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ATTENTION 
It is important to read through the Getting Started articles on the intranet and 

attend our Admin Training Webinar prior to walking through these steps. It will 

be MOST beneficial if you have a good grasp on the software prior to completing 

these steps.

Step 1: Clear out sample demo data
Your intranet comes filled with sample content. This sample content provides a good idea of how the features 
and applications on your site can be utilized. Now that you’ve learned the basics by attending our Admin 
Training Webinar and read through the getting started articles, it’s time to clean out that sample data to make 
room for your own! 

The following article explains how to clear your intranet site:

 ` Cleaning up data

Step 2: Have a clear picture of your project
Start by creating an Intranet Vision Statement.

When you first started the search for an intranet you had a reason behind it. There were specific business 
challenges that presented themselves in the organization which you, or someone in the company, decided 
could be resolved by getting an intranet. 

During your implementation it is important to keep this vision in mind.

Step 3: Write your primary list of features
With your Client Services Representative your discovered specific features within the product that addressed 
the business challenges in your organization. This was likely a short, concise list specifically tailored to your 
needs.

Once you explored the produce, you probably found that there were many features you hadn’t thought of but 
would certainly be helpful within your environment.

Although is good to keep those features in mind, the most successful implementations focus only on the most 
important initial features that met your business needs. The additional features tend to lengthen an otherwise 
short implementation.

Following your rollout you can introduce those extra features as a way to foster engagement.
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Step 4: Decide who “owns” your intranet 
Introducing an intranet and maintaining an intranet are two very different tasks. In many cases the person who 
sought out a new solution, and your intranet admin, will not be the same person.

Read through our article on Best Practices for Intranet Governance to help determine who should own, and 
manage, content on your new intranet site.

Once you’ve decided who will own your intranet, make sure they are given all the Getting Started admin 
resources to ensure they’re comfortable building out their area on the site. 

Step 5: Plan the architecture of your site
It’s very important to plan the layout of your site, as the intranet can be built-out in many different ways. Given 
that Intranet Connections is an out-of-the-box software, the first step is to learn the different layouts and 
options available within the site and determine which works best for your organization. 

The following links and resources will help you determine which architecture is right for you:

 ` Information Architecture Webinar

 ` 4 Benefits of Utilizing Department/Team Sites

 ` Agile Design on Your Intranet

Step 6: Plan the design of your site
The design of your site is a huge factor in determining employee engagement. You will want to elicit a positive 
reaction from employees as soon as they pen your homepage and encourage them to keep coming back to 
find the resources they need.

The following articles outline the best practices for creating a unique and engaging site design:

 ` How to Design Your Intranet Homepage

 ` The DOs and DONTs of Intranet Design

 ` The DOs and DONTs of Intranet Site Taglines

 ` Does the Way you Present Content Affect Intranet Usability?

 ` Incremental Design on Your Company Intranet

 ` Getting Creative with Intranet Names
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Step 7: Drive intranet adoption
You’ve brainstormed, planned, architected and designed your new intranet and you’re getting ready to roll it out 
to your employees. A terrifying thought can enter in at this stage of the process: “What if no one uses it?!”

Have no fear! Intranet Connections has been around since 1999 and we’ve heard this many times. The good 
news is, if you’ve followed the steps above, you’re already on your way to 100% adoption.

There is one more step, however, to ensure the engaging and interactive intranet you’ve envisioned comes to 
fruition, which is driving adoption. The following articles outline how to drive intranet adoption to your newly 
built intranet site:

 ` 5 Creative Tips for Your Intranet Rollout

 ` Intranet Personalization to Drive Adoption

 ` Creative Intranet Ideas to Boost Engagement

 ` How to Build a Community of Intranet Champions

 ` Measuring Intranet Adoption with Intranet Stats

 ` Increase Engagement with Internal Collaboration

Step 8: Start off small
When you’re ready to launch your new intranet, start by rolling out to a select group of employees. This will 
allow you to gather feedback on ways you can make your site more user-friendly and intuitive. 

Ensure employees test out all the areas you outlined as your primary list of features and encourage them to 
provide ways to improve.

Step 9: LAUNCH!
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