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Your Intranet Journey.
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Creating A Focus
An intranet typically is used to

1. Distribute information company wide

2. Communicate company goals and initiatives with employees

3. Post policies, documents, news, training, events

4. Employees can find answers on procedure, products, HR benefits, policy

5. Submit e-forms like vacation requests, mileage and expense reports

6. Learn from colleagues and peers who are not in your immediate area

7. Enhance and promote company culture

What kind of focus do you want?

Focus on three top goals. These goals can be tweaked down the road but without goals and 
focus, your intranet will become a dumping ground of data that no one wants to use.

Keep the goals to three or less. Ensure that every step from here is wrapped around those 
three goals, including what type of content you choose to launch the intranet with, how you 
will design and brand the site, and how you want employees to use the intranet.
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Intranet Goals
What kind of company do you work in?
Is your company creative? Does everyone work in one big room and it looks like a birthday 
party is in full-swing at any given moment? 

Is your company about team work, customer service and professionalism? 

Is the company hierarchal and traditional?

One of your top three intranet goals should be to support the company
culture. Your intranet goals should align with the company goals

It’s about the employees
Intranets should be people-centric and serve the employee. Without the buyin and use 
from employees, there is no intranet. This means the intranet has a big job, to serve 
everyone from the CEO down to the people who are hands on with customers.

One of your top three intranet goals should be to get buy-in from employees by offering 
an intranet that is useful.

Value is tied into emotion
Intranets should be people-centric and serve the employee. Without the buyin and use 
from employees, there is no intranet. This means the intranet has a big job to serve 
everyone from the CEO down to customer service. 

In order to get buy-in you have to back it with value. Value is tied into emotion.

What does an employee want
ROI with intranets is often tied to streamlining and automating difficult paperdriven
procedures. Immediate ROI can occur once you move these procedures online and onto 
the intranet, adding value for stakeholders. It’s not just stakeholders that benefit. Interview 
employees and business units. What do they struggle with? Where are they having trouble?

An intranet can be a great vehicle to automate procedures and tasks, educate
employees, provide a sense of community, and solve unique business pains.
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Intranet Design

Branding taps into emotion
Most people are visually stimulated. The intranet design should reflect your company and 
its culture. Themes can be created for your intranet. Themes can range from the simple to
the advanced. At a basic level, these are usually based on the color palette of your site, font 
properties, and backgrounds.

Keep it simple and clean
Use three primary colors on your intranet site, with 2 complimentary/highlight colors.

Primary colors
Lift these from your company brand: logos or public web site colors. Primary colors will be 
used for color blocking like backgrounds, headers and navigation.

Complimentary colors
Pick bright and colorful colors that pop with the primary choices. Complimentary colors 
can be used for widgets, links, hover effects and areas on home page that you want to 
draw attention to.

White backgrounds
White backgrounds are the easiest to read content. On an intranet, content is king. The 
design is important but should not detract from the content or fight for your attention.

Quick branding
When you first get started on the design of your intranet, you might want to pull in 
graphical elements and colors from your company’s public brand (logo, web site). This 
helps to immediately connect the intranet to the company for employees. This is a quick 
way to launch ideas and feedback from employees for how you can further design the site 
over time.

Fixed width site layout 
Fixed widths are in use everywhere. When a site is “fixed” the site’s width stays constant to 
a fixed pixel width, versus the screen adapting to the user’s browser resolution. Often fixed 
widths are combined with vivid background graphics.
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The Front Door

First Impression
Every time an employee brings up the intranet, the home page will invoke a feeling for 
them, tied into emotion. Do not discount the power of your intranet design and layout of 
navigation; the terms you use, the information you display. 

The home page sets the tone for how employees will expect to experience the rest of the 
site. So take the time to deliver great content and value.

How?
Think like an employee. Make them feel welcome. Feature feel-good stories about 
company wins and other employees who are making a difference. 

Give them quick jumps into popular areas and tasks that they will likely need quickly 
and frequently. Promote content that is of high interest to them (like benefits updates, 
colleague’s birthdays, change in office hours, vacation days accrued). 

Many of our customers embed the Google search box onto their intranet home page. It 
can be simple. Just think of ways to make an employee’s life easier.

Intranet menu
The intranet home page is the gateway to your intranet menu. This is where employees will 
browse deeper into the site to find information, complete tasks, and launch applications 
that allow them to interact and participate.

Make it easy to understand
Use layman terms. The company may be structured by departments but it may not be logical 
for employees to find content that way. Use intuitive labels in your navigation menus. The 
more you get this right, the less reliance users will have to sift through huge results on a site 

search.
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Build a better menu with single clicks
Mega menu’s are in vogue but here is where simple trumps mega. Keep it light and simple.

Menu examples
• Browse the Employee Directory

• Find colleagues with specific skills

• Connect with peers at other office locations

•  Ask advice through the message walls

•  Read Blogs

•  Find Documents, Policies, Procedures, and fill out Online Forms

•  Register for Training Courses

• Check out the latest Job Openings

•  Catch up on Company News

• Post a for-sale item in the Buy and Sell

•  Nominate a fellow colleague for kudos

•  Comment on Ideas/Suggestion Box

•  Learn from KB articles

•  Jump into the ERP system

•  Review the policy on Health and benefits

Promote popularity
Leverage your intranet stats and jot down the areas of your intranet that are
most visited. Put quick links to those areas from the intranet home page or
within a side menu that “sticks” as the employees browse the site. That way
they can jump off into these popular areas at any time.

Put high value content or tasks in “sticky” side menus:

•  Welcome page

•  Fill out a form

•  Find a document

•  Vacation & leave requests

• Message a colleague

•  Chat with the support desk

•  Read the latest company news

•  Launch the Buy &
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Applications
What are applications?
Applications are where you public content onto your intranet. Often the
functionality is specific. For example, you may have an application where you
publish company news versus an application that manages support desk tickets.
popular intranet applications

•  Blogs

•  Company News / Articles

•  Employee Directory

•  Documents / Document Management

•  Policies / Document Management

•  Wikis

•  Employee Training / LMS

•  Event Registration

•  Task Management

•  Calendaring

•  Resource Booking

•  Online Forms and Workflows

•  Social Networking

•  Status / Activity Updates

•  In/Out Board

•  Company Contacts

•  Resource Library

•  Support Desk Ticketing

•  Knowledgebase Articles

•  Discussion Forums

•  Company Store

•  Job Openings

•  Photo Albums

•  Ideas / Suggestion Box

•  Nominate Employees for Kudos

•  Gamification Functionality

•  Department and Project Sites

•  Buy & Sell

•  Share Recipes
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Team sites
Intranets often have “Team Sites”. Some other vendors call these “Department Sites” or 
“Community Sites”.

These are essentially additional landing pages that are specific to teams, departments, 
projects or communities. Typically these additional landing pages have their own menus 
linking off to applications specific to the purpose of the site. For example: a calendar or wiki 
for the HR team.

In more traditional intranets, these landing pages were a way to categorize and organize 
content based on departments. In more recent years they are starting to become 
collaborative spaces where teams and department members share work and milestones.

Both application content and landing pages should have security and the ability to lock down 
certain areas or content. For example, perhaps only the HR team can see and work on their 
pages, versus it being public and open to all employees.
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Impact Content
Let’s talk about impact content
You can make an impact with design on your intranet but mostly it will be around content.

Think like an employee
To create impact content on the intranet, try to think like an employee. What would 
employees find immediately beneficial and of value. In choosing the right kind of content 
to show value for the intranet, you might want to think in terms of intranet personas. This 
reflects a person in the company that needs to carry out a task. You essentially put yourself 
into that person’s shoes.

•  How would they do this task

•  Where would they think to go to perform the task (on the intranet)

•  What information would be useful to them in completing the task

•  How can we make their life easier in completing the task

Personas
Personas can be powerful once you start to think about behaviors

• What do they care about

•  What is useful to them

•  What is of interest

•  How can you connect with them

•  How can you tap into their emotion

•  How will they use the intranet tools

•  Where will they interact and participate

Interaction can take place between people (social networking on the intranet) or intranet 
content.

A huge piece of an intranet’s value is streamlining communication in a widely distributed 
net. One person posts information, a document, a report, a presentation - instantly 
available to be consumed by many. Conversations and feedback can take place around 
people, information and tasks. When you think about what impact content will show 
immediate value, focus on starting small and not overwhelm. Offer 10 key tasks for 
employees to complete on the intranet, to engage, to learn, to interact, and to participate.
Slowly add more content in a phased approach, as you launch and grow your intranet.
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Employees
Social employee directories
Studies show that one of the top areas an employee visits on the intranet is the Employee 
Directory. Gone are the days of static phone lists, replaced with highly social and 
interactive directories that include

•  Online profiles
•  Social networking tools
•  Online chat
•  Status updates
•  Knowledge sharing
•  Mentoring
•  Message walls
•  Personalization

Employee profiles
An employee’s profile will follow them as they navigate and interact with the intranet. Every 
interaction should be represented by their profile.

•  Adding content
•  Commenting
•  Rating
• Having conversations
• General visits and information consumption

Photos on employee profiles are highly recommended. They add to the sense of community. 
Putting a face to a name and title will humanize the intranet. This is key in tapping into the 
emotion that creates value for employees. Here are a few examples of how photos and 
employee profiles are filtered throughout the interactions generated on an intranet. It leads 
to transparency and trust.
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The Social Intranet
Social on your intranet
Many organizations are not ready for internal social media but are aware that social 
networking tools may play a future role on the intranet. Starting with no social, some 
social, or full-use of social platforms is a decision most organizations are dealing with.

•  Participation
•  Contribution
•  Collaboration
•  People Helping People
•  Leadership / Mentoring
•  Empowering and Engaging

The social revolution
The “social” revolution moves the intranet into a powerful platform that facilitates human-
thought through collaboration to benefit the business. We wrote a blog post on how 
simple social tools can help to facilitate executive leadership.

Show value by creating a business goal or campaign around social concepts and tools on 
the intranet. It will help focus the efforts toward a payoff. It can just be one thing but it will 
make a huge difference to your intranet goals and focus: to obtain buy-in, value through 
education, and facilitating the company culture.

Social idea #1
Create a focus group of executives and ask that they post onto their message walls within 
the employee directory, sharing company insights, customer wins, and future goals. Create 
a widget on the intranet home page that pulls a feed of all new wall posts from the executives.

Social idea #2
Use the tools on your intranet to support current business initiatives and programs. Create 
surveys to get feedback from employees on initiatives or new products. Use opinion polls 
to gauge the effect of customer service satisfaction scores.

Social idea #3
Create a suggestion box for ideation. Tap employees for new ways to generate revenue, 
improve customer programs, ideas on recycling initiatives, streamlining existing processes, 
how to move towards a paper-less office. Create secured areas for confidential topics or to 
share ideation programs within core groups or management teams.
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Social idea #4
Use the intranet to offer professional growth and career advancement seminars, internal 
software training, new product training, interactive
tutorials, learning videos. Enable comments to get feedback from the students who 
registered and attended seminars and training courses offered through the intranet.

Social idea #5
Enable comments and thumbs-up “like” ratings on company news, articles, KB’s, training 
courses, employee nominations, featured stories, blog posts and any other applicable 
content throughout the intranet. Then weight your search results to show content that is 
highly “engaged” through # of visits, content shares, social bookmarking, comments and 
ratings.

Social idea #6
Nominate employees for kudos through the intranet and ask supervisors to nominate their 
staff, giving a very public pat on the back for a job well done. engagement tools.

Social tools really should be called engagement tools. The marriage of business with social 
engagement, and by extension the ability for groups and teams to collaborate through 
the intranet, can create a high level of user adoption, stakeholder satisfaction, return on 
investment, a more informed and engaged workforce, and a successful intranet.

100 INTRANET IDEAS ebook
Get more social intranet ideas from our 100 Intranet Ideas eBook.
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An Executive Intranet
Employees want to feel like company leaders care about them
Employees who feel like company leaders care about them are more engaged and happy 
at work. They in turn take better care of your customers. This produces a happy paying 
customer which in turn keeps shareholders happy.

Executive involvement on the intranet can lead the way and tap into how being connected 
through emotion on the intranet will drive adoption, nurture the company culture, build 
community, and ultimately intranet success.

Tap into the magic
How can this be achieved in a simple way?
Ask your managers, executives, or the company CEO to post a weekly blog
entry. It can (and should) be short; it should be conversational.

Use the intranet to get Executives to talk with employees through comments, surveys, 
opinion polls, and on the employee message walls.

Ask your managers and executives to comment on employee nominations for a job well 
done. You may have to facilitate and the best way to do this is make it dead-easy.

On a weekly basis compile a short list of content, employee nominations, feature stories on 
employees, a 10 year anniversary ... email links to these areas of the intranet and ask that 
the Executives comment or congratulate through the intranet at their convenience.

It may take you 10 minutes to compile the list, 5 minutes for the Executive to comment, 
but that 15 minutes creates magic for the intranet and for the employees.

Show that leaders are people too
These are very small gestures that have huge impact and shows that leaders are people 
too. They are on the intranet, their voices are being shared on the intranet, they are driving 
buy-in of the intranet and they are getting their message out through the intranet. Where 
company leaders were once untouchable, they are now approachable. It starts in small 
steps and grows in strength and conviction.
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The HR Intranet
Take a walk to the HR dept.
In one way or another every department in a company serves employees to some extent 
and needs to be represented on a company intranet.

And yet surprisingly HR’s presence on the intranet is often understated despite the fact that 
HR’s core business function is to serve the employee.

HR should be a critical decision maker in selecting and implementing intranet software and 
HR certainly should be one of the driving forces behind a social intranet.

So if you are an Intranet Manager (not in HR) then turn off your computer, get up, stretch 
your legs and take a walk ... to the HR department .

Talk to HR. Ask them where do they experience bottlenecks in reaching out to employees 
and educating them. How could you use the intranet to improve this bottleneck?

What are the top challenges that HR cares about for serving employees? How can the 
intranet help and support HR’s initiatives?

Look for ways you can resolve current business pains and HR challenges.

We could list 100 ways in which a social intranet can benefit the business - and we did with 
our 101 Intranet Ideas eBook - but to condense it down to three key goals:

1.  Support the company culture and collaboration

2.  Improve and streamlines communication

3.  Offers tasks, education and knowledge to employees

HR is tied into all three
HR can prove value via the intranet by streamlining employee tasks and offering employee 
growth opportunities. Top of mind is vacation requests, benefits, retirement, career growth, 
workplace compensation, recruiting, safety, health & wellness, HR policies, grievances, 
conflict resolution. Build an HR Intranet that will help employees, and help HR too. Create 
a survey in the electronic Form Builder tool and gauge the response on what employees 
want to see on the intranet from HR. Offer tasks and immediate value for employees that 
will make your intranet useful. Check in with HR quarterly and ask their opinion on how the 
intranet is growing, how is it resonating, how could it offer more value.
Get HR involved and invested in your intranet
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The IT Intranet
84% of our intranet admins are in IT
That means there is an 84% chance that you, dear reader, are in IT. Wow! This page is for 
you, and we want to talk about how we can make your life easier.

Sometimes IT initiates the search for social intranet software but more often we see the 
project initially introduced by an Executive, HR, Marketing or Communications. Either way, 
these are your customers so let’s make them happy and you the hero.

This Intranet Journey gives you secrets, tips and ideas on how to show intranet value to 
your customers – the other departments within the company.

You can get buy-in for less work
It is about keeping it simple.

We have built our plug “n” play intranet to be easy:
•  easy to set-up
•  easy to delegate
•  easy to manage and maintain
•  easy for employees to use

As de-factor “Intranet Managers” most of our IT intranet admins only dedicate a few 
hours a week to ensure the intranet doing its job. The trick is to set-up areas like sites and 
applications and then delegate ownership to other business units. For example, create a 
site for Safety, Health & Wellness and give HR ownership to add and manage the content in 
this area. You do a bit of leg-work in setting up these areas, but then it’s simple for them to 
just click “add” and enter in the content.

Create a short and simple governance model on best practices for publishing. All new 
tools, features and applications you create for the intranet should go through IT first so that 
you can ensure the growth of your intranet is managed and aligned to the goals and focus 
of the site.

Keep it simple and targeted
Phase in added business tools, always asking three qualifiers:

1.  How will this benefit the employee?
2.  Is this feature/content/tool in line with our goals and focus
3.  Will this provide immediate value?
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Keep it lean
A simple content curation tool that should go into the governance model is to utilize 
content archiving. Any content that is date-related, older, not as relevant, and not as 
current -- archive it. Archives keep current intranet content lean. Keep it focused on those 
top tools that help employees most. Focus on the content and information that supports 
your intranet goals.

Write one line in your governance model that all publishers must set a review date and 
archive date for x date in the future (1 month, 3 months, 6 months, 1 year). Applications 
where archives are applicable -- like news, events, discussion forums, documents, 
nominations, etc -- has built-in content cleanup that will automatically delete archived 
content after a set period - a year, for example. This is automated for you and it cleans up 
and keeps the intranet content growth manageable.

One final note for your governance: consider adding expectations on how you write 
content for the intranet. People consume content differently online. We skim; scan, jump, 
and we’re in and out fast. We want to find information quickly. 

Some tips for creating better content:

Make it understandable
Intuitive writing and labels
Break up content
Use white space; more paragraphs, bullet points, numbered lists
Enhance content
With photos, images, slideshows, embedded video
Bite-size content
Write bite-size content: keep it short with a link to learn more
Conversational
Write in a conversational tone on the intranet

The best advice we can impart in launching your intranet journey is to have realistic 
expectations. Adoption will peak as you launch the site (everyone is curious to see it) then 
dip down - this is normal.

The best adoption is word of mouth
It takes time and careful consideration when growing your intranet. Have a sketched out 
plan but keep it simple.

The intranet doesn’t have to be perfect; it just has to be useful.
Intranets are meant to be tweaked. They are constantly evolving. It’s our job as a social 
intranet software vendor to keep pace with new technologies and  new tools to help you 
and your employees. It’s your job to upgrade and use the tools when you see the benefit.

You’re our champion, we feel strongly in rooting for you. We want your intranet to be a 
success, let us help you. Contact us any time, any question: no question is too small or too 
big. We can be your sounding board.
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Your employee intranet is a powerful tool that can improve processes and productivity within 
your financial organization. Not only does your intranet engage and involve users, promoting your 
culture and company values along the way, it gives your employees the tools they need to perform 
their jobs efficiently.

At IC, we’ve built these ten intranet best practices into our employee intranet software to ensure the 
needs of your organization are met. To see if our intranet solution is right for you or to learn more, 
book a no-obligation call with one of our team members. 

Book a demo

Your Employee Intranet

https://intranetconnections.com/schedule-a-demo

