
Synthesis Orientation Agenda
You will likely lead many orientations and you might delegate this task to multiple team members. In either case, have a consistent and efficient approach that hits on the high points without overwhelming your audience with details.
Set the Stage 

☐ Share the purpose of the Intranet
☐ Share the purpose of each site
☐ Explain your role with the Intranet and who to contact with general Intranet questions and support
Indroduce Essential Content 

☐ Show where to find HR Forms

☐ Show where to find Information Technology or Design Technology “How To” information

☐ Show where to find your Intranet Getting Started and FAQ pages
Introduce Directories and Profiles
☐ Show the employee his / her profile and how to populate the Personal Bio field. If working with a group, show the Employee Profile for one of the attendees and demonstrate how to edit the Personal Bio field on your own profile
☐ Demonstrate how to find a colleague in the Employee Directory based on office location or another directory column relevant to your audience
☐ Show the Project Directory

☐ Share that Company, Client, and Opportunity directories are found on the Marketing site and work the same as the Employee and Project directory
☐ Demonstrate how to use Quickfind to find a project from the Home page 
☐ Let your audience know who to contact if they have more updated data than what they find on the Intranet
Tip: Seeing employee and project records that are more complete (versus that new employee who doesn't have headshot loaded) will help new users understand how profiles work. 
How to Share
☐ Demonstrate how to author a following post
It is important to plan your post before you begin the demonstration. You can use this sample post or create your own:
Title: Where is your favorite atrium?

Body: The @<Project Name> team is starting schematic design on the two-story atrium. It is going to be the focal point of the project, so we’ve got a decent budget. I’m in the process of gathering precedents now, and was really impressed by the new SFMOMA atrium in the article below.

Got any great examples to share with us? #InspireUs.

Tags: Projects, <Project Name>, #InspireUs

Attachments: http://www.sfmoma.org/our_expansion/expansion_project/expansion_project_news/976

☐ Demonstrate that a post with multiple community tags will appear on each of the tagged communities
☐ Demonstrate that hashtags and communities can be subscribed to by clicking the mail icon under Stay Connected
☐ Explain that @-mentioning a coworker will send him or her an email notification about your post
☐ Explain that the most frequently used hashtags appear on Home under Trending Topics
The Basics 

☐ Share the Intranet’s URL
☐ Share that their Intranet username and password is the same one they use to sign into their computer

☐ Share that the Intranet is accessible on iPhone and Android devices via the Synthesis Mobile app. Search the App Store or Google Play for “Synthesis Mobile,” or go to the bottom of this page for direct links.
Next Steps
Give your trainees a few specific things to do after their orientation with you. Here are a few ideas:
1. Go to your employee profile and fill out your Personal Bio. 

2. Replace your next distribution group email with an Intranet post, and encourage your coworkers to do the same.  

3. If you need help using the Intranet, post your question using #help. We look forward to hearing your #ideas too!

Trainer’s Follow Up

☐ Same day: Post a welcome message on your trainee’s Intranet Profile Page or send a follow up email summarizing their next steps.
☐ 2-weeks after: Email trainees with a tip and an open invitation for more training.


