
eProcurement Utilization Playbook

How to Drive More 
eProcurement Utilization

MORE SPEND. MORE SAVINGS. MORE REBATES.
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ESM PRESENTS YOUR PLAYBOOK 
FOR WINNING WITH YOUR 
EPROCUREMENT MARKETPLACE
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You did the hard work and convinced your organization to invest in ESM Purchase, our 
eProcurement solution. Or maybe you’re still on the sidelines but getting ready to make a 
future project successful. 

What happens when you hit the go button?

Do users flock to the new eProcurement portal, reveling in our 
intuitive e-commerce platform where they find everything they’re 
looking for and great prices? 

Or, do they just keep doing what they’ve always done — search 
the internet, work with familiar vendors, and shop off-contract 
for work-related purchases. 

Chances are, you’ve got a bit of both going on. 

It can be a challenge for procurement leaders: you’ve got all the responsibility and accoun-
tability, but often without the formal authority to mandate the desired behaviors. 

If you’re one of the insightful people that chose the ESM Purchase solution, we have some very 
good news.  It is quite possibly the easiest, most intuitive solutions on the market. Your users 
don’t need to be trained so much as they need to be informed that the marketplace exists, 
and why it is good for them, their department and the school to make purchases through it. 

But even with a consumer e-commerce shopping interface to work with, uses may still need to 
be educated, informed, and occasionally reminded to conduct purchases through the portal. 

This ebook looks at some of the tactics and tools used by ESM customers to meet and even 
exceed their utilization targets.  

WHAT HAPPENS 
WHEN YOU HIT THE  

GO BUTTON?

INTRODUCTION:
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You might think it is stating the obvious, but one of the most powerful things 
you can do to drive utilization of your eProcurement shopping portal is to 
educate your user base. In many cases they simply need to know why it is the 
preferred way to shop for the goods they need to do their jobs.  Generally, 
people want to do the right thing — for their department, their budgets, and 
their institutions. They just need to know what the right thing is, and WHY 
it is the right thing.

We’ve put together a list of reasons why it is important to make purchases 
through the eProcurement portal at your institution.  You can pick and choose 
which ones are relevant to your organization, and use them as topics in your 
own internal campaign to drive utilization.  

SAVINGS THEY CAN SEE: 
It might be easy to just click over to Amazon.com for that department head 
to get a ream of paper, but did they know the best deals likely are over in 
your organization’s marketplace? On the marketplace, they can compare 
prices between your organization’s approved contracts — and even other 
e-commerce sites like Amazon — to clearly see how they’re stretching their 
budget dollars.

SAVINGS THEY CAN’T SEE: 
Through your negotiated contracts, you’ve worked out a lot of great benefits 
— from free shipping to sales tax exemptions. Those agreements are only 
going to help if people use the marketplace. What’s more, your buyers likely 
are still wasting the time and money to process purchase orders if they are 
shopping off the marketplace without their P-cards. 

ACCESS TO REBATES: 
Rebates come in two forms — from vendors when you buy an agreed upon 
quantity or value of goods and from P-cards when you reach a certain spend 
threshold. If your buyers aren’t shopping from your pre-approved vendor 

CHAPTER 1: 
START WITH WHY
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Drive utilization of your 
eProcurement shopping portal 
by educating your user base

contracts, you’re missing out on those vendor 
rebates. And if they’re still filling out purchase 
orders, they’re bypassing those P-card rebates. 
That’s a double whammy on rebates. Your organi-
zation could be missing out on tens of thousands 
to hundreds of thousands of dollars.  

BETTER COMPLIANCE: 
More often, schools are asked to meet spend 
mandates that have nothing to do with price. 
They also must meet requirements for the kinds 
of businesses they buy from and the items they 
purchase. That includes working with minority 
and women owned businesses or local companies 
and buying sustainable or green products. What’s 
more, grants and government funding set strict 
conditions on how the money can be spent. It’s 
easier to maintain compliance when you’re trac-
king spend through an eProcurement solution.

STREAMLINED LOGISTICS: 
Through your pre-approved vendors, you’ve pro-
bably set up shipping details to help streamline 
the delivery process. That might include single 
boxes that contain multiple orders and routing 
instructions. When too many of your buyers pur-
chase off-contract items, delivery trucks end up 

clogging campus roads and boxes inundate mail 
rooms. You’re left with a logistical mess. 

ENVIRONMENTAL CONSIDERATIONS: 
The procurement team has likely gone to great 
lengths to evaluate and select vendors who adhere 
to certain environmental practices. Users can buy 
with confidence that some combination of best 
prices, and best practices in environmental res-
ponsibility have been considered in signing with 
these vendors. In addition to the logistical issues 
described above, shopping off-contract and out-
side of the marketplace impacts our environment. 
More delivery trucks add to pollution and increase 
your carbon footprint. More boxes and packing 
materials lead to overflowing recycling boxes and 
Dumpsters. 

DIVERSITY CONSIDERATIONS: 
Similar to environmental considerations above, 
the procurement department has gone out of its 
way to ensure diverse vendors — minority and 
women owned business, and local business — 
are represented in the marketplace. By shopping 
through the portal, users can ensure they support 
the institutions higher level obligations for socially 
responsible procurement.   
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When it comes to marketplace utilization, some of 
our customers have hit it out of the park.

The California State University system had 1,300 
users in just seven months. At Ivy Tech Community 
College of Indiana, 2,300 were signed on in less 
than six months — and before full deployment.

How did Cal State, Ivy Tech and many of our other 
customers do it? By taking one or more of these 
plays out of the eProcurement Playbook.

Take a look … 

GET THE EARLY ADOPTERS: 
Look across your organization and make a list of 
likely advocates. Is the IT department struggling 
because office managers are buying laptops that 
don’t meet your organization’s IT specifications? 
Is the new facilities department leader eager to 
make changes and save money? Just one person 
can make a big difference and encourage others 
to adopt the marketplace. Find that first guy. Bring 
them into the fold. And do all you can to ensure 
their experience in the marketplace is a success.

GO DOWN THE LINE: 
If there aren’t obvious early adopters, start set-
ting up meetings with several likely departments 
in your organization. In individual departments, 
meet with P-card custodians and budget holders, 
among others, to lay out the benefits to them 
when they shop the marketplace. Find out their 
specific needs and ask what vendors they rely on 
so you can add more to the marketplace. (Remem-

ber, with ESM, there is no cost to you to add a 
vendor). Then set up training classes to meet the 
specific needs of each department. 

PRIORITIZE THE POPULAR VENDORS: 
After meeting with early adopters and other 
departments above, you may find that some of the 
same vendors were identified as the ones they’d 
like to see in the portal. You can now start to prio-
ritize which ones to enable first. Be sure to keep a 
record of which departments were interested so 
you can follow up to promote the vendor addition 
to the portal!

WIN OVER THEM ALL — EVEN THE 
NAYSAYERS: 
Let’s face it, change brings resistance. There’s 
always the guy who wants nothing to do with new 
software or an updated workflow. Find those guys 
and, before you have any bigger meetings with a 
broader group, meet with them one on one so you 
can understand their concerns. You might not win 
them over, but that meeting can help to defuse the 
situation and allow you to come up with responses 
before he raises them in front of a larger group.

HOLD LUNCH & LEARNS: 
Who doesn’t like a free lunch? Spring for a free 
lunch session and invite potential users so they 
can learn more about all the benefits of shopping 
the marketplace. You could even buy paper pro-
ducts, drinks and other items from your approved 
vendors and tout the savings during the lunch.

CHAPTER 2:  
YOUR PLAYBOOK FOR MARKETPLACE WINS
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The California State University system had 1,300 
users in just seven months. At Ivy Tech Com-
munity College of Indiana, 2,300 were signed 
on in less than six months — and before full 
deployment.

How did Cal State, Ivy Tech and many of our other 
customers do it? By taking one or more of these 
plays out of the eProcurement Playbook.

TOUCHDOWNS:
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DON’T SKIMP ON THE TRAINING: 
Just like a professional sports team needs 
plenty of practice time, so do your users — if 
you want them to come on board and stay 
there. Plan multiple training sessions when 
you launch the portal. Work with your orga-
nization’s human resources department to 
ensure that training is included for all new 
hires. Offer occasional classes and refres-
hers throughout the year. Again, with ESM 
you won’t need much formal training, but 
this helps those people who prefer to learn 
in a more formal construct. It is also provides 
an opportunity to keep the shopping portal 
top of mind within the organization. 

BROADCAST THE WINS: 
Did Jean in accounting save 30 percent on 
paper products when shopping the portal? 
Did Pat in facilities save 25 percent on fer-
tilizer? When it comes to savings potential, 
numbers matter. Just look at the popular 
Geico ads that trumpeted their customer’s 
savings when they switched to the insurance 
company. Do the same thing at your organi-
zation. Through emails, newsletter articles, 
social media posts and other avenues, 
constantly tout the successes and savings 
of your portal users.

KEEP IN CONTACT: 
When users buy something off-contract, remind them of 
the cheaper prices available in the marketplace through 
contracted vendors and urge them to use the contract 
the next time.

SPREAD THE NEWS: 
Don’t stop at user wins. Also create a steady drumbeat 
of content on any news related to the portal, including 
upgrades and new vendors. Always ask users if there 
are other vendors they’d like in the marketplace.

MAKE IT EASY: 
If your users can’t make it to a free lunch or a training 
session, make it convenient for them. Some of our cus-
tomers have developed their own on-demand training 
videos so users can brush up on their skills or find ans-
wers to their questions on their own. 

GET SOME CHEERLEADERS: 
Once you have some fans, make sure they’re celebrating 
their successes and praising the portal with their cowor-
kers and colleagues. Office managers, receptionists and 
other on-the-ground regular users can be particularly 
helpful. 

HELP THE BENCHWARMERS: 
Don’t let anybody stay on the bench for too long. After 
training sessions, monitor the portal to see how much 
those new users are logging in. If you’re not seeing an 
uptick in their portal purchases, check in with them. Find 
out if there are ways you can support them to boost 
their time in the marketplace.

BROADCAST THE WINS!
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“WE’VE REALLY TRIED TO WORK WITH ANYONE 
THAT HAS HAD ANY PORTAL QUESTIONS 

WE WANT THEM TO BE SUCCESSFUL.”

PORTLAND STATE UNIVERSITY

Get the early adopters: With the roll out, procu-
rement staff went to both front line office staff 
and the IT department. Office staff was eager to 
save money on paper and other supplies. The IT 
department wanted a better way to ensure buyers 
purchase computer equipment that meets the 
organization’s specifications. Both became early 
adopters.

Spread the news: The organization shared news 
about the portal via its employee magazine.

Go down the line: Procurement staff met with 
individual departments to learn about their 
needs and ensure favorite vendors are in the 
marketplace.

Lots of training: Portland State offers monthly 
training sessions and online videos. They also 
do customized training sessions for individual 
departments.

Help the benchwarmers: Portland State makes 
anybody with portal issues a top priority.

THE UNIVERSITY OF ALABAMA

Make it easy: To train faculty and staff, the pro-
curement team created online tutorials and inte-
ractive videos. Now, there is no need to set up 
meetings with every employee to train them to 
use the marketplace. Employees can choose from 
several options, including videos created for shop-
pers, approvers and buyers.

CALIFORNIA STATE UNIVERSITY 
SYSTEM

Broadcast the wins: The system regularly shares 
news about savings through the portal. The mes-
sages are short and simple. Think: anecdotes. On 
one campus, they send out a simple email mes-
sage a couple of times a week. Marge just pur-
chased office supplies and saved $45. It becomes 
a self-sustaining cycle of success, as people want 
to share their wins with the group too!

Lunch & Learns: There really is a free lunch — 
if you want to learn about eProcurement at Cal 
State.

EXAMPLES:  
PUTTING THE PLAYS INTO PRACTICE
Wondering if those plays will work for you? Here’s how 
these higher education institutions used the very tactics in 
this playbook for eProcurement victories. 

Ahrea Summers 
Portland State contract officer
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Seek out the department leaders or 
budget holders who are looking for ways 
to stretch their tight budget dollars. 

Without executive buy in or a top-down approach, 
it can be a bit more of a challenge for change 
management to happen. But it is still possible.

You don’t have to start at the top of your organi-
zation to get support. Seek out the department 
leaders or budget holders who are looking for 
ways to stretch their tight budget dollars. 

Meet with them. You can become their new best 
friend!

Show off the benefits of eProcurement — from 
the cost savings to the time efficiencies to the 
streamlined ordering and payment process.

Bring along an early adopter to help build your 
case. Or, show off your own department’s savings 
on office supplies and computer equipment, for 
instance.

Tell them that their department can save the kind 
of time and money as long as their users stop 
shopping random stores and e-commerce sites 
and start purchasing items on the marketplace. 

CHAPTER 3:  
NO EXECUTIVE BUY IN? YOU CAN DO THIS
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With ESM, organizations can automate the procure-
to-pay process with a suite of cloud-based, mobile 
solutions that can be tailored to your specific business 
needs and requirements. 

Implementation is easy. Adoptions rates are high. 
Integration is key.  And you get the benefits of more 
savings, improved visibility and better control. 

Contact ESM to learn more about how our suite 
of spend management solutions can help your 
organization now.

HAVE 
QUESTIONS?
Contact us to set 

up a demo

Phone:   1-877-969-7246
Email:  info@esmsolutions.com
Online: www.esmsolutions.com

ZERO TO 
SAVINGS IN 

MONTHS

How quickly can ESM’s tools be deployed at your 
organization? In the California State University sys-
tem, we rolled out to 10 marketplaces in just four 
months. At Ivy Tech Community College in Indiana, 
it took less than six months.

Our solutions and services are available at affordable 
prices that accelerate the ROI. 

With ESM, you can be confident that our systems are 
designed with best practices in mind for your entire 
organization.

Learn more at http://www.esmsolutions.com


