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LMS Project Toolkit
LMS Implementation Starter Guide

You’ve assembled your business case for your LMS project. You’ve facilitated an executive 
discussion. You’re even starting to evaluate LMS vendors. Your executive team is just about to 
give you the executive “yes”, but before they do, they need to know one more thing… 

Even if you already have an LMS in place, you may have had an unnecessarily lengthy or 
negative implementation experience. Or, perhaps your system is so old that no one has any 
expectations whatsoever regarding the implementation process. It goes without saying that 
neither of these situations are ideal.

It’s important to set expectations regarding timelines, milestones, level of support, and 
responsibilities so you can allocate the appropriate resources and ensure a smooth 
implementation process. After all, the faster your implementation, the faster you’ll be able to 
have your LMS up and running, and the faster you’ll experience all of the excellent LMS benefits.

Here are a few things to communicate to your executive team that will help gain buy-in and 
make the transition to your new learning management system much easier.

What happens after the LMS purchase?
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 WHAT TO EXPECT WHEN IMPLEMENTING YOUR LMS 

Your LMS implementation should take no longer than 12 weeks. Here is a breakdown of the 
milestones you should reach throughout the 12-week process (note: this process will vary based 
on your internal resources and your chosen LMS vendors, but below is what you should expect 
from a best-in-class solution).

For more information regarding the Docebo implementation process, click here.

During your kickoff meeting, you will 
meet with your Customer Success 

Manager, as well as your Implementation 
Specialist who will be guiding you 

through the implementation process. 
The first step to reaching your L&D goals 
is successful adoption of your LMS, and 
this meeting will aim to set the goals and 

deployment timelines.

In this session, your Implementation 
Specialist will develop a custom 

implementation journey. The goal 
of this stage is to ensure that you have 
everything you need to configure your 

system in order to meet the specifications 
of your use case and your technology 

ecosystem.

The final stage will review the results 
from your soft launch. You will apply 

any learnings from this stage and 
make the required the changes to your 
platform. Finally, you’ll work with your 
Implementation Specialist to ensure all 

objectives have been met and that you’re 
ready to start seeing results with 

your LMS.

You’re finally ready to launch your LMS 
project and improve the effectiveness 

of your learning programs! After 
implementation, you will be assigned to 
a Customer Success Manager, who will 
take over as your point of contact and 

advocate at your LMS vendor.

This is the stage where you’ll really 
start to see the realization of your LMS. 
You will be guided through a series of 
modules that will help you configure 

your LMS look and feel, your courses and 
catalogs, enrollment rules, notifications, 

dashboards, reporting, integrations, 
and so on. The LMS vendor should 

provide ongoing and follow-up support 
throughout this entire process.

It is recommended that organizations 
run a “soft launch” with a handful of beta 
users to ensure that your LMS is ready to 
roll out to your learning audience. During 
this stage, you’ll ensure that everything is 
working as anticipated according to your 

LMS use case(s).

WEEK 1: 
Kickoff

WEEK 1-2: 
Use Case Discovery 

and Planning

WEEK 11-12: 
Final Review

...Then What?

WEEK 2-9: 
Training, Organization, 

and Configuration

WEEK 10-11: 
Testing Period

https://www.docebo.com/
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How to avoid the hidden costs
of LMS implementation

The last thing you want is hidden fees piling up when it’s time to launch your LMS project – after 
all, you’ve already confirmed a budget and are making a huge investment in your new system.

 Use the following checklist to ensure your implementation process goes as smoothly as 
possible and you don’t run into any unexpected costs.

 

 IDENTIFY ASSETS: WHAT RESOURCES DO YOU HAVE? 

Evaluating the eLearning assets and content at your disposal will help you 
determine which LMS features you need, as well as which support services and 
additional resources you will require. Use these when you run a free trial of an 
LMS solution to ensure everything works as it should.

 PINPOINT OBJECTIVES: WHAT ARE YOUR NEEDS? 

Discuss the needs and preferences of your learning audience(s), as well as your 
organizational goals. Make a list of the features and capabilities you need to 
execute with your LMS. Misalignment of objectives can add all kinds of additional 
costs since there is no clear path for how your LMS will help your organization 
succeed.

 ASSESS SKILLS: IS YOUR ELEARNING TEAM PREPARED? 

Ensure your L&D team is prepared to take on the task of working with your LMS. 
Ideally, your LMS’s UX/UI will be intuitive for both learners and administrators, so 
little training on how to use the system will be needed. However, keep in mind that 
there will always be people behind the machine and they should have the skillset 
required to manage your LMS effectively. If they do not, you may have to account 
for the costs associated with this kind of training.

 MEET VENDORS: ASSESS POTENTIAL VENDORS. 

Evaluate LMS vendors thoroughly so you understand the exact costs associated 
with their system. Ask questions to find out if there are surplus charges for specific 
feature sets, capabilities, or support. Using an RFP (Request for Proposal) can help 
you figure out if a specific vendor is aligned with your budget, support, security, 
and feature requirements.

https://www.docebo.com/
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 EVALUATE SUPPORT: UNDERSTAND SUPPORT OPTIONS AND COSTS. 

Don’t assume that your LMS package comes with pro bono support – 
some vendors charge extra for basic or personalized support services for 
implementation (and, often, upgrades and regular maintenance). Be sure to ask 
the LMS vendors under evaluation about the details of their support packages. 
Keep in mind that paying for some services upfront might help you avoid hefty 
fees in the future.

 ASSIGN ROLES: DESIGNATE PROJECT LEADS.

Your entire L&D team will be part of the LMS implementation process (and 
beyond). Assign their implementation roles early on so that they understand their 
responsibilities and so they can adopt the platform more efficiently.

 TEST SOFTWARE: USE TRIAL VERSIONS.

If there’s one thing you absolutely must do when implementing an LMS, it’s test-
drive the system. Most LMS vendors offer free trials (and many will extend the 
trial period if you need more time to evaluate). Take advantage of these trials to 
understand where you might run into technical glitches or unforeseen problems. 
It’s also important to ensure you have access to the vendor’s customer support 
during your trial period – not only will this make the trial more valuable, it will also 
help you to gauge the level of responsiveness, knowledgeability, and thoroughness 
that the vendor will provide in your LMS journey. 

What kind of support should you expect 
during (and after) LMS implementation?

LMS vendors must offer more than customer support. Best-in-class solutions will provide 
customer success programs to ensure their customers excel and continually meet their goals 
with the vendor’s solution. 

 CUSTOMER SUPPORT 

Support should be offered in-person or over-the-phone according to specific requests (e.g., a 
ticketing system). Customers should also be encouraged to seek self-support, offered through a 
knowledge base, FAQ collection, or forum.
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 CUSTOMER SUCCESS 

Customer success is much more than ensuring successful installation, configuration, and 
implementation of a customer’s LMS. It also goes beyond offering high quality training and 
support. Customer success is about helping an organization to consistently achieve their 
business goals.

 Modern learning technology providers place their customers’ success as the central item of 
their mission as a company. They understand that ultimately, their success as an organization 
depends on the success of their clients and customers.

 LMS vendors should gain a thorough understanding of your goals, as well as the way you will 
measure these goals, and help you set benchmarks. Without setting quantifiable or tangible 
objectives, it’s difficult (if not impossible) to know whether or not customers are on track to meet 
their goals.

 As an example, Docebo’s enterprise customers are assigned to a Customer Success Manager at 
the beginning of their Docebo LMS journey. Their Customer Success Manager will work with the 
customer to:

Understand, track, and report on business and training goals via KPIs and 
dedicated business reviews

Get the most out of Docebo, helping customers to map specific use cases or 
quickly adopt new features in their ecosystem

Empower a customer’s team beyond what is expected, sharing industry-based 
best practices and market-driven expertise

Liaise with Docebo’s product team, enabling customers to influence Docebo’s 
product roadmap, while providing information about what’s coming next

“My goal is to build a long-term strategy to achieve your 
learning and develpment goals, starting with successful 
adoption of your learning platform. I’ll be your point of 
contact and advocate at Docebo.”

John Kipe 
CUSTOMER SUCCESS 

MANAGER

https://www.docebo.com/
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Beyond implementation: 
Finding your LMS business partner

Your chosen LMS vendor should be viewed and treated as a business partner.

An effective LMS business partner should be:

 INNOVATIVE 

LMS vendors must always be on the cutting-edge of learning technology and be 
able to support the needs of today’s and tomorrow’s learners.

 LEARNER-CENTRIC 

If your LMS’s user experience isn’t designed to put the learner first, your learning 
programs aren’t going to be effective. An LMS vendor who is learner-centric will 
always ensure their system encourages user adoption and engagement.

 MOBILE-FRIENDLY 

As mobile adoption increases and millennials enter the workforce, it’s more 
important than ever to have a mobile-focused learning strategy to increase 
accessibility.

 SUPPORTIVE OF FORMAL & INFORMAL LEARNING 

Your LMS should be able to support learning as it actually happens – that is, both 
formally and informally. It should also be able to track how both formal 
and informal learning practices impact organizational performance.

Implementation is key for the success of your LMS project. Ensure that you set thorough 
and accurate expectations to promote a smooth and efficient LMS implementation process.
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