility to pay monthly for the 
service either by subscription or 
staged/phased fees, usually per user 

or size of user group.
Accessible payment plans mean you 
can scale up or down easily as you 
grow, and makes the accountants 
happy by being able to shift the costs 
from CapEx (capital expenditures) to 
OpEx (operational expenses). 

Plus, there is nothing to install. 
Upgrades are handled by the software 
provider who usually provide a tiered 
support service.
The bottom line is that acquiring an 
SaaS project management solution  no 
longer requires a significant capital 
investment.

Finally, the solution can be accessed 
from anywhere staff have an internet 
connection. You’re not tied to the 
equipment the software is installed 
on.



Checklist when choosing a SaaS 
solution:

• It works well on different operating 
systems (Mac, Linux, Windows).

• It works well the most popular web-
browsers. 

• It has a friendly and intuitive user 
interface making the process of 
learning and using the software 
easier.

• It manages workflows in a way that 
make sense for your business and 
has customization options.

• It is scalable to accommodate 
future growth.

• It uses the same data sources, 
without duplicate entry.

• It is secure and fast.



Choosing the right software 
2. High level overview:

Going deeper in the analysis of the 
software options that you have, the 
next step is to approach this task 
taking a high level overview, where 
you will need to evaluate the following 
aspects:

a) Security
b) Features and Scalability
c) Cost
d) Credibility and Vendor 

Compatibility

As we all know, security is a big factor 
in every technology related decision. 
Security is a very broad term though 
that may mean different things to 
different organizations. Security needs 
depend on what you do, the number 
of employees you have, the type of 
data you work with, and many other 
factors.

At the very least you will want to 
consider the following (general) 
security related features in any 
product you consider:

User related

• Does the product provide 
separation of data between user 
types?

• Is it easy to disable and enable user 
access to the system?

• Do you need to delete a user or 
simply disable them?

• Is data related to a user readily 
available when a user is disabled?

Password related

• Can you set your own password 
complexity rules?

• Can you force a change of 
passwords across some or all user 
accounts?



Session related

• Can you determine the duration of 
a valid session?

• Does the product use SSL 
(secure socket layer) for all of the 
communications over the internet?

Login security

• Does the system block a user 
after a specified number of failed 
attempts?

• Does the system present a user 
with a more challenging security 
question after a specified number 
of attempts?

• Does the system allow a user to 
retrieve their own password if they 
forget?

b) Features & Scalability
We suggest that you audit your  
current processes and workflows with 
an eye to whether they are meeting 
your needs.
What do we need to be able to do?

What tools do you use to solve your 
current needs?
Do you use multiple tools, a very few 
tools, or a single tool?
How complex are your processes and 
methodologies and how much time 
could/would you save streamlining?
Do you have a lot of duplication of 
data in your workflows?
How effective are your tools and 
methods?
Do you know enough about what you 
could be doing better, or do you need 
to find out more?

By asking yourself these questions, 
you will gain a deeper understanding 
of what you will need, and what type 
of change is required.

Look to the future
Once you take a deep honest look 
at your current needs and systems, 
envision your needs in one, three, five 
and ten years. 



Choosing the right software 
• Will your needs change much?

• What would you like to do in terms 
of projects, clients, and with your 
systems in the future that you can’t 
do now?

• Are the options for an agency 
management system that you are 
looking at scalable enough for 
these future demands? 

Think about your resources and the 
expected volume of work you can 
expect in the short, med and long 
term. Is your growth predicable by a 
certain percentage every year based 
on the past? 

If you grow 10% every year in 5 years 
you will have grown by 50%! It is a 
good idea to ask— can my current 
or future systems accommodate the 
projected growth, and at what point 
will they “break”? How will we know if/
when we’ve reached breakpoint?

We find that even steady modest 
growth can stress the workflows, 
resources, processes and 
infrastructure of an agency if it is not 
well managed. 

Have a plan to manage your growth, 
and develop key targets for measuring 
whether your systems are adapting. 

The more proactive you are about 
adopting an agency management 
system, the sooner you will be more 
profitable!

Key Performance Indicators:

A good agency management system 
should help you measure:

1. Turnaround time on projects
2. Estimating and billing accuracy and 

forecasting
3. Expenses
4. Client relationship management - 

lifecycle care



5. Development and/or creative time 
tracking and performance

6. Resource allocation stress

c) Costs

Costs can be deceiving at times. As 
mentioned, SaaS requires a lower 
capital expenditure than hosted 
options, but there are many SaaS 
options out there and each one has its 
value within the market it serves. 

Basically, there are three types of 
costs to consider when purchasing 
software:

Upfront cost (usually a known 

quantity): 
This depends on the number of 
licenses you need and the cost per 
license. There are sometimes setup 
and training fees that can be seen as 
part of the upfront costs.
Upgrades & Maintenance costs: This 
is the cost to keep the product up to 

date. SaaS include that cost as part 
of your monthly commitment while 
other models require you to purchase 
a maintenance account or an upgrade 
at a discounted rate from time to 
time.

Hidden costs: 

This is the one that catches us all 
from time-to-time. By definition it is 
hidden, so unless you think about it 
in advance it will usually catch you by 
surprise. 

Hidden costs may include:

• Hardware upgrades you may 
require to be able to run the 
software on your existing 
equipment (upgrade memory, CPU, 
larger hard drive).

• Hardware purchase - sometimes a 
piece of software requires its own 
server to run on.



Choosing the right software 
• Other software purchases - 

purchasing one new software 
may require you to upgrade other 
software packages that you are 
already using.

• Incompatibility with other software 
- sometimes purchasing a new 
software package means that you 
completely need to change your 
workflow, and therefor purchase 
other new software to take care of 
those new processes.

• New staff hiring - some software 
requires new staff to be able to 
support the new technology. This 
can either be a new staff member 
to your team, or indirectly by 
outsourcing some of your IT to a 
third-party who takes care of it for 
you.

It is important to ask the software 
provider any questions related 

to those costs so you will be able 
to properly analyze your options 
financially and measure the real value 
of such investment.

d) Credibility and Vendor 

Compatibility

• Before purchasing software, be 
sure to investigate the provider’s 
full range of different product 
offerings. 

• Go over each provider site in detail 
including their website, blog and 
any social media sites they have. 
This can tell you a lot about who 
the provider is, and also how they 
‘talk to’ their prospects and clients. 
Are they kind of company you want 
to associate with?

• Read what others say about the 
quality of service in published 
testimonials, but also take some 
time to check out what comes up 
when the company is Googled.



• Are their clients in the same market 
space as you? Do you know any 
of the clients they have worked 
with in the past? If you do have 
connections, it’s a good idea to call 
them and ask how they like the 
product.

• Go over version/release logs 
(sometimes it will be posted on the 
web site), or press releases. Make 
sure that the product is in active 
development.

• Investigate how long they have 
been in the market.

• If you do arrange a demo, be sure 
to ask what is on their near and far-
term roadmap for development. 
This can tell you a lot about where 
the company is going and whether 
your goals will be compatible with 
theirs. 

3. Your Agency Needs:

After going through the high level 
aspects to be considered when 
choosing a software, we encourage 
you to go deeper and think about the 
particularities of your creative agency. 
In this detail-level approach you 
should consider:

a) Agency Size
b) Priorities
c) Users and their roles

a) Agency Size 
The number of people using the 
software may matter, depending on 
the features that the software has, 
how robust it is in terms of speed and 
performance, and the permissions 
that you want for each person. Some 
software systems are developed 
especially for small and medium size 
agencies (less than 100 people).



Choosing the right software 
d) Priorities

• Tracking time, creating briefs, 
invoicing, scheduling… what are 
your priorities? 

• Do you prefer a software with 
an accounting system built-in 
or do you want a software that 
can integrate with your existing 
accounting tool (e.g. QuickBooks)? 

• And how about your workflow — 
what comes first? How important 
is scheduling, estimating and 
reporting for your agency and what 
is the order of these activities? 
What departments will be using the 
software? 

• What features do you think you’ll 
need in the future and will the tool 
scale with your needs?

Be careful not to fall for the ‘bells 
and whistles’ if the main application 
doesn’t have what you need and you 
know you’ll never use.

Keeping these questions in mind will 
help you determine what you really 
need.

c) Users and their roles
When comes to the system usability, 
you need to consider the roles and 
responsibilities of each person in 
your team. Designer, producers, 
project managers, traffic managers, 
accountant and owners have different 
needs. A good tool is one that will 
integrate the activities in your agency 
seamlessly so everyone can work 
together to achieve the larger strategic 
goals.



Choosing the right software 
Depending on different roles & responsibilities project management software 
will mean different things to different people. Think about what using the new 
software might mean for your staff.

Everything! Stores, 
analyzes, compares 

owner CRM, Invoices and 
Profit Analysis, Online 

Collaboration

Track projects and tasks, 
communicate with 

clients, have real-time 
financial overview of all 

jobs. 

project manager CRM, Creative Briefs, 
Estimates, Proposals, 
Project Management, 
Timesheets, Expenses, 

 Manage and capitalize 
on new business 

new business CRM, Creative Briefs, 
Estimates and 

Proposals, 

role responsibility needs



role responsibility needs

Allocate hours, 
communicate with 

and assign tasks to the 
team, keep deadlines 

traffic manager
Traffic Management, 
Task Management, 

Scheduling
Timesheets, Expenses

Insertion Orders, Online 

Produce the work on 
time, keep vendor 

information organized, 
producer

Creative Briefs, 
Estimates 

and Proposals, 
Project, Traffic and 
Task Management, 

Produce innovative 
creative work, record 
time and expenses, 

meet deadlnes under 
budget.

creative
Creative Briefs, 

Estimates 
and Proposals, 
Schedules and 

Task Management, 

Manage retainers, 
reconcile estimates 
with actuals, track 

expenses and create 

accounting Timesheets, Expenses, 
Profit, Analysis, Financial 

Reporting, Software 

And let’s not forget clients (well...maybe you want to!). Clients are usually 
responsible for creating more work, and that’s a good thing — when you can bill 
for it. Why not let them see how awesome you are? Choose a management tool 
with a client portal for project file sharing and communications and enjoy the 
sound of happy clients!



Adopting the software 
Keep in mind that the best software 
for your agency will be that one 
that you will use. Buying super-hero 
software that you don’t use won’t help 
with anything.

At this point, you may ask yourself 
“How can I ensure that my team will 
actually use the software that I am 
buying?”. 

You’re taking the next step further and 
entering the adoption stage, where 
two important things can make the 
difference: training and support.

More often than not (when comparing 
full-service agency workflow 
management solutions) the reason for 
failure to adopt (and properly using) 
a software solution has more to do 
with training and support than the 
software itself. 

Training and deployment are as 
important for the success of the 
software adoption as selecting 
your new system in the first place. 
Therefore, you need a well-structured 
plan in place to assist your team in the 
transition.

All software solutions in the creative 
agency market (Function Point, 
Workamajig, Clients & Profits, 
CurrentTrack to name a few) promise 
the same thing. They all promise 
to help your agency streamline its 
workflow and increase profits— and 
regardless of which software you 
ultimately decide to use, you will be 
successful in doing just that ... IF your 
whole team adopts the software.
This means everyone is doing their 
timesheets, all jobs are entered into 
and invoiced through the system and 
all your critical information and data is 
kept up-to-date. If you do that you will 
be amazed at how much billable work 



can be “found” and how much more 
efficient your entire agency can work.

If you already have a workflow 
management system in place you 
already have half the battle won, now 
you just need to ensure that your 
software provider is there to help you 
finish what you started.

One common concern at this stage 
is that setup and training is labor 
intensive. This is true, getting up and 
running can take a lot of your key staff’s 
time and energy. 
For this reason, it is important to 
have a good deployment plan. It’s 
also essential to remember that the 
agency management system will save 
your agency significant time over the 
long run if you put in the effort during 
deployment. 



Adopting the software 
the fatal mistake of trying to rush it by 
doing all your training in one day or 
trying to catch up over the weekend. 

When start your training, we highly 
recommend to utilize the training 
materials provided by the software 
company.  Read any applicable 
documents you can prior to your initial 
consultation with the company’s trainer 
so you can focus on specific questions 
about how your workflow will now 
operate in the new system as well as 
review the new processes rather than 
trying to learn them on the fly.

3. Build up: 

At Function Point we find that our 
most successful clients are the ones 
who build on their system knowledge 
through a structured training process. 
They do their homework during the 
training process and build up to their 
ultimate goal of using all modules to 
help manage their agency

Making sure the software company 
offers you enough training for your 
users and unlimited technical support 
will also reduce this risk.

Here is the step-by-step guide to 
develop deployment plan:

1. Establish goals and 

responsibilities:

When you want to launch the system? 
Who will be responsible for it? Set a 
go-live date and define who will be 
attending the main training sessions.
Lead by example and work towards a 
tangible “go live” date.

2. Follow what you have planned: 
In the world of integrating your new 
software into your agency, this simply 
means that you need to do your 
legwork. Develop a workflow that 
will be successful in your company, 
share your plan with your training 
consultant, and follow it. Don’t make 



4. Don’t freak out! 

Seriously. Relax. As you’re 
implementing your new software and 
internal processes are altered and 
adjusted, things will go awry … expect 
it! 

You may land that project you 
were pitching last week, your traffic 
manager might get sick or maybe 
your entire team will decide to take 
vacation at the same time. Don’t fret 
though, as long as you have been 
following your plan you’ll make it 
through with flying colors.

5. Roll-out the software for your 

team:

After a few weeks of training, you’ll 
be ready to roll the software out to 
your team. There’s no better feeling 
than knowing that you’re ready to 
implement a change. Especially if 
that change will ultimately make 
everyone’s job easier and your 

company more profitable. 
Adopting a new project and workflow 
management tool for your creative 
agency can do exactly this for you.

This last point deserves special 
attention. A common concern when 
selecting software is that staff won’t 
adopt and use the system for its 
intended purpose, making it pointless. 
If people feel that the system is 
difficult to use or that it takes too 
much of their time and focus off of 
their actual work, they may not use 
the system. It is important to choose 
a system that is easy to use and 
has seamless integration with their 
workflows and current tools. 
For example, for the accountant at 
your creative agency, integration with 
the most popular accounting systems, 
such as Quickbooks, may be a key 
factor. 



Adopting the software 
It’s also important to communicate 
with your staff why the new agency 
management system is being adopted 
and that is going to make their work 
easier, not more difficult. This is 
essential to ensuring a successful roll-
out and it’s quite a simple step that 
many people tend to overlook.

Adopting a productivity software system 
is a task that should be done as a team. 
Make sure your employees know the 
transition is happening and provide 
them with any documentation you can 
in advance.
Give them a short demo of how the 
basics work (i.e. logging in, tracking 
time) so the interface isn’t unfamiliar 
when you go live. Also, give yourself 
and your business some overlap time 
between the old and the new system — 
usually a few weeks to a month. 

Be sure to schedule into your timeline 
some time for you to personally learn 
how your new software will perform 
and how you’ll be using it.



Rolling out the software
4 myths/barriers of deploying creative 
project management & time tracking 
software

Sometimes, your team will be 
anxious and will not fully share your 
enthusiasm. You need to bear in mind 
that humans are creatures of habit 
and not many people actually enjoy 
change even though they may be 
happy with the results change brings. 
You know that if you can get them on 
board and using the software it will 
make your job and theirs a lot easier.

So the question is, how do you get 
that buy in?

When rolling out the software to your 
team, reluctance from the team is 
normal. There are the early adopters 
that are very excited with the prospect 
of new software who will usually have 

a more positive attitude, but there 
will undoubtedly also be some who 
are the most resistant. Don’t worry 
though, it’s all about taking enough 
time to deploy, how you explain the 
advantages, clarify the doubts, and 
prepare the team.

Here are the 4 main issues you should 
address with your team:

1. Time sheets and time tracking: 
This is one of the greatest concerns. 
People will often think that time 
tracking is being implemented in 
order to judge employee work in 
order to penalize them if it takes 
longer than expected. That’s simply 
not true!
 
Time tracking is a way of creating 
an overview about where your 
agency spent it’s time and money, 
determining if there is anyone being 
overworked, and if the agency needs 

Adopting the software 



more staff or freelancers. As well as to 
help establish balanced price models 
between the time spent and time 
charged. It’s all about profitability and 
financial information.

2. Changes and adaption: 
Another myth is that adopting 
software will change the workflow and 
production process or the company 
culture, consequently requiring staff 
people adapt to it. The objective of 
productivity software is to improve —
not reinvent — the way you work, so 
your foundation will not be changed.

3.“The work will get more 

complicated”: 

This myth is related to the fact that 
people think that using a software 
system will take more of their time 
and complicate the workflow. If staff 
feel that the system is difficult to use 
or takes too much of their time and 
focus off of their actual work, they 

may not use the system correctly, 
or at all. Ensure you have effective 
training as part of the deployment 
plan.

4. “With the new software where 

will I find the information I need?”:
Another common concern of staff 
is knowing where to find the right 
information, and to be able to do 
it quickly. When a new software 
is adopted, questions about the 
data both inside and outside of the 
system can arise. However, the idea 
of a productivity and collaboration 
software is to actually connect the 
data and make sure that you can find 
everything easily in one place. Besides 
that, if the software company offers 
you the right documentation and 
support, it will be very easy to import 
the data to your new software system 
and get it up and running.



Speak to your team in their language, 
think about what is important to them 
and explain how this software will 
help solve their pain points. Lead by 
example and teach by doing. Show 
your enthusiasm and make it relevant 
by using real life examples.

It’s all about top down implementation 
— the decision makers should be the 
main advocates of the new software, 
and be the first ones to understand the 
entire process before rolling it out to 
the rest of the organization.

The Big Day

You did your homework - researched, 
compared, attended the training 
sessions, prepared your team – and 
here comes the big day. Time to go 
live. 

If your team is aware of this date well 
in advance they had the chance to 
address any concerns or to have extra 
training if required.

 A “Go Live” or “Launch Date” means 
to make it specific, e.g. “After March 
1st all new jobs must be created in the 
new system”. If you choose a vague 
time frame, things can get easily 
pushed out, so it’s best to have a firm 
date everyone will stick to.
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Finally, make it big! Your team should 
celebrate that you all are stepping 
forward in the challenge of increasing 
agency profitability and productivity. 

It is also important to make sure that 
your software provider offers technical 
support, so your team can be confident 
in the system and know that there is 
accessible help if anything doesn’t go 
right.



Function Point can help you 
Customer Relationship Management 
(CRM)
                                  
Creative Briefs, Estimates & Proposals

Traffic & Task Management

Job & Project Management

Scheduling & Calendar

Timesheets 

Resource Allocation

Media Insertion Orders

Invoices & Profit Analysis

Staff, Client & Vendor Collaboration

Client Extranet / Portal

Digital Asset Management

Financial & Management on-screen 
reports



reduce admin
focus on your
creative work

manage briefs,
estimates, jobs,
tasks & 
resources
all in one place

easy collaboration 
with clients, 
vendors
and staff

provide valuable
real-time job and
project 
information

create and
send invoices

These features are integrated and specifically designed to help 
you to run a successful agency:

Improve

Workflow

Increase

Productivity

define
resource
availability

assign
the right tasks
to the right
people

access
all the
information
you need

Emphasize

Relationships

control 
deadlines and 
expences

keep 
track of
time

Maximize

Profitability



Conclusion
More and more we find that creative 
agencies don’t need to be sold on 
the general importance of an agency 
management software solution to 
assist with efficiency, productivity and 
profitability. But the big decision is 
selecting the best software that fits 
your needs and goals.

The first impression can be that all 
the software companies in the market 
offer essentially the same product, but 
in reality each one has its own take on 
the best way of increasing efficiency 
and has developed unique features, 
and that’s what makes the difference.

As you’ve read, getting a new 
software system added to your 
work environment can be a complex 
process. Do not take it lightly. Examine 
your current needs, as well as your 
expected future needs, and do your 
homework so you understand what 
you are getting.

Adopting a new software shouldn’t be 
scary – it should be exciting. 

Preparation will make the transition 
easy and painless, and will allow you 
to get back to doing what you do best.

Remember that agency management 
software is only as powerful as the 
content that sustains it. This means 
that your team need to be completely 
on board and prepared to get stick by 
your “go live” date.

Finally it is important to emphasize 
that adopting a software will improve 
the way you work, but not reinvent 
it. Contracting a reliable software 
company to support your team’s 
development, while always keeping 
open dialogue with your team, will 
guarantee that your goals will be met.

Get ready, get set, go!
Good luck!



If you’re interested in exploring 
more, find out exactly how fp. 
works. 

Simply request a demo of 
Function Point Productivity 
Software for creative agencies.

Or call 1 877 731 2522 for more 
info. 

We’ll be looking forward to your 
success!

Looking for a great 
project management tool?




