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INTRODUCTION

A manager with even the keenest eye for hiring doesn’t solve all of the company’s problems
at that early stage. Experience in personnel management shows that it isn’t enough simply
to hire the best — it is no less important to create an environment conducive to productive
work.

In a fable by Ivan Krylov, a swan, crayfish and pike are all highly capable individually, but
completely unsuccessful when trying to pull a heavy load together, because they have com-
pletely incompatible ideas about which direction to pull. The French national team surely
consisted of great players but never came together as a team, exiting the last World Cup
rather ingloriously. A company consisting of unparalleled gurus would nevertheless go un-
derif they used the post, not email, and insisted only on visiting clients, never calling. These
examples show how important teamwork and effective communications are to any modern
organization.

The job of creating a team from a diverse group of specialists is a cornerstone of modern busi-
ness. From HR’s point of view, this duty can be broken down into the following major parts:

e Build communications among staff, give them convenient communication tools

e Monitor the level of corporate culture, promote corporate patriotism and raise
non-material motivation of staff

* Provide an easy orientation pathway for new people on the team, give them
necessary training and education

A corporate portal (intranet) is a unique tool that allows you to solve all three of the problems
listed. In this white paper, we set out some basic HR scenarios leveraging an enterprise in-
tranet and show what benefits are delivered.

INTRANET AS A VALUABLE TEAM MEMBER

To begin with, the HR executive can really think of the intranet as an employee in his depart-
ment. First, the intranet needs to be taught — familiarized with daily routines, information
about employee duties, and, perhaps, how to automate some of them. This ‘training period’
quickly pays off, as it will no longer necessary to tell employees individually how to arrange
their next holiday or to explain how a recent paycheck was calculated.

Empirically speaking, the intranet reduces staffing costs in the HR department via the reduc-
tion of time HR staff spends advising personnel concerning routine activities, allowing them
to concentrate on solving higher value tasks, such as screening new hires or enhancing
corporate culture.
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without intranet with intranet

In practice, the intranet portal allows you to automate all the typical scenarios of interaction
between the HR department and employees. To arrange a business trip - fill in the ready-
made form; to take a couple of days off — just sign the template of the pre-made declaration
and it is sent automatically. Of course, sometimes staff will have to give individual attention
to employee issues, but in most cases, enough information and interaction will be provided
through the intranet — a fact that will delight HR, as well as other departments.

Intranet Portal

My Company My portal | £2

Home @ Employees @ Documents | Workgroups | Communication | Services | Company | Help
Hame / Services / e-Orders search [ * |

Submit An Order e-Orders

My Orders Salect the required arder type and fill in the order form.

Request for supplies and services

Absence
Management —— - h v
System | BZ’—;—“" @ &-—“:@ \ a.
Courier

for i Office Supplies and accessories
visitor delivery Cards supplies for eguipment
Resolve problems
Com rs, equipm Maintenance
serices
Driver Staff Workplace
EErvice recruitment arrangement

Figure 1: Standard service requests in Bitrix intranet Portal can be extended with customized forms
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Bitrix Intranet Portal already contains tools for the automation of basic requests to the per-
sonnel department. In the simplest cases, it is enough to lay out instructions for the re-
quests in the relevant section of the intranet. At the same time, the product supports more
complex scenarios - the need for multi-level approval (for example - an application for taking
a leave, Figure 1) or integration with external systems (paycheck calculation).

INTRANET AS A TIME MACHINE

The work of the HR department is not only to serve the needs of employees, but also, where
possible, to increase their productivity. It is important to teach the staff the basics of time
management.

Let’s illustrate the topic with a simple example. Imagine a hair salon with one stylist and
two clients who walk in at the same time - a young man who has just joined the military (a
10-minute job) and women who wants a perm (2 hours). The work at hand will take 2 hours
and 10 minutes in any case, from the point of view of the stylist. But for the clients, the
order in which service is provided will determine whether someone has to wait 10 minutes
or 2 hours.

at conference at work

on leave boss available

Many similar scenarios occur in any organization. Hours can be spent waiting for an answer
to an urgent message when in fact the recipient is in a meeting with an important client. It
is therefore essential that staff be informed about each other’s schedules, vacations, sick
leave, etc. Bitrix Intranet Portal solves this problem and allows employees to plan their ac-
tivities effectively, in sync with their colleagues.
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Day Week Month
Absence Calendar
July | ¢| August, 2010 |*| September
0102 D03 |02 05 06 07 02 05 10 11 12 13 14 15 16 17 18 19 20 21 22 |23 24 25|26 27 28 25 30 31
Kieran Aaronson Regular Leave (07/10/2010 - 08/05/201
Daigy Allenby Regular Leave (07/12/2010 - 08/11/2010)
Thecdore Allfrev Regular Leave (07/31/2010 - 08/30/2010}
Alisa Bigg Sick Leave (08/19/20
Basil Bland Regular Leave (08/10/2010 - 03/059/2010)
Peter Brockman Business Tri|
Roman Carrier Regular Leave (08/11/2010 - 05/20/2010)
Zoe Chase Regular Leave (08/03/2010 - 09/02/2010}
Daniel Curzon Business Trif
Matthew Elderton Regular Leave (08/05/2010 - 03/04/2010)
Chloe Miles Siel
Basil Mobbs Regular Leava (07,/29/2010 - 08/28/2010)
Isabel Molyneux Regular Leave (07/20/2010 - 08/19/2010)
John Poulter Regular Leave (08/15/2010 - 09/14/2010)
Micholas Revnell Sick Leave (08/0F
Shannon Rowbotham Regular Leave (08/07/2010 - 09/06/2010)
Zara Ruddy Regular Leava (07/26/2010 - 08/25/2010)
Alex Trevelvan Regular Leave [07/23/2010 - 08/22/2010)
Leo Watkin Regular Leave (08/18/2010 - 05/17/2010)
This view does not display leaves shorter than the day.

Figure 2: Absence chart of the corporate calendar in Bitrix Intranet Portal

Bitrix Intranet Portal has a set of ready functions for time management. Sharing and syn-
chronization among the company’s primary calendar, individual and group calendars, and
Microsoft Outlook allow employees to see the activity of their colleagues in real time and
properly plan operations.

It is equally important that the portal not only gathers information, but also allows analysis.
With a few clicks, HR managers will have an idea of how much time staff spends at their
desks, in meetings, on business trips, etc. Ultimately, a better understanding of time usage
allows more efficient business processes to be developed without forcing the company to
make any significant financial investments.

INTRANET AS A CONDUCTOR OF CORPORATE IDEAS

A company can be thought of as a small, independent state. It has its own symbols, bounda-
ries, and authority, and it is governed by its management staff. Like any state, the company
creates rules for its citizens (employees), thus forming its own corporate culture. In this
context, the task of human resources is to raise company spirit among employees, making
them true patriots.

The Intranet can perform very important roles in this capacity, even being the primary tool
for building corporate culture. Practice has shown that if employees go to the portal at least
once a day, you can be sure that the news on the front page will not be overlooked. Using
the portal, it is easy to convey any information to all employees, even without an exact list of
names and even if they themselves are never gathered in a single place.
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Corporate culture can be advanced through the intranet in a number of ways. First, basic
information about the company - its history, mission and major accomplishments can be
posted and available to everyone. This provides a common framework for understanding
the company and its evolution among staff. The portal is also the ideal media for periodic
content: corporate news, analytical materials and press articles. A highly effective tool in
this vein is a blog kept by company management, which reduces the distance between the
top and staff, increasing the motivation and involvement of the latter.

Finally, placing photos and videos on O "

the portal from the latest corporate
parties, events or examples of amateur
talent is a great team-builder. View-
ing such material perhaps takes some
amount of time, but the contribution to
warmer internal relations is worth it.

At the same time, it would be a huge mistake to think of the intranet’s role in building cor-
porate culture only as an online bulletin board, because it not only conveys information
from management but also provides feedback. Mechanisms such as surveys and polls, web
forms, Q&A to top management or an anonymous ‘drop box’ for objective (or objectionable)
feedback helps to track the mood of the team and assess the overall level of satisfaction.
In guiding a large organization, these opportunities are particularly valuable because they
allow full-throated communications with the entire spectrum of employees, bypassing the
«food chain» of managers and middle management.

) Intranet Portal T,
My Company My portal | £ Business Froce:

Home | Employees | Documents | Workgroups | Communication | Services | Company | Help

©fficial Information

Welcome To Intranet Portal Saarch | "
Abaut Company Campany Taday
Our Life Managemenit
s To delete dem Frem yeur 1, 1 izard, 1 run the wizar . e made, or usag this bnk.
gy T delete dema data from year partal, use Cleanup Wizard, You can run the wizatd | g e imagy Mission and Strakegy swse made, or usng
Event Calendar Histery
+ ade Phato Gallery Carporate Culture ¥ Reset current settings ¥ Save as defaul settngs
videa
z Career
Find Employes Official Information - Information
Contacts
Fudl Name: 1 Septembar 2 869 Banking Details
e e
e ap— On September 19, our campany held its annual employes awards ceremany. Dpeﬁﬁnald
epartment:
{all) - § September 19, 300 asnboar
= Sumouter Use Policy . —_—
R The lollowing Comauter Use Policy has been developed s a comglement to relevant laws and palices te ¥
Search | define acceptable and unacceptable computer use, and to promote an understanding of respansible

usaga of camputing FeGOUICES.

A Now workgroup
A warkgroup was farmed to develop new ste of our campany.
Honared Employees B pew Sales Partnet ) Bl s frtege
Our company and Airswit, Inc. have concluded a partnership agreement. business enviranment
Financial Analyst Of The Year -, September 3, 2005
Ethan Holman = parsonnal Certification
Analyst Our company has made a substantial investmant in the education of cur perscnned,
% P Workgroups
Markating Initiative Mars + kg
A8 Jghn Chatto
P Manages = Aaril 26, 3010 18138:54
v &l . i ™
: i Company's Life e =S
H Prn‘l_nsslu_nu_l _i!.unf!ur.-r Devalapment and application of
rie Anotheny Wheatley - O & new corporate identity
! Bt AR Gooiiiiinssmny Mmere 3
) s Lt g T % + -
Y Sybil and alexander got marmied 2t the Cathedral of Christ the King, Atlanta Tepic: Projects
Mare + T — Aorl 26, 2000 18i38:3
n- The Intiztion of New Members ) ) & £omarate Chastmas Pacy
According to our tradition, we are going to conduct the autumn initiation of the naw Discuss all matters refated to
i employees into our ranks Christmas celebration here
Birthdays Y brii ot

Topee: Corporate Holidays

Eepieriber 3, 2005

terartive Con
for me office J Acantest for the most jovful summer photal R T
| 4 may s | riow pridict d
s s P Maw product development
Loulas Caie The [ndiznensahlal 55 Naw praduct devalopment
L The manager of tha month... warkproup

Members: 1
4 may 1987 o ugust 13, 2009 Tepse: Production
Algxander Woad g&ﬂ] Foundg Documents y
r e o -~ .

Figure 3: The main «Company» page in Bitrix Intranet Portal
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Bitrix Intranet Portal has a special Company section in its default configuration (Figure 3),
which contains all the general information that is published about the organization: official
releases, news and photos, honored employees, etc. This section is the realm of HR, which
is usually given full access to customize it in whatever way they see fit.

INTRANET AS A SCHOOL OF NEW SKILLS

In an era of rapid staff turnover, it is not only important to attract great employees, but also
to bring them up to speed in operations as quickly as possible. As a rule, even an experi-
enced employee requires a few months to reach the normal level of productivity. Given that
2 or 3 years is commonly the period that an employee stays in a given position, the cost of
orientation and adaptation are quite significant.

When joining a company, new employees must first get acquainted with its structure, collect
the contact information of colleagues, and get familiar with frequently used documents. At
this time, distracting their neighbors in the office by asking them purely background ques-
tions about telephone numbers, details, location of files and supplies or the names of the
right people is inevitable. Communication of this kind cannot be called effective, which is
why the placement of all background information on the intranet is such a big time-saver.

For example, one of the primary functions of the intranet is keeping a company structure
and directory of staff with full profiles and photos (integrated with the user control system).
There is also a visual presentation of the company structure which shows the hierarchy of
the company by division with department heads.

Taking this concept farther, special ‘instruction kits’ can be crafted within each of the de-
partments of the company. This approach not only quickens the breaking in period for new
employees, but is also invaluable to company veterans as a store of corporate knowledge.
Ultimately, operations and communications among employees become smoother and more
transparent to management.

12:2=6 o - Y P
12:6=2

" 6x2=12
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Just the time and place to say the well-known ‘But wait, there’s more’. There’s no need to
limit oneself to web pages and flat files when entire training modules with multimedia can
be placed right into the portal. The e-Learning module facilitates this right out of the box,
without any need for additional development or investment. HR executives can feed the sys-
tem ready-made SCORM -compatible training courses. Video and audio materials can great-
ly enhance the effectiveness of any type of training, whether it is orientation or something
much more complicated.

Intranet Portal Hello, John Smith ~
@ My Company My portal | {3Business Processes | Logout

Home Employees | Documents Workgroups | Communication | Services | Company | Help | Extranet

Home / Services / Training Search I L
Training Courses Course list
My Certificates Add 2 new @l Course
course T3 Management
Gradebook
Mew Emploves Handhaok
‘We have developed the Human Resources course specifically for you. We feel that this guide provide you
Ent 1 with the information you need to take full advantage of your benefits. You are always welcome to contact
nterprise us with any issue or concermn, but we highly recommend that you use the Intranet Portal tools provided on
Instant the web to stay up to date company employae benefits and information.

Messaging

Intranet Portal training course

The first thing you should know about Bitrix Intranat Portal: itis an a2pplication that requires a bit of special
knowledge. However, it is not difficult to use if you carefully study this course which describes in detail how
the portal works.

Absence Managem

System,

Figure 4: The e-Learning system in Bitrix Intranet Portal

The powerful system for online education in Bitrix Intranet Portal allows training of employ-
ees, testing, and certification (Figure 4). The video conferencing feature is useful for more
than training, as it facilitates virtual meetings among users who for one reason or another
cannot gather together in a single place.

SCORM description in Wikipedia: http://en.wikipedia.org/wiki/Sharable_Content_Object_Reference_Model
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INTRANET AS AN INTERNAL SOCIAL NETWORK

Social networking, which is considered to be one of the most significant innovations in Inter-
net usage in recent years, has often been reckoned an enemy of the HR Department. This is
understandable, as staff sitting on Facebook during working hours is generally undesirable.
However, a simple and total banning of such sites would ignore the clear advantages which
they can bring when used properly.

A corporate social network softens the formal boundaries between employees, making staff
more cohesive and motivated. In fact, what the network effectively does is add a new level
- a new playing field — on which issues of personnel management can be dealt with, from
standard operations to launching corporation-wide initiatives.

\
\\A\
.

Note that in addition to uniting employees, a social network brings direct benefits to a com-
pany’s development. Tools such as forums and internal discussions combine the knowledge
and insight from all parts of the company. Employees who do not know each other or do not
interact in the normal course of operations have the opportunity to exchange experiences
and identify areas to improve efficiency. This distinctly organic approach brings more minds
to problem-solving efforts, so that complex problems can be broken down more quickly and
smoothly to their basic elements and then resolved.
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3) Intranet Portal
My Company

My portal | £2 8.

Documents | Workgroups = Communication | Services Company = Help

molay
Find Employee John Smith: Profile

Compagy Steuctuee General | Groups | Blog | Photo | Forum | Calendar | Tasks | Files

Visualized Structure

Personal Profile + Add X Reset currentsettings o Sove as default settings
staff Changes

Absence Chart Manage Description

Honored Employees John Smith

Hirthdays Last Logged in: 05/04/2010 11:41:28

For New Employees Departments: L v

Contact Information

E-Mailt myPemail com
Personal Details

First Time
on Site?

The parsenal informatian is unavalabla.

Tasks
) dus date i nck assigned
Check for System Updates
i Online & Prienity: Normal (2 Status: Not Started
. Out of Cifice
due date & net assigned
¢ Edit Profle Check global sellings
W £ Privacy Settings #Ericatys Normal & Status: In Frogress
& Edt Settings
=¥ My Subscription
Blog
&b Joho Sl
Groups The apening of the company intranet portal
Deear colleagues, the Intranet Fortal has officially started today.
Effectively, this means that e ...
rat g Al o i i
. Summ
= Financip planning
« 1 Managament
- 1 iy el awelgpmanl RSS Fead
All Groups
r:mGLg Group Praduct Mews
Search Groups " 2 i .
Undates = Bitri: Publishas 3 Guide for Selecting Intranet Partal Softwara
» Workd' Aol 5 Onl 5
Absence

Me%tinno with a client at thaeir office until 05/04/2010
17

\Ceﬂrﬂqm © 2001-2010 Batrix, Inc., Powerad by Bitnx Intranat Portal Contacts  Search Portal map

Figure 5: Rich User Profiles in Bitrix Intranet Portal

Bitrix Intranet Portal supports the basic social functions, which are based on rich user pro-
file pages (Figure 5) with personalized content, friend networks, instant messaging tools,
discussion forums and personal blogs. One of the key features of the product is an extranet
module which expands the social space to external organizations - partners and customers,
without compromising security. This tool is effective for delivering a higher level of service
to clients and eases communications, making working with your company simpler and more
attractive.

INTRANET BENEFITS FOR HR: SUMMARY

As a conclusion to the list of advantages which an intranet brings to HR, this summary ta-
ble shows the basic scenarios described in the previous sections of this document. Even a
casual observer will notice that the intranet presents the HR department with a large number
of useful instruments which are hard to ignore in the modern business environment.
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How to make it happen What that gets you

... member of HR
department

e Publishing directory information
¢ Automation of HR services

* Integration of HR system into the
portal

Optimize interactions
between HR and employees

... time machine

e Use the Event Calendar and
integrate with Outlook

® Require employees to report
their plans

e Gather information about work
trends of employees, analyze
summary data

* Better time management
among employees.

* Increased transparency

of the company for HR
managers.

* More relevant suggestions
for improving efficiency

... conductor of
corporate ideas

e Create a company image and
profile in the intranet, publish
company mission and history

e Update company news; create

a blog of the CEO or other upper
management

¢ Inform employees about informal
events, publish commendations and
exceptional performances, mention
birthdays and weddings

* Create feedback forms, conduct
surveys and brain-storming sessions

* Enhance corporate culture
® Increase employee
motivation

® Reduce distance

between employees and
management

¢ Feedback from all levels of
the company

... school for
new hires

e Integrate employee accounts

in the intranet, maintain a contact
base

® Provide standard documents,
materials, and how-to’s in the portal
e Create online training courses;
create certification levels directly

in the intranet

® Reduce orientation time
for new employees

* Reduce expenses on
training and orientation

... corporate
social network

* Promote the social potential of the
intranet among employees

e Use forums and blogs as alternative
communication channels

® Encourage employees to help each
other, stimulate an exchange

of knowledge and experience

* Closer ties among employ-
ees, more cohesion in small
and large teams

¢ Exchange of corporate
knowledge and experience

Q BiTRIX
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However, despite the multi-functionality and vast potential of the intranet, it is not a magic
wand, which can be brought about highly efficient employee interactions in the company
overnight. For best results, each facet of the intranet should be properly ‘installed’ into the
routine of the company. At first, that means that the HR manager is tasked with preparing
the system for typical work scenarios and then promote the use of the intranet among work-
ers, proving its usefulness and maintaining relevant content.

In large organizations, we recommend that carrying out these steps be the work of a desig-
nated employee who has experience with ‘internal’ relations. Beyond creating content, the
task of this employee would include interaction with company top management and middle
managers, promotion of the intranet throughout the company, and the unending task of
updating and increasing the scope of the intranet’s adoption. It is no less important to track
the life of the intranet — to ensure its proper and full use and to reward users who utilize it
and stimulate their coworkers to take advantage of it as the resource that it is.

It should not be overlooked that building an ‘HR-brand’ in the company and accomplishing
full employee engagement is a complex process, requiring significant inputs from manage-
ment. Left to itself, the intranet will not raise the level of satisfaction among personnel be-
yond certain technical capabilities like convenient file sharing — it must be used in conjunc-
tion with other means of forming a social, informational, cultural and physical environment
that motivates employees and achieves high-level engagement.

We hope that the scenarios described in this document and its recommendations allow com-
panies to enhance the usefulness of intranet portals in relation to HR management and to
avoid common mistakes, which often occur at the various stages of project implementation.



ABOUT BITRIX

Bitrix is a privately-owned company developing an advanced business communications
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