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Intranet Launch Checklist and
Activities for Success!
Everyone is usually on board and excited when a new intranet is in the 
works. With design and feedback workshops underway, decisions are 
made, and exciting new features are being added to the list. To make sure 
this excitement translates into a successful intranet launch, we’ve built a 
checklist to ensure that nothing important gets forgotten. 
In the latter stages of the intranet project, excitement is building, and 
the intranet project team are usually at their busiest. The checklists 
below are designed to guide the final few weeks (or months for larger 
organizations,) of the intranet project and detail the essential activities 
relating to Content Authors, IT Support and Intranet Project Management. 
Follow the steps below to set your organization up for a prosperous 
intranet launch! 

WE LOVETEAM WORK

ORIGAMI CONNECT © 20191



Content Authoring Checklist

PREREQUISITES:

Check that the activities in the list below are in place and if not, tackle 
these first.

Content authors have been allocated for each content area and user 
permissions assigned.

Devise a content schedule and timeline for content authoring, updating 
and migration.

Content author training has been provided and materials are accessible.

A content governance plan has been created to ensure content 
integrity. 

Draft content, sections and departments are created on the new 
intranet. 

CONTENT AUTHORING CHECKLIST
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CONTENT AUTHORING ACTIVITIES

Draft content for each of their main content areas and landing pages.

If applicable, identify which content from legacy system(s) should 
be migrated to the new intranet. 

Check that each content area is identified, and a responsible party 
has been assigned to manage the content. 

Measure the velocity of content updates, creation and migration 
against the content schedule to ensure the progress of content 
activities is on track. 

CONTENT AUTHOR TRAINING TIPS

Training videos are helpful so that content authors can easily go back 
and clarify anything they missed.

Written instructions are not always necessary if the content authoring 
functionality is intuitive and reliable training videos are available.

Include templates for sites and pages to save time for content 
authors.

Content authors do not need to be experts in content management 
systems to create content for their allocated areas.

If you don’t have a 
documented schedule for 
your content authoring 
activities, you are unlikely 
to launch on time or your 
site will be incomplete at 
the time of the launch!

CONTENT AUTHORING CHECKLIST
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IT Support Activities Checklist

Your IT support plays a huge role when it comes to successfully launching 
your new intranet. Here are the key items on the checklist which ensure 
your users are fully supported from day one:

Capture User Feedback
Whether it’s a form on the home page or a dedicated support page, 
users need to be able to submit feedback, otherwise users will call and 
email the helpdesk.

Monitor & Action User Feedback
Some issues are urgent and some can be indicative of an upcoming 
problem. Make sure you have a plan to monitor and action feedback.

Create a Help and Support Strategy
This is crucial especially during intranet launch, as users need to know 
how to raise critical issues and get help. 

Lock Old Content to Read-Only
Prepare to lock old content repositories to read-only and provide links 
to redirect users to new content areas.

Book support resources for a few days post-intranet launch
The first few days of intranet launch are the busiest so plan ahead by 
booking extra time with IT support staff.

IT SUPPORT ACTIVITIES CHECKLIST
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PROJECT MANAGEMENT ACTIVITIES

Project Management Activities

Project management plays an important role in creating a successful 
intranet from the kick-off meeting right through to after the intranet 
is launched. Here are the project management activities essential to a 
successful intranet launch:

Identify Content Area Champions
These are your peer support resources in various business areas to help 
with change management.

Including managers as intranet champions provides a great opportunity 
for the leadership team to engage with employees.

Devise an Intranet Project Communication Plan
Clear communications with employees throughout the intranet project 
and during intranet launch have a positive impact on intranet uptake.

Host an Intranet Naming Contest
Take advantage of launching an intranet naming contest a few weeks 
before the new intranet launches to drive employee engagement.

Intranet Launch day Activities
Organize an executive presentation to introduce the new intranet. 

Provide intranet training to staff, such as a lunch and learn. 

An intranet Scavenger hunt helps to get staff acquainted and engaged 
with their new intranet.
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Post Intranet-launch Activities

Now that your new intranet is launched it’s important to keep the 
momentum going to achieve ongoing intranet success. Below are some 
activities to help ensure ongoing intranet engagement:

CONTENT AUTHORS: Maintain fresh content and adhere to the 
content governance plan.

IT SUPPORT: Monitor feedback and follow a triage plan for 
categorizing issues by severity.

LEADERSHIP: Champion the new intranet and engage with employees 
on the intranet. 

PROJECT MANAGEMENT: Regularly review intranet analytics to 
inform intranet decision making.

POST INTRANET-LAUNCH ACTIVITIES
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Why Choose Origami Intranet?
At Origami Intranet, we believe that intranet users are the key to successful 
enterprise intranets. That’s why we put the spotlight on your people by 
providing an intranet platform that truly enables them to complete tasks 
seamlessly. We pride ourselves on Origami Intranets’ intuitive user experience 
that consistently delivers to support your people every single day. 

Every decision we make starts with enterprise intranet users to ensure that 
we provide functionality and features to truly support them. Origami intranet 
experts provide guided intranet workshops and behavioral analytics to shape 
the perfect intranet for your people.

Shape Your Perfect Intranet!

Get Your Origami Intranet Demo today to see how 
you can get your organization up and running 
with a superior intranet in weeks not months!

Call: 1- 888 -722 -7665 – Email: info@origamiconnect.com - Visit: www.origamiconnect.com

Experience effortless targeted communications. 

Create intranet pages quickly with pre-built templates. 

Enable a full set of employee services fast. 

Connect your people and boost employee engagement. 

Find information intuitively with great intranet search. 

Get My Intranet Demo

https://www.origamiconnect.com/sharepoint-intranet-demo
https://www.origamiconnect.com/sharepoint-intranet-demo

