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How	to	Obtain	User	Acceptance	
	

When	new	technology	is	being	introduced	in	an	organization,	it	can	sometimes	be	considered	
a	threat	if	the	intent	of	the	new	technology	is	not	fully	understood.	The	new	technology	could	
be	perceived	as	competing	with	individuals	in	the	organization	for	their	job.	Changes	in	the	
way	we	have	worked	for	years	is	also	a	threat.	We	become	very	accustomed	to	doing	our	work	
in	a	certain	way.	When	we	need	to	change	the	way	we	are	doing	something,	the	need	to	make	
use	of	a	new	technology	or	process	it	can	be	considered	threatening.		

With	a	few	simple	steps,	we	can	make	the	introduction	of	changes	in	the	workplace	easier	on	
everyone	and	help	users	accept	the	new	technology	or	process.	This	will	not	turn	the	skeptical	
into	cheerleaders	for	the	new	technology	or	process,	but	it	will	help	make	the	change	more	
palatable.		

Change	can	either	be	exciting	or	frightening.	This	toolkit	provides	practical	tips	on	how	to	gain	
the	acceptance	from	your	users	when	implementing	a	new	technology,	process	or	any	other	
change.	

Step	1:	Know	why	you	are	Introducing	Something	New	
Change	is	a	part	of	our	business	life.	While	the	change	may	seem	to	be	small	to	those	
implementing	it,	our	users	may	have	a	different	impression.	It	is	much	easier	to	accept	change	
if	the	user	understands	why	the	change	is	proposed.	They	also	need	to	understand	what	is	
needed	from	a	business	perspective.	More	importantly,	we	need	to	find	out	and	understand	
what	our	users	need	and	want	so	that	they	can	be	more	effective	at	their	jobs.	It	is	important	
to	ensure	that	disruptive	forces	or	chaos	do	not	negatively	impact	our	users.	

As you are changing your processes or selecting a new technology never lose sight of 
how the user will understand and use the process in their workday. This means that 
whatever you implement is designed to support the attitudes and behaviors of the user 
rather than requiring the user to adapt to the new process of technology. For further 
assurance that the process or technology is suited to the user, it is prudent to have 
users try the new process or technology. Regardless of how great the new process or 
technology is, your project may be considered a failure if the users do not accept it.  

	

 

AIIM	Tip		

Today, consumerization is driving the adoption of new technologies and changes in 
our organizations. Listening to what your users’ challenges and problems are will 
help you to be responsive and obtain acceptance much faster.	

	

For	more	information:	

● How to Introduce New Technology to Your Clients 

https://blog.blueleaf.com/how-to-introduce-new-technology-to-your-clients/
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● How to Introduce New Technology to an Organization 
● Driving Social Technology Acceptance  
● Agents of Change 
● Embracing Resistance to Change 
● Need for Change Management Assessment 
● Accepting Change 
● How to Help People Accept Change 
● Benefits From Change in the Workplace 
● Solution Success Means User Adoption 

	

Step	2:	Involve	Key	Users/Stakeholders	

Just	as	you	do	with	any	project,	it	is	important	to	gather	a	group	of	stakeholders	to	act	as	
champions	for	what	you	are	implementing.	These	stakeholders	can	be	a	part	of	the	overall	
project	team	or	they	can	be	another	group	of	stakeholders	who	will	help	to	get	more	of	your	
organization	involved	in	the	project.	Keep	this	group	small	but	try	to	get	representation	from	
all	the	working	groups	in	the	organization	as	possible.	It	should	definitely	include	the	
management	champion	for	the	project.	

	

AIIM	Tip	

The key to gaining user acceptance is to use the various users/stakeholders from 
your organization to communicate the change and help build excitement about the 
upcoming technology or process change. Individuals from all levels of the 
organization’s hierarchy should be involved so they can speak to other colleagues 
and relate the changes to their specific needs. If you can win over detractors, they 
can become champions for the change.	

	

For	more	information	

● Change Management - 8 Tips to Successfully Implement New Technology 
● Change Management in the Process and Content Arenas: Let the Games Begin 
● Resistance to Change 
● Change Management: The People Side of Change 
● The Need for Change Management 
● How to Manage Organizational Change in the Workplace 
● Stakeholders in the Project 

	

Step	3:	Develop	a	Communications/Engagement	Plan	

	

http://smallbusiness.chron.com/introduce-new-technology-organization-41307.html
http://community.aiim.org/blogs/bob-larrivee/2012/02/09/driving-social-technology-acceptance
http://community.aiim.org/blogs/daniel-antion/2012/01/10/agents-of-change
http://community.aiim.org/blogs/angela-ashenden/2013/01/14/embracing-resistance-to-change
http://community.aiim.org/blogs/carl-weise/2011/01/20/need-for-change-management-assessment
http://www.selfgrowth.com/articles/Accepting_Change.html
http://www.yourofficecoach.com/topics/lessons_in_leadership/conflict_and_change/how_to_help_people_accept_change.aspx
http://smallbusiness.chron.com/benefits-change-workplace-13255.html
http://community.aiim.org/blogs/kevin-parker/2016/04/23/solution-success-means-user-adoption
https://www.bastiansolutions.com/blog/index.php/2011/06/21/change-management-8-tips-to-successfully-implement-a-new-technology/#.WFBrTqIrLdc
http://community.aiim.org/blogs/steve-weissman/2012/02/22/change-management-in-the-process-and-content-arenas-let-the-games-begin
http://community.aiim.org/blogs/timothy-elmore/2010/05/07/resistance-to-change
http://community.aiim.org/westerncanadachapter/viewdocument/2009-09-24-change-management-the-people-side-of-change
http://community.aiim.org/blogs/christian-buckley/2011/09/16/the-need-for-change-management
http://www.fortunegroup.com.au/managing-change-in-the-workplace
http://www.dse.vic.gov.au/effective-engagement/developing-an-engagement-plan/stakeholders-in-the-project
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To	reduce	the	anxiety	and	stress	of	change	and	ensure	what	you	are	implementing	will	be	
accepted	and	successful,	develop	a	communications	plan	where	you	will	lay	out	the	process	
for	communicating	the	changes	to	your	organization	at	all	levels.	The	communications	plan	
will	help	to	ensure	that	your	communications	are	properly	worded	for	maximum	
understanding	and	eliminate	any	confusion	or	fear	that	may	be	associated	with	change.		

	

Colleagues	at	all	levels	must	be	engaged	in	the	project.	Through	the	use	of	an	engagement	
plan,	you	will	be	able	to	identify	how	everyone	can	be	engaged	in	the	project.	Identify	some	
measurements	to	gauge	the	success	of	your	communications	and	engagement	plans.		

	

	

AIIM	Tip	

The best advice is ‘Keep it Simple’. Communications should be natural. Communicate 
on a regular schedule or share nuggets about the project on an intranet site to 
exemplify transparency in the project. You want everyone to know how the project is 
going and begin to get excited.	

	

For	more	information	

● People are at the Center of Change 
● Change Hurts! But You Can Prepare 
● How to Accept Change 
● Why Accepting Change is Vital to Your Professional Success 
● 10 Steps for Dealing with Change in the Workplace 
● Helping Employees Manage Change 
● Effective Engagement - Developing an Engagement Plan 
● Stakeholder Engagement 
● How to Create a Communications Plan 

	

Step	4:	Develop	a	Training	Program	

	

You	have	invested	a	lot	of	time	and	money	to	improve	your	process	or	select	and	acquire	new	
technology.	Do	not	let	that	investment	be	in	vain.	Every	organization	will	have	skeptics!	If	we	
understand	the	new	process	or	technology	and	why	it	is	being	implemented,	it	is	easier	to	
accept	it.	Make	sure	everyone	in	the	organization	impacted	by	the	process	or	technology	
receives	training.	Any	training	that	referred	to	the	old	technology	or	process	needs	to	be	
updated.	The	training	for	the	new	process	and	technology	should	also	be	incorporated	into	
the	new	employee	onboarding	training	and	incorporated	into	refresher	training	if	applicable.	
With	appropriate	training,	your	organization	will	be	on	its	way	to	achieving	its	goals.		

	

http://community.aiim.org/blogs/christian-buckley/2015/07/30/people-are-at-the-center-of-change
http://community.aiim.org/blogs/mimi-dionne/2010/08/03/change-hurts-but-you-can-prepare
http://www.wikihow.com/Accept-Change
http://www.agiftofinspiration.com.au/stories/success/Accepting.shtml
http://www.techrepublic.com/blog/10-things/10-tips-for-dealing-with-change-in-the-workplace/
https://www.workplacestrategiesformentalhealth.com/managing-workplace-issues/helping-employees-manage-change
http://www.dse.vic.gov.au/effective-engagement/developing-an-engagement-plan
https://www.stakeholdermap.com/stakeholder-engagement.html
http://www.wikihow.com/Create-a-Communication-Plan
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AIIM	Tip		

Make the training engaging and fun! Try to think of alternate methods, e.g., games 
to teach the new process or technology. Remember that many of your colleagues 
may not have had process or technology training since they joined your organization. 
This training will help to reinforce the policies and procedures your organization has 
in place.  

	

	

	

For	more	information	

● 6 Steps to Introduce Technology Into the Workplace 
● How to help employees embrace new technology 
● Tips for Training Employees on New Technology 
● New Technology, New Skills: Smart Ways to Train Staff 
● 4 Tips for Training Your Staff on How to Use New Technology 
● The Importance of Training Your Workforce When Adopting New Technology 
● Is Your Process Training “Nice to Know” or “Need to Know”? 
● Guidelines for Developing Process and Procedure Training for New Employees  

	

http://blog.jostle.me/blog/6-steps-for-introducing-technology-into-the-workplace/
http://www.hartfordbusiness.com/article/20110516/PRINTEDITION/305169988/how-to-help-employees-embrace-new-technology
http://hr-gazette.com/tips-for-training-employees-on-new-technology/
https://www.americanexpress.com/us/small-business/openforum/articles/5-smart-ways-to-train-your-staff-on-new-technology/
https://blog.vendhq.com/post/64901828089/training-staff-to-use-new-technology
http://www.eacpds.com/workforce-development-blog/importance-training-workforce-adopting-new-technology/
http://www.bottomlineperformance.com/process-training-nice-know-need-know/
https://www.youtube.com/watch?v=w9Z_5pI4Sjg

