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Vendor Selection & Project Scoping

Procurement

Staff Training & TroubleshootingProject Scheduling & Communication

User Support & 
Services

IT Project 
Management

Need for software
identified through

communications with
management, project

sponsors

Potential software is
identified, number of
required license is

defined

System requirements
(memory, processor,
etc.) are assessed

Vendors identified
and contract

agreements are
created by potential

vendors

Review license
contract agreement

Approve
contract?

Discuss potential
edits to agreement

with vendor

Contract is signed
and initial payment is

made

Develop project plan
based on installs
required, budget,

potential downtime,
etc.

Perform sample
installation on small
sample of selected
computers/servers

Create list of bugs
and other issues

identified

Finalize and prepare
full project plan and

timeline

Re-evaluate project
plan and contract

agreement based on
bugs/issues identified

Project plan
approved?

Move forward with
full-scale

implementation

Revise project plans
based on feedback
from management

Educate key
stakeholders on
project timeline,

intended outcome,
etc.

Develop installation
schedule with each

department; minimize
downtime where

possible

Assign project team
members to different

user groups to
perform software
implementation

Software
implementation

performed based on
project schedule

Employees in need of
training are identified

Training sessions are
scheduled and

communicated to
employees

Perform training
sessions; develop a

user guide (print,
online) to distribute

for reference

Additional Testing & Refinement

Bugs and other
issues are tracked
and compiled over

time

Opportunities to fix
high-frequency,

productivity-draining
bugs/issues are

identified

Fixes are identified
and implemented on

a monthly basis,
where needed

Yes

No

Yes

No

Type of Bugs

ü Usability issues
ü Hardware

specification
ü Data integration

problems
ü Syntax errors &

program exceptions
ü Security problems

· Existence of Standard Vendor Evaluation Criteria
· Mean Time to Resolve (during test installation period)
· Software Cost per User

KPIs

· Downtime due to Software Implementation
· Average Time to Install

KPIs

· Percentage of Training Outsourced
· Training Cost per User

KPIs
· Reported Bugs per User
· Mean Time to Fail
· Mean Time to Resolve (post-implementation)
· Support Cost per User
· Fault/Bug Silp-Through

KPIs

Revise vendor
agreement

Ready for implementation

Additional revision

Start implementation

Training needed Bugs are identified

1-2 weeks
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The purchasing and installation of new software products within a 
company. Includes initial need analysis, test installation, bug 
identification, full-scale installation, employee training, and 
post-implementation bug tracking.
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Software Procurement & Implementation: Workflow

Workflow Description

Legend

Corporate 
ServicesComplianceLegalHuman 

Resources Marketing

W
OR

KF
LO
W

INFORMATION TECHNOLOGY

Software Implementation

FinanceInformation
Technology

IT Project Management

Application Development & Support

User Support & Services

Software Procuremnt & Implementation

Network Adminstration

System Analysis

IT Security

Business Intelligence (BI)

IT Procurement

Vendor Selection & Project Scoping

Project Scheduling & Communication

Staff Training & Troubleshooting

Additional Testing & Refinement

GroupStart
Event

Intermediate
Event

GatewayEnd
Event

Message
Flow

Task Expanded
Sub-Process

Sequence
Flow

Pool

+

Information Technology: Software Purchasing & Implementation [BPMN 2.0]

pm.SGO4.SoftPurchandImpBPMN.150219

Login to OpsDog to purchase 
the full workflow template 

(available in PDF, Visio)

New users get $20 off their first 
purchase (registration is FREE!) 


