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In this short guide we will focus on the basic steps that you need to 
follow to avoid getting lost in the process.  Each of these will include a 

check list that will enable you to mark off each section as you complete it. 

11 steps to selecting the best cloud-based 
spend management platform
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Formulate your exact 
software requirements

Research the cloud-based spend
management software platforms
available in the market

Put together a proposal to
Present to management

Short-list your chosen 
software suppliers

Advise the suppliers on your 
shortlist of exactly what you 
are looking for

Evaluate and score 
each system

Carry out a full 
price comparison 

Investigate supplier viability 
and references

Review the SLA’s (Software 
Licence Agreement)

The decision:  select the 
right software vendor

Arrange for software 
demonstrations
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The 11 steps to selecting the best
cloud-based spend management platform
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Formulate your exact software requirements

 Focus on the problems that the
software has to solve

 Make a list of the functions within
your perfect system

 Communicate with other
departments and get feedback

 Prioritise your list to split the
absolute necessities from the
‘would like to have ’

 Add link to Spend Management
RFP?

1
Don’t just think about what you need now but also in the 
future.  Is the software scalable?  Can it be tailored to suit 
your needs?  Will it expand with you as you grow?  The 
last thing you want to do is be faced with having to buy a 
new system in a couple of years.  

Keep the focus on your exact software requirements and 
don’t get swayed by clever marketing gimmicks.  Ask 
yourself what key capabilities you need your new 
software to provide.  This research period will provide the 
groundwork for your final selection process so you need 
to be absolutely clear about what you need.  

You may wish to begin by looking at the problems that 
you have and then ask the software vendors how they 
would solve them.  Include the things that your current 
system fails to do.  Should the new platform operate as a 
stand alone platform, or seamlessly integrate into current 
systems? Make a list of all of the functions that you need 
the software to carry out; don’t include just your own 
findings but ask other departments within the business 
what features would help them.

CHECKLIST
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Research the cloud-based spend management 
software platforms available in the market

 Ensure that you understand the basics of
the software functionality

 Take the time to research the latest and
more powerful software on the market

 Look at the differences between cloud-
based and on-site systems

 Ask for some online demos to qualify down
your vendor list

 Look at the ways in which the software will
improve your efficiency & cost savings

 Get a rough idea of how much you might
need to spend.

2
This is a crucial step so take the time to carry out your 
research thoroughly and in-depth.  Browse the internet, 
search listings sites (such as Capterra, Software Advice 
and G2Crowd), look at blogs (eg sourcinginnovation, etc ), 
take a look at analyst reviews (eg Spend Matters, 
Paystream Advisors etc), download any white papers that 
are relevant and generally do all you can to turn yourself 
into an expert when it comes to understanding what is on 
offer.  If you already have some general knowledge, don’t 
be tempted to skip this step.  Software changes rapidly 
and new systems come onto the market frequently so 
update yourself to provide a good background context 
upon which to base your evaluation.  

Most software vendors offer an online high level demo 
(around 30 minutes), which gives you a quick feel for 
whether the provider understands your needs and can 
demo a viable product, without the time investment 
required of a full product demonstration. Understand the 
functions of the various systems, look at whether they 
are cloud-based or not.  Get used to the terminology so 
that you won’t be lost when discussions start.  Look at 
how the system will improve your efficiency and 
maximise cost savings.  The final thing that you should 
look at is cost; some people focus on this from the outset 
but this tends to limit your options to this should never 
form the basis of your decision.
.

CHECKLIST

http://www.claritum.com/
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Put together a proposal to present to management

 Be clear about who the decision
makers are and who you need to
include in your presentation

 Mark out clearly the current
disadvantages, problems and hurdles
posed by the current system

 Show how the software will attend to
each of those problems

 Sum up the budget and get the go-
ahead to continue with our project
research, moving towards selecting a
final supplier and system

3
This is a crucial step so take the time to carry out your 
research thoroughly and in-depth. Now that you have a 
good idea of what you need and what there is available 
on the market, you should think about presenting your 
case to the ultimate decision makers.  Managers need to 
buy into the idea if funding is to be made available.  For 
this reason, your case to them should be presented in 
such a way that it is clear and provides them with the key 
reasons why the new software system should be 
implemented and the benefits that it will bring to the 
company.  You may also want to show the downside i.e. 
what will happen if the new system is not put in place 
and how the cost will be dramatically outweighed by the 
many positive advantages.  

Tips:  
Benefits should include reduction in costs, increased 
efficiency internally/externally and performance 
improvements.
Costs should take account of purchase price, software licence 
fees, servicing, training and upheaval due to organisational 
changes and process and system amends.

CHECKLIST

http://www.claritum.com/


www.claritum.com 6

Short-list your chosen software suppliers

 Focus on the systems that best

serve your industry sector and

size of operation

 Bring to the fore those that

provide the functions and

flexibility that you require

 Align with the systems that fit

your budget

 Begin to communicate with your

shortlisted suppliers

4
Now you have to start making the first of many decisions. 
It is not practical or feasible to leave all of the software 
suppliers in the evaluation process as this will be far too 
many to handle.  

Aim to chop your list down to about five or six; if you are 
starting with a large amount, this step in the process may 
take weeks rather than days.  But don’t feel 
overwhelmed.  

The simplest way to reduce your list is to eliminate those 
suppliers that don’t serve your industry sector or provide 
the functions and flexibility that you need. The second 
step can be to look at pricing and throw out the ones that 
don’t fit within your budget.  With this done and a short 
list prepared, you can begin to liaise with suppliers.

CHECKLIST
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Advise the suppliers on your shortlist of exactly 
what you are looking for

 Explain to vendors how you will make your
selection process and evaluate their offering

 Share your list with them, prioritising your
system requirements

 Give them details of the other systems you
are evaluating

 Advise your budget

 Advise your timeline

 Tell them exactly what you expect them to
provide you with during the selection
process

5
Your suppliers’ focus should be on enabling you to solve 
the challenges posed by your business.  In order for them 
to do this, you need to advise them of exactly what you 
are looking for in terms of operational needs.  

The more information you can give them, the easier for 
them to do this.  You should provide them with your list 
which outlines the functional capabilities, flexibility and 
scalability that you require.

CHECKLIST
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Arrange for software demonstrations 

 Supply each vendor with a list of what you
want to see

 Fix appointments for each demo

 Ensure that the right people from your
organisation attend

 Get everyone to make notes during the
demo and collate them afterwards

 Have a feedback meeting with your team
afterwards

 Ask for a free trial period & ensure your
users fully evaluate its capabilities

6
Now is the time to see the systems in action and see for 
yourself what they can do for your business. Before the 
demos commence, you should make the most of the time 
by providing the suppliers with a list of what you want to 
see the system do.  

Whatever key processes you need the system to provide, 
you need to see them working in real time.  The more 
information you give up-front, the more you will be in the 
driving seat of the demo. It will waste your time and the 
suppliers if they present you with a ‘one-size-fits-all’ demo 
that showcases only generic processes.  

Fix a date and time and ensure that the key people within 
your organisation will be present to view.  They and you 
should make notes as the demo progresses so that you 
can collate them afterwards to prepare questions.  Also 
feel free to ask questions of the vendors during the 
demonstration, making it interactive.

CHECKLIST
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Evaluate and score each system

 Score each demo using columns to
show essential components required

 Delete any vendors that don’t offer
what you need

 Rank vendors on best fit

 Study ease of use and provision of
user-friendly interface

 Look at how they have handled the
sales and demo process

 If necessary, arrange another one or
two more intricate demos

7
Once you have completed the demos, you are ready to 
pull all of the notes together and chat with your team.  
The next step is to compare each system.  Best way to do 
this is in Excel using a spreadsheet; score and rank each 
system, marking columns for each requirement that is 
provided out of your essential capabilities.  

Study the notes from your demos and make a note of 
everyone’s comment on each system.  Listen carefully to 
the opinions of your team.  If you find yourself torn 
between two systems, you may have to get the vendors 
back to do a final in-depth demo.  Don’t tell any suppliers 
that they have been short-listed until you have completed 
a few more checks.

CHECKLIST
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Carry out a full price comparison 

 Ask for a detailed quote from your
final vendors

 Provide them with a detailed template
for pricing data

 Include everything that the quote
should show i.e. software licence, any
bespoke customisation, training,
ongoing support and purchase price
etc.

 Ensure that you will be able to
compare the quotes on a like-for-like
basis

8
Assuming that you have now narrowed it down to one or 
two vendors, it is time to ask them for detailed pricing.  
Whilst you should not base your primary decision upon 
cost, it might make the difference between meeting and 
exceeding your planned budget.  If you let them know 
that they have been shortlisted and you are calling in 
prices, they may be even more competitive.  

Get all of them working to the same template so that you 
have a like-for-like basis to compare.  Provide them with 
the details of what you need included such as software 
licence, any customisations or integration requirements, 
training, ongoing support and of course the purchase 
price.  If they will be using any 3rd party 
hardware/equipment, they must specify this.  

Only by ensuring that they all work to the same pricing 
model will you be able to accurately compare final offers.

CHECKLIST
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Investigate supplier viability and references

 Advise your supplier/s that you are
considering placing the business with them

 Ask for two industry references

 Speak to both referees and ask for candid
feedback, likes and dislikes with regard to
the system

 Ask referees how the supplier deals with
problems

 Ask if they have renewed of extended their
relationship with the supplier

 Ask supplier for proof of viability, financially
and strategically.  How long have they been
in business?

9
Now you are at the stage where you need to check the 
software provider’s viability and references.  Check out 
their background fully and look at such things as how 
long they have been trading, customer testimonials, and 
online reviews.  Ask them to provide details of other 
vendors they have supplied in our sector. 

You can then make contact and ask how long they have 
been working together, how were their needs fulfilled, 
what their customer service team is like plus any other 
questions that you feel are relevant.   

Your task is to ensure that they are both credible and 
capable so don’t feel embarrassed about asking them to 
provide evidence to prove their viability, both financially 
and strategically. 

CHECKLIST
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Review the SLA’s (Software Licence Agreement)

 Ask for a discount in accordance

with industry standards

 Make sure your quotation

included sufficient licences for

the whole company

 Compare up-front and ongoing

licence fees

 Watch out for auto-renewal and

termination clauses

10
Your work is nearly done but before you make your final 
selection, you should always review the software license 
agreement.  Check the terms & conditions carefully and 
make sure that you are being provided with sufficient 
licences for the whole of your team.  Look out for 
automatic renewal clauses and what would happen if the 
supplier let you down i.e. termination clause.    

CHECKLIST
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The decision:  select the right software vendor

 Cloud based system – does it tick all of the boxes with
regard to affordability, scalability, access from
anywhere, connecting external users, reliability,
security and disaster recovery options?

 Is the product modular and therefore flexible?

 Does it have a powerful reporting function?

 Integration – will it fit with your existing system
easily?

 Training – how easy will this be?

 Support – how will this be provided after the sale?

 Updates/upgrades – how will these be managed?

 KPIs – agree these before signing the contract

 Ask for standard discount to be applied

11
All the work is done and you are now ready to make the 
final decision and select your chosen software vendor.  
Remember that you are looking for a cloud-based 
modular product with a powerful reporting function. Now 
is a good time to take a step back and briefly re-evaluate 
your needs and how the new system will match them.

Your cloud based spend management platform needs to 
streamline the buying and selling of sophisticated 
products and services.  You need a system that 
guarantees sustainable and significant cost savings as 
well as improving the efficiencies of your processes.   It 
needs to provide real time visibility of every transaction 
that your company carries out, providing total control 
and being a low cost/low risk solution.  Ensure that your 
new system will create value when you source products 
or services.  Also make sure that you agree KPIs before 
signing the contract so that both parties know what is 
required to make the software implementation a success; 
if you leave this open-ended you will have nothing to fall 
back on if the projects fails.

Finally, check out industry standard discounts and ask for 
this to be applied before you seal the deal. 

CHECKLIST
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 Cloud spend management platform

about Claritum

 Specializing in frequently ordered products and services

 Over 150,000 users in 35 countries rely on Claritum to manage
$200million expenditure per year

http://www.claritum.com/
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Contact Us

Contact Us

Claritum’s cloud based spend management platform streamlines 
sourcing, procurement and invoicing for low value, frequently ordered 
products and services, referred to as ‘tail spend’. Claritum integrates 
easily with buy-side ERP and financial platforms and supply side 
estimating, production, warehouse and fulfillment systems to automate 
the entire source to settle process. Claritum is trusted by global 
enterprises, regional businesses and procurement service providers to 
deliver significant, measurable and sustainable cost savings and process 
efficiencies. Claritum is headquartered in Bath, UK.

Get in touch with us now to find out if our cloud based spend 
management platform is a good fit for your organisation. 

http://www.claritum.com/
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