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6 Steps to
Select Your 
Next LMS
A central, modern LMS is 
an essential investment 
for your organization.



As the nature of work itself continues 
to change, the need will intensify for 
organizations to offer employees a 
wide variety of learning opportunities 
to quickly upskill and reskill your 
team. To meet this demand, your 
organization needs a central, modern 
learning management system (LMS) 
to automate the creation, assignment, 
distribution, tracking, auditing, and 
measurement of learning across 
your entire employee base. Your 
LMS should be agile, and capable 
of supporting your learning needs 
as the organization evolves. 

This is a big decision, and one we 
know you can’t take lightly. That’s 
why we’ve outlined the six steps 
our most satisfied customers 
take when evaluating the best 
match for their business. 
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Document Your 
Objectives and 
Assemble Your 
Stakeholders 
 
The first step should be to 
document the drivers for 
evaluating new LMS offerings. 
Write down both pain points of 
using your current LMS and the 
expected benefits a new LMS 
might offer.  
 
Avoid the temptation to do this in 
isolation. Assembling an executive 
sponsor and a committee of 
stakeholders will accelerate the 
selection process and improve the 
likelihood of securing funding. 

 

Collect and 
Prioritize Your 
LMS Needs 
 
Once your stakeholders have 
reached a consensus on a 
business case for your new 
LMS, the next step is collecting 
and prioritizing your LMS 
needs. Most organizations 
consider these six capabilities 
minimum requirements.

Compliance 
Configures to Industry and 
Government-Mandated Training, 
Compliance Certification, 
Reporting, and Auditing 
 
Integration 
Integrates with other HR Elements 

(e.g., Talent Management and 
Performance Management).

Analytics
Provides an array of sophisticated 
reporting capabilities to optimize 
learning and boost usage. 
 
Usability 
Delivers a highly intuitive LMS user 
experience. 
 
Content Curation 
Empowers users to easily search 
and find the most up-to-date and 
relevant learning. 
 
Scalability 
Supports large numbers of 
concurrent users easily to support 
a sudden increase in demand.

Research LMS 
Providers (Long-list) 
 
There are hundreds of LMS 
vendors on the market, so 
it’s unlikely most will fit your 
requirements. Use this stage to 
eliminate providers who are not a 
good fit. 
 

Let us help  
you set the 
bar. Request 
a SumTotal  
demo here.
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https://www.sumtotalsystems.com/demo


Detail Your LMS 
Requirements (RFP) 
 
Together with your stakeholders 
collaborate on detailing all of 
the requirements and selection 
criteria you plan to use to evaluate 
and compare LMS providers. A 
typical way to organize your LMS 
requirements is by functional 
or process area assigning each 
requirement a level of importance 
- from must-have/critical through 
to important, but not currently 
essential to nice-to-have or 
optional. If you plan to deploy your 
new LMS in phases, also include in  
which phase each requirement is  
likely to be needed. 

You can also work with your 
stakeholders to define between 
four and six high-level LMS 
use-case scenarios or stories. 
Each scenario should contain a 
detailed step-by-step description 
of how a specific LMS user - an 
individual learner or a learning 
manager - executes or plans to 
execute a particular learning 
process, including the objective 
of the process, any preconditions 
around the process, and what 
your organization considers to 
be a successful outcome of the 
process.

Evaluate LMS 
Providers (Shortlist) 
 
Prepare your LMS Evaluation 
Scorecard that will be used to 
compare vendor responses to 
your RFP. 

Consider written RFP responses 
but also other interactions that 
signal what your relationship will 
be like after the sale is completed.

To see an example scorecard, 
check out our Vendor Selection 
Matrix here.

Key sections to include 
in your LMS evaluation 
scorecard

Written RFP Response
�	 	Overview
�	 	Products	and	roadmaps
�	 	Functional	requirements
�	 	Technical	requirements
�	 	Use-case	scenarios'	response
�	 	Pricing	or	initial	quote,	if	

provided
�	 	Choice	of	customer	references

Intangibles 
�	 	Interactions	with	sales,	other	

personnel at the LMS provider
�	 	Response	time	to	your	requests
�	 	Feedback	on	the	LMS	providers	

from customers, partners, 
analysts
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Select Your 
LMS Provider
In the final stages of vendor 
selection, you will want to 
consider conducting reference 
checks. During these discussions 
you will want to go beyond 
product functionality and dig 
into the vendor’s ability to 
partner with you over time.

Reference questions 
to consider:

What are the key learning 
benefits you’ve gained with  
the LMS? 
 
What are the overall 
business benefits you’ve 
realized with the LMS?

Did the LMS vendor deliver the 
system as promised, on time, and 
within budget? 
 
What has been your experience 
interacting with the services 
team of the LMS vendor? 
 
In hindsight, what would 
you have done differently 
in your LMS project?

Don't Forget to 
Future-proof Your 
LMS Decision
As you finalize the contract 
with your chosen LMS provider, 
make sure that you clarify 
what’s going to happen after 
the sale is closed. Take the time 

to review the proposed timeline 
for implementation and go-
live, how you’ll move from your 
existing solution to the new LMS, 
and the training schedule to 
make sure learners and learning 
professionals are ready to use 
the new LMS as soon as it’s 
deployed. Ensure that the LMS 
provider has a way to deliver 
on new features and that they 
will keep you continually up-to-
date on their roadmap plans and 
other innovations. You want to 
be confident that your new LMS 
is going to support both your 
organization’s current learning 
requirements and those yet-to-
be-fully-defined future needs.
 
 

Get an in-depth 
look into each 
of the six steps. 
Learn more. 
 
After completing these steps, 
you should now have all of the 
information you need to
decide on your LMS provider. 
As you make your case to the 
budget holders, you can
present a compelling business 
case for a new LMS and all 
of the reasons why you
and the other stakeholders have 
chosen this particular provider.
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SumTotal, part 
of Cornerstone, 
provides a unified, 
comprehensive 
Learning and Talent 
Development 
suite that delivers 
measurable impact 
across the entire 
employee lifecycle. 

With SumTotal, organizations can 
build a culture of learning that 
is critical to growth, success, 
and business sustainability. 
SumTotal’s award-winning 
technology provides talent 
acquisition, onboarding, learning 
management, and talent 

management solutions across 
some of the most innovative, 
complex, and highly regulated 
industries, including technology, 
airlines, financial services, 
healthcare, manufacturing, 
and pharmaceuticals. 

SumTotal partners with many 
leading global organizations, 
including a number of Fortune 
500 companies. SumTotal’s Talent 
Development suite supports 
learning and talent management 
initiatives for their customers and 
offers measurable impact across 
the entire employee lifecycle. 

Learn more at  
www.sumtotalsystems.com.

About SumTotal
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