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This guide is designed to help higher education institutions 
match their unique needs with the right software solutions for 
their campus. 

Take this step-by-step approach to gather key stakeholders, 
identify potential vendors, prepare for discovery, and make an 
informed decision. 
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Defining your priorities allows you to clearly 
state what you need from a solution and how 
you want to leverage it for future growth. 

Your requirements should reflect a holistic view  
of your institution to prevent unintended 
consequences and obtain buy-in from all 
impacted teams.

What to Look for in Higher 
Education Software:

It connects your campus. 
Your faculty and staff need a 360-degree view of 
your students to effectively engage them and 
deliver the best experience possible. 

It’s got the right real estate.
Will you only use software on office computers? Or
do you prefer a smart cloud solution that’s
accessible anywhere? Make sure your system lives in 
the right place.

It meets your needs. And your budget.
Make a list of features that you need to have, features  
that would be nice to have, and features that you don’t  
need at all. Align your software accordingly.

It plays well with others.
You work with a lot of programs and systems. Select a  
solution that integrates with as many of them as
possible.

It’s tuned into your wavelength.
Select a solution that’s designed specifically for 
your institution’s needs and workflows.

It meets student expectations. 
Today’s students are always online. They’re 
accustomed to information and communication 
tools at their fingertips. Your software should 
provide the modern digital experience they expect. 
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It’s got data security on lock.
Ask these questions of the software you’re considering:  
Where is the data stored? How is it shared? Who has  
direct access? How safe is the cloud?

It can move it, move it.
Make sure your software offers the ability to easily 
import and export student information.

You’re prepped for success.
You should be able to get great in-person, online, or  
written training to hit the ground running quickly.

You get 24/7 tech support troopers.
Will you have backup? Your package should include  
round-the-clock support, for a flat monthly or yearly
fee.

You’re confident in what you’re being sold. 
Request in-depth demos that include a preview of all 
your solution requirements in-action. 

You’ll rock some major ROI.
Smart higher education professionals know that 
when it comes to the software’s price, the real 
value is its return on  investment.

Learn how Blackbaud’s higher education solutions can be a great fit.

Contact us today.
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Budget
Define a range, do online research, get insight from  
stakeholders and peers.

Timeframe
Establish realistic timeframes for the search, evaluation  
and implementation phases.

Current and Future Goals
Consider anticipated growth, staff and access levels, and  
associated expectations.

Resource Requirements
IT requirements, customizations, upgrades, system  
maintenance, other integrations.

Functional Requirements
Ensure the requirements of all offices across your 
campus are represented.

Getting your requirements correct can be the difference between ending up with a solution that 
moves your institution forward and one that holds you back.

This is the MOST important step in the partner selection process!

Tips on How to Gather the  
Requirements You Need:

• Include decision-makers

• Define current processes

• Identify gaps

• Understand your stakeholders’ ideal
world

• Gauge your stakeholders’ technical
capabilities

• Prioritize your stakeholders’ wish lists

• Monetize or enumerate wherever
possible

• Tie back to institutional goals

Make a List of Your Requirements.
At a minimum, you should consider these requirements  
before approaching a software partner:

Stakeholder
Considerations:

Nominate a representative from 
every audience that will interact 
with the software. Don’t forget 
representation from external 
groups! Identify students and 
alumni to help test and provide 
input. 
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Your approach to evaluating potential software partners should match your needs.
Every institution’s evaluation process will  differ depending on:

➢ Institution size and structure

➢ Workflows and processes

➢ Risk exposure

➢ Level of investment

Basic Vendor Evaluation Process:
• Identify potential vendors (conduct extensive industry research, leverage consultants, collect 

referrals from peer institutions) 

• Schedule a requirements/discovery discussion (prior to demo)

• Schedule a solution demo with key stakeholders

• Follow up to get stakeholders’ feedback

• Score each vendor using a scorecard (see page 12)—weight each category based on your 
institution’s priorities (i.e. is budget more important than features?)

• Select a finalist

Preparing for Vendor Demos
Be prepared when asking a potential solution partner to provide your institution with an in-depth demo.
Ensure that you prep both the vendor and your internal stakeholders. 

Set expectations ahead of time and make sure the right people are in attendance. Keep reading for tips on 
getting your stakeholders aligned and prepared for discovery sessions and demos. 
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Before scheduling discovery calls and solution demos, it’s important that your stakeholder 
team is aligned and prepared. 

• Outline Current State 
‐ Existing Software & Hardware
‐ Operating System
‐ Organizational Structure
‐ Programs Structure 

• Outline Desired State
‐ Goals & Objectives
‐ Cloud vs. On-Premises
‐ Proposed Project Timeline

• Solution Requirements/Capabilities Ranking
‐ Refer back to your requirements list (see page 

7) and prioritize them from “Mission Critical” to 
“Nice to Have”

Stakeholder 
Alignment 
Focus Areas

❑ Invite and brief appropriate internal stakeholders

❑ Document stakeholder questions 

❑ Share your goals and requirements list with the 
vendor ahead of time

❑ Keep your vendor scorecard handy (see page 12) 
and ask questions to determine how the vendor 
stacks up in each category

Discovery/Demo 
Prep Checklist
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Complete Vendor Scorecards
Each category may be weighted based on your institution’s priorities.

Vendor 1 Vendor 2 Vendor 3

Vendor
Score each characteristic on a scale of 0-5 based on your impression of the vendor (0=poor 

impression, 5=excellent impression)

Stability (consider years in business, 
number of clients, R&D investment, 
revenue)

Innovation

Company Vision/Mission

Software Solutions
Score each solution on a scale of 0-5 based on functionality and user experience 

(0=no solution, 5=seamlessly functioning solution)

Student/Academic Management

Enrollment Management

Learning Management

Content Management

Student Accounts

Financial Management

Advancement 

Marketing Communications

Scholarship Management

Financial Aid

Human Resources

Software Features & 
Capabilities

Score each solution on a scale of 0-5 based on how well the software satisfies the feature or 
capability (0=does not satisfy, 5=completely satisfies)

Cloud-Based 

Mobile-Friendly

Open APIs

Built-In Analytics

Ease of Use/User Interface

Security (consider backups and virus 
protection)

Services & Support
Score each category on a scale of 0-5 based on the vendor’s level of service or support 

(0=does not meet needs, 5=exceeds expectations)

Access to Support Staff (consider 
response time and online help)

Support Expertise and Experience 

Total Cost
Score the cost of the total solution on a scale of 0-5 based on how well it aligns with your 

budget (0=far exceeds budget, 5=in-budget)

Total Cost (5 year)

Score

mailto:solutions@blackbaud.com
http://www.blackbaud.com/


01
CHAPTER

05
CHAPTER

Vendor 
Selection



About Blackbaud
Leading uniquely at the intersection point of technology and social good, Blackbaud connects and empowers organizations to increase their impact  
through cloud software, services, expertise, and data intelligence. We serve the entire social good community, which includes nonprofits, foundations,  
companies, education institutions, healthcare organizations, and the individual change agents who support them.
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Blackbaud’s Cloud Solution for 
Higher Education is changing the 
game. 

From shrinking student enrollments and increased 
competition, to dwindling budgets and overburdened 
staff, higher education institutions are faced with 
more pressures today than ever before. Amid 
challenges like these, your institution must have the 
right technology in place to adapt and excel in an 
ever-changing environment.

Blackbaud’s Cloud Solution for Higher Education is 
helping institutions breakdown silos, harness the 
power of their data, effectively manage the complete 
student lifecycle, and foster a sustainable future. 

You’ve done it!

You know what you require and have seen  
what potential partners can offer you. Now is 
the time to make your selection and move  
forward in choosing a solution that will make  
your institution more efficient and effective.

Before signing, make sure you get:

• Internal buy-in

• Statement of work from the vendor

• A clear process for internal sign-off, 
including approval from the finance and 
legal teams as well as your board of 
directors

Request More InfoWatch a demo
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