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Introduction
Many Organizations are struggling with how to make it easy for employees to do 

business internally. How can they give them access to information, news, content, 

processes, and services across siloed departments critical to their jobs? 

With increasingly complex technology infrastructures, this is a difficult 
challenge 

A new IT infrastructure model called a Digital Workplace allows organizations to 

step back and take a different approach driven by providing employee access to 

information, collaboration, internal services, and processes while using a 

consistent design, user experience, and platform.

It's available now from a platform used by more than 60 million businesses, one 

that your business is probably already using: Office 365



Increase employee and partner satisfaction, effectiveness, and 

productivity by allowing them to spend more time on core business 

activities and less on internal administrative activities

Help the company overcome natural obstacles to growth that

require more effective ways of sharing and finding information

related to a series of common and core activities central to IT, HR,

Finance, Facilities, Projects, Training, and many more

Take your company to the next level of secure, role-based shared

organization that satisfies legal, regulatory, quality control, or even

customer satisfaction requirements

The process of implementing an Office 365 Digital Workplace is about digitizing and 

placing your live and ever-changing corporate information, knowledge, documents, 

and processes into a central structure for fast, consistent, and easy access by your 

employees in order to:

Moving to Office 365 is the first and most important step in transforming your

organization into a Digital Workplace because it provides the core platform from 

which to build it. 

Not only can an Office 365 Digital Workplace incrementally drive collaboration, but 

it can also improve productivity by providing an internal services structure for 

employees to interact with and automate processes in your organization.

Most organizations start by using Office 365 for just email and document storage. 

This underutilizes Office 365’s capabilities for collaboration, working in real time, 

and increasing organizational productivity.
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As such, this Digital Workplace transformation typically involves reviewing 

information that was previously disseminated manually, informal business 

processes, disparate storage and application siloes, and mapping them to a 

central business automation platform resource.

In the past, this option has been too costly to be within the 

reach of many small to medium businesses (SMBs), 

especially at a time when they needed it most. But now it is 

possible with the introduction of Office 365’s per user cloud 

pricing and the onset of SMB targeted business application 

suites such as SP Digital Workplace Solutions.  

Essential components of a 

successful Digital Workplace 

organization rollout include:

3

Technology

Process

People

Having the right platform and 

resources for a Digital Workplace

Mapping from manual to 

automated SharePoint workflows

Getting your team on board with a new way of thinking 

about and interacting with business information assets.
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Best Practice 1
Introduce the concept of an Office 365 Digital Workplace

Business flows best when it is moving forward and the concept of an Office 365 Digital 

Workplace ensures that your organization will continually move with the speed of 

technology. Introduce the concept starting with top management, get their support, 

and then do briefings with department management and then staff.  

Automating business processes, procedures, workflows 

Engaging employees through digital content  
Increasing organizational collaboration and communication 

Achieving organizational and departmental innovation 
Managing organizational changes, updates, and improvements 

Streamline knowledge management of documents, search,

taxonomy, and content tagging 

Implementing an Office 365 Digital Workplace driven by these basic needs 

can easily be achieved with an operational portal structure anchored by an 

Intranet. Done right, your organization will see considerable ROI while 

maximizing cost savings.

Keys to a Successful Digital Workplace Implementation 2

Create the Digital Workplace

on the right platform  

Office 365

Make the Digital Workplace 

readily and conveniently 

available to all employees 

wherever and whenever they 

are working

Many organizations share the same needs for having a Digital Workplace that include:
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Best Practice 2
Establish a consistent service infrastructure across all 

departments   

The largest impact of a Digital Workplace will be on employees, who are challenged 

by department silos. This impacts work efficiency, productivity, and morale.

By eliminating department silos with a Digital Workplace on Office 365 and SharePoint, 

your organization can achieve a consistent service structure across all departments. 

This operational portal structure that makes up a Digital Workplace creates a way 

for the organization and its managers and employees to:

Provide an Employee Self-Service Portal and Department Portal 
design that delivers a consistent and intuitive way for employees 
to get information, resources, and services across departments.   

Access information and resources in a self-service approach with a

knowledge base, FAQ and Search 

Consolidate common employee processes like time off, expenses,

travel requests 

Get Help or Request Services in a consistent way that is trackable 

Centralizing employee self-service and offering consistently designed service centers 

has been a best practice of many customer service organizations like banking and retail.  

A Digital Workplace applies the same practices to employee services.



Best Practice 3
Adjust your overall IT strategy to encompass a Digital Workplace

An Office 365 Digital Workplace ensures organizational flexibility, adaptability, 

and most importantly, consistency. When planning for and implementing a 

Digital Workplace on Office 365, your IT strategy needs to outline exactly the 

goals of a Digital Workplace:

What is the potential value to your

organization in transitioning from a

traditional business model to a digital

structure? 

How will a Digital Workplace help your

organization adapt to and grow with

future business and technology trends? 

How will a Digital Workplace streamline 

organizational inconsistencies, such as 

department silos?

The traditional method of growth by most organizations has been organically, 

meaning that each department set up its own processes, applications, and programs 

that required separate user IDs and passwords that were inconsistent with other 

departments. This department disconnect created siloed chaos.

By adjusting your organization’s IT strategy to implement an Office 365 Digital 

Workplace, the department silos can be bridged and all departments can come 

together through a consistent, workable approach to doing business with an 

operational portal structure anchored by an Intranet.

A Digital Workplace further provides value and consistency by facilitating 

employees to seamlessly move from one portal infrastructure to another. They

can complete all the activities involved associated with their jobs in an intuitive 

design, seamless approach, with resources to communicate.
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Tip 1 Tip 1
Provide an operational portal called Help 

Central for employees to request services 

from any department in a consistent way 

while also seeing existing requests.

Tip 3
Provide access to documents in the context of 

how they are used. Create a Document Central 

for employee-facing documents like policies, 

procedures, and forms, as well as department 

document centers in the employee portals for 

more specific documents by function. 

• Time Off Requests 

• Expense Reports 

• Time Sheets 

• Conference Room Reservations 

• Resources Requests 

Tip 2
Provide an operational portal for Services 

that automates frequently used business 

processes. Apply consistency in the way 

approvals are processed by managers. 

Common requests that belong in Employee 

Self-Service include:



Best Practice 4
Design your Office 365 Digital Workplace within the context 

of your organization

Your organization’s Office 365 Digital Workplace needs to provide relevant information 

that users can easily navigate and view. Employees also need to find it intuitive and 

natural to locate information and services relevant and essential to their jobs.

Having the right Digital Workplace structure will guarantee user adoption.
This is where an operational portal structure anchored by an Intranet becomes 

incrementally important. The reason for unsuccessful user adoption is because the 

structure was based on the old department siloed approach.

Taking a page from leading customer service organizations like banks, chain restaurants, 

and retail who design their locations with a consistent design, you can do the same for 

your employees.  

The importance of a consistent design and service experience is crucial. Using this 

structure, employees can intuitively access news, resources, and internal services 

through consistently designed service portals across departments.
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Best Practice 5
Don’t start from scratch; leverage reusable templates

Building a solution from the ground up internally or by using external consultants is not 

feasible for SMB budgets. To put this into perspective would be a business building its 

accounting system on a database from scratch, it does not make business sense! 

There is an out-of-the-box solution available!

SP Digital Workplace Solutions is an out-of-the-box solution that is part of an Office 

365 Digital Workplace that is built on templates that can be used over and over again 

as well as grow with your organization so you never have to start from scratch again.

The content in the operational portal structure can leverage templates 
that are seamlessly integrated with Office 365 services.

Example
The IT team can manage tickets in

the IT Staff Portal while accessing

Microsoft Planner tasks in Office

365 seamlessly.  

The operational portals can be

launched from the Office 365 app

launcher and integrate seamlessly

with Office 365 Groups, bringing

together operational work with team

collaboration. 

SP Digital Workplace Solutions provides an operational portal structure in Office 365 

Digital Workplace using a best practices design proven in over 1000 organizations 

worldwide. Delivered as SharePoint templates that are 100% customizable by business 

power users, they grow with your organization so you never have to start from scratch 

again. Seamlessly integrated with Office 365 Services, they provide the intuitive design 

that will accelerate your transformation to a Digital Workplace.  



SP Marketplace has identified the most valuable list and document
libraries necessary for organizations. It has then compiled these
elements into manageable sites rich with features backed by easy to
set up business process automation. Our team takes care of the
setup while your team takes care of the ongoing management.

80% to
95%

The 

Result

5% to
20%

The functionality that SP Digital 

Workplace Solutions provides to 

implement an operational portal structure 

within an Office 365 Digital workplace

The % your organization adds to meet all 

of its requirements to achieve an Office 

365 Digital Workplace

Valuable form and functionality of the user interface and sites out of the

box 

Significant cost savings and time savings that are fine-tuned with real

world experience 
Modules that use a consistent design for the sites and layout 

Common processes like service request management and management

approvals 



Getting Started Tips

WHAT
Implement as many out-of-the-

box operational portals that meet

the initial needs of your

organization departments.

This will speed deployment customizations 

and minimize future risks. Your organization 

will also be able to adapt to this streamlined 

approach of out-of-the-box business process 

solutions in advance, allowing your 

organization to analyze the benefit before 

deciding how to modify it to your needs later. 

WHY

The operational portals offer initial approval workflows that meet the 

needs of most organizations. Staff who approve workflows are looked 

up in departmental lists that can be changed over time. The workflow 

logic and columns of data captured during the workflow process can 

be altered to accommodate your organizations specific requirements.
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Best Practice 6
Bringing everybody onboard

Following these best practices ensures a successful implementation of an Office 365 Digital 

Workplace with an operational portal structure anchored by an Intranet. The future success 

of your Digital Workplace relies on a commitment from the entire organization along with 

dedicated staff resources to keep it consistently maintained.

In order to realize the ROI of your organization’s Office 365 Digital Workplace, 

it’s important to have:

Executive support

Updated content from all departments with new content regularly and

consistently added

Regularly review and add new business automation processes
Take advantage of new software releases, plugins, updates, and best

practices



About SP Marketplace
SP Marketplace leverages Office 365 to build next generation business 
solutions for small to medium businesses. The products, operational 
portals, and applications built on Office 365 and SharePoint now form the 
foundation of a Digital Workplace used by over a thousand businesses 
worldwide.

SP Marketplace's passion, knowledge, and experience drive its ability to 
provide a way for businesses to redefine productivity by joining everyday 
processes with collaborative tools to deliver a Digital Workplace for 
employees and partners. Through its products, SP Marketplace aspires 
to empower once siloed functional departments, such as HR, Marketing, 
Sales, and IT to deliver services through a consistent portal structure. 

Any comments pertaining to the material contained in this document 
can be submitted to: 

SP Marketplace 
17319 Penn Valley Drive 
Penn Valley, CA 95946 

or by email to: info@spmarketplace.com 
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