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How	to	Plan	Your	Digital	Workplace	
	

In	2012,	Deloitte	defined	the	digital	workplace	to	be	all	the	technologies	people	use	to	get	
work	done	in	today’s	workplace.	The	digital	workplace	is	a	challenge	given	that	there	are	so	
many	technologies	available	both	as	on-premises	and	as	cloud	or	SaaS	(Software	as	a	Service)	
applications.	To	make	matters	more	challenging,	today’s	worker	is	not	only	using	technology	
at	work	but	also	at	home	and	in	many	cases	the	technology	they	are	using	at	home	is	far	
superior	to	the	technology	they	have	to	use	in	the	workplace.	There	is	not	a	‘one	size	fits	all’	
for	the	digital	workplace.	It	must	be	customized	to	your	organization.	This	is	why	you	need	to	
plan	for	it.	It	is	assumed	that	planning	for	a	digital	workplace	will	be	done	in	conjunction	with	
the	IT	Department.		

	

Step	1:	Align	Your	Digital	Workplace	with	Organizational	Priorities	
and	Strategic	Objectives	

● Develop	priorities	if	none	are	defined	for	your	organization	
● Interview	stakeholders	
● Identify	the	influencers,	and	start	building	relationships	that	will	help	with	the	

strategy	implementation	
● Conduct	external	research	
● Use	all	available	resources	

 

AIIM	Tip		

You	may	want	to	start	by	creating	a	strategy	of	a	strategy	so	that	you	can	explain	to	the	
stakeholders	what	you	are	attempting	to	do.	In	reality,	you	may	be	working	on	Step1	along	
with	Step	2	at	the	same	time.	Both	of	these	steps	are	data	gathering	steps	that	will	provide	
the	direction	for	your	digital	workplace	strategy.	It	is	important	to	ensure	that	the	strategy	
will	address	the	priorities	established	for	the	organization.		

	

For	more	information	

• The	Future	of	ECM	Webinar	
• What	is	Collaboration?	
• What	a	Digital	Workplace	Is	and	What	It	Isn’t	
• Digital	Workplace	
• Five	Essential	Elements	of	the	Digital	Workplace	
• Digital	Workplace	and	Culture	

	
	

http://info.aiim.org/collaborative-workspaces-webinar
http://www.aiim.org/What-is-Collaboration
http://www.cmswire.com/cms/social-business/what-a-digital-workplace-is-and-what-it-isnt-027421.php
http://blogs.gartner.com/it-glossary/digital-workplace/
http://www.forbes.com/sites/boozandcompany/2014/03/31/five-essential-elements-of-the-digital-workplace/#6b53ebff55bf
http://www2.deloitte.com/us/en/pages/human-capital/articles/digital-workplace-and-culture.html
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Step	2:	Determine	the	Employee’s/User’s	Needs	

● Schedule	workshops	to	explain	and	align	users	to	the	strategy.	
● Conduct	surveys	to	understand	their	attitude	towards	technology	in	general	and	at	

work.	Gather	information	to	help	identify	their	information	needs	and	what	would	be	
most	beneficial	in	helping	them	to	achieve	their	goals	and	encourage	collaboration.		

● Form	focus	groups	and	meet	with	them	to	talk	about	what	they	do.	This	will	provide	
insight	in	how	to	go	about	making	the	changes	and	what	changes	need	to	be	made.	

● Observe	or	shadow	them	so	you	can	better	understand	the	needs	and	frustrations	
they	have	with	the	current	technology	and	how	they	use	the	technology.	

	

AIIM	Tip	

Given	that	we	are	in	the	era	of	consumerization	where	the	users	are	a	major	technology	
driver,	it	is	critical	to	understand	the	technologies	they	are	using	and	what	technologies	they	
believe	would	help	them	to	do	their	work	better	and	more	effectively.	Try	to	gain	an	
understanding	of	what	is	frustrating	your	users	and	begin	to	help	them	to	discern	the	
benefits	of	the	digital	workplace.		

	

For	more	information	

• Putting	the	“F”	back	in	Social	
• 2014:	The	Year	Collaboration	Goes	Social	
• Requirements	Gathering:	A	Step	by	Step	Approach	for	A	Better	User	Experience	(Part	

1)	
• 10	Techniques	for	Gathering	Requirements	
• Process	Approach	to	Requirements	Gathering	
• Business	Requirements	Gathering	and	Analysis	

	

Step	3:	Draft	a	Strategy	
Make	use	of	existing	IT	strategies	before	drafting	a	new	strategy.	If	the	IT	strategy	does	not	
include	the	digital	workplace,	draft	an	addendum	to	the	strategy.		
		

● Develop	a	set	of	personas	that	depict	the	users	in	the	organization	-	it	is	best	to	
create	6-8	personas.	The	personas	should	be	described	as	individuals	based	on	the	
characteristics	of	a	group.	

● Using	the	personas,	develop	a	vision	for	the	digital	workspace	
● Develop	a	business	case	for	the	changes	you	want	to	make	based	on	the	information	

collected	in	steps	1	and	2.		
	
	
	
	

http://community.aiim.org/blogs/bert-sandie/2011/03/17/putting-the-f-back-in-social
http://community.aiim.org/blogs/adam-levithan/2014/01/07/2014-the-year-collaboration-goes-social-through-people
http://usabilitygeek.com/requirements-gathering-user-experience-pt1/
http://usabilitygeek.com/requirements-gathering-user-experience-pt1/
http://www.techrepublic.com/blog/10-things/10-techniques-for-gathering-requirements/
https://www.batimes.com/articles/process-approach-to-requirements-gathering.html
http://www.slideshare.net/menameissa/business-requirements-gathering-and-analysis
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AIIM	Tip	

This	is	where	you	draft	your	vision	of	the	digital	workplace.	At	the	same	time,	you	should	
also	be	establishing	the	business	case	for	what	you	are	proposing.	This	is	only	a	starting	
point	to	use	to	get	the	discussion	going	in	your	organization.	This	is	a	good	time	to	conduct	
the	pilot.	Make	sure	the	pilot	is	well	defined	and	small	or	manageable.	Use	what	you	learned	
from	the	pilot	to	finalize	the	strategy	and	plan.		

	

For	more	information	

• Writing	a	Good	Strategy	Doc	
• How	to	write	a	Strategic	Plan	
• Write	a	strategy	document	
• Strategic	Plan	Template:	What	to	Include	
• How	to	Create	a	Useful	Strategy		

	

Step	4:	Feedback	from	Users	

● Meet with the stakeholders to make sure the priorities and recommendations 
for changes are aligned with their needs are 

● Begin investigating technology options 
● Define the scope, create an action plan and prioritize 

 

AIIM	Tip		

Now,	the	fun	starts,	you	get	to	start	investigating	technologies!	This	work	should	be	
performed	in	cooperation	with	the	IT	Department	to	ensure	that	the	changes	will	fit	the	
needs	of	the	organization.		

	

For	more	information	

• Increase	Productivity	in	the	Workplace	
• Content	Collaboration	and	Processing	in	a	Cloud	and	Mobile	World	
• AIIM	Buyer’s	Guide	
• The	5	Best	Ways	to	Get	Feedback	from	Your	Customers	
• Customer	Feedback:	19	Strategies	to	Get	More	Feedback	

	

Step	5:	Finalize	Strategy	and	Vision	

	

● Build	the	communication	plan	for	communicating	to	the	whole	organization	
● Share	the	vision	across	the	organization	and	continue	to	receive	feedback	
● Select	the	technologies	for	implementation	as	part	of	the	digital	workplace	initiative	

http://chucksblog.typepad.com/chucks_blog/2013/09/writing-a-good-strategy-doc.html
http://www.leoisaac.com/planning/strat025.htm
http://guruj.net/node/94
http://www.forbes.com/sites/davelavinsky/2013/10/18/strategic-plan-template-what-to-include/#40b447d97e2f
http://facilitatingchange.org/2012/06/strategy/
http://community.aiim.org/blogs/peter-davidson/2014/10/06/increase-productivity-in-the-workplace-with-these-great-apps
http://www.aiim.org/Resources/Research/Industry-Watches/2014/2014_March_Collaboration
http://directory.aiim.org/
https://blog.kissmetrics.com/best-ways-to-get-feedback/
http://blog.clientheartbeat.com/customer-feedback/
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AIIM	Tip		

This	is	where	you	will	ensure	you	have	understood	the	requirements	and	priorities.	At	this	
point,	you	should	also	be	finalizing	your	strategy	and	plan.		

	

For	more	information	

• Is	Social	Enterprise	Dead?	
• Collaboration	vs	Communication	and	the	importance	of	purpose	
• How	to	Develop	a	Communications	Plan	
• Develop	a	Communications	Plan	
• Communications	Planning	

	

Step	6:	Set	Up	Governance	

● Define	how	the	digital	workspace	will	be	rolled	out	
● Establish	an	Information	Governance	Council	to	establish	the	policies	
● Identify	and	draft	the	policies	and	procedures	that	are	needed		
● Set	up	a	governance	model	
● Build	a	comprehensive	training	plan	
● Monitor	and	assess	

	

AIIM	Tip		

Now	is	a	good	time	to	start	thinking	about	and	drafting	the	message	you	will	share	with	the	
organization	about	the	digital	workplace	undertaking	that	is	being	implemented.	It	is	also	
time	to	review	the	policies	and	procedures	to	ensure	they	will	support	the	plan.	If	you	have	
an	information	technology	policy,	take	time	to	review	it	to	include	the	guidelines	and	
procedures	for	the	technology	being	implemented.		

	

For	more	information	

• What	is	Information	Management?	
• Enterprise	Content	Management	Training	
• How	to	Plan	a	Digital	Workplace	video	
• Information	Governance	Training	
• Information	Management	–	2016	and	Beyond	
• Information	Governance	–	Too	Important	to	Be	Left	to	Humans	
• Information	Governance	Policy	vs.	Information	Governance	Reality	
• Building	the	Case	for	Enterprise-wide	Information	Governance	

	

http://community.aiim.org/blogs/jill-hannemann/2013/11/20/is-social-enterprise-dead
http://community.aiim.org/blogs/angela-ashenden/2014/10/17/collaboration-vs.-communication---and-the-importance-of-purpose
http://www.hieran.com/comet/howto.html
http://toolkit.pellinstitute.org/evaluation-guide/communicate-improve/develop-a-communications-plan/
https://www.mindtools.com/CommSkll/CommunicationsPlanning.htm
http://www.aiim.org/Resources/Glossary/Information-Management
http://www.aiim.org/Education-Section/Deep-Dives/Deep-Dive-ECM
https://app.brainshark.com/AIIM/vu?pi=zHhzJ1fkZzGeJxz0
http://www.aiim.org/Education-Section/Deep-Dives/Deep-Dive-Information-Governance
http://info.aiim.org/information-management-2016-and-beyond
http://www.aiim.org/Resources/Research/Industry-Watches/2015/2015_Dec_Information-Governance
http://info.aiim.org/information-governance-policy
http://info.aiim.org/building-the-business-case

