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Building an Intranet  
with SharePoint Online 

A SharePoint Online intranet  
What is not immediately obvious with many Office 365 subscriptions is that this gives 

businesses everything they need to build a world class intranet, with collaborative spaces and 

enterprise grade search facilities.  

This paper looks at the features available and how these can deliver an intranet fit for today’s 

mobile era, allowing staff to collaborate securely from any location, on any device.   

This document is based on the Microsoft Customer Immersion Experience example – 

Contoso.  

For more information, please do not hesitate to contact info@c2software.com  

  

mailto:info@c2software.com
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SharePoint Tile 
The SharePoint link is available from the Office 365 menu and takes the user into a 

personalised view of the SharePoint sites available to 

them.   

The following shows an example of how this may look for a typical user, 

once the intranet is configured. These are links into selected sites within 

SharePoint.  

 

Controlling Access to Intranet Sites 

Each SharePoint site has its own unique web address and access to the content is protected 

via the standard Office 365 login credentials.  Office 365 also supports integration with an on 

premise Active Directory, ensuring that access to the intranet can be a single sign on 

experience, based on standard network (domain) logins.  

 

Look & Feel  

The look and feel of the intranet can be tailored by a Microsoft partner such as C2 to match 

your organisation’s requirements.  This includes the site structure, navigation and page 

layouts.  
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Intranet Home Page  

The example below shows a typical intranet home page with corporate branding applied and 

SharePoint Apps used to promote specific sub-sites and listings e.g. Upcoming Events, 

Popular Documents. The navigation has also been tailored to the specific business 

requirements and provides easy access to search the intranet. 

Web and App parts relevant to the organisation can be used on the home page to surface 

underlying content from other areas of the site e.g. featured blogs, events, news, popular 

documents etc.   

 

 

 

 

 

 

 

 

 

 

Content can also be targeted at specific audiences, allowing for the delivery of personalised 

content for specific users or staff groupings.  
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Document Management 
A key feature of SharePoint is its Document Management capabilities. Once defined, 

document libraries can be seamlessly integrated into the intranet framework.  

 

Subject to SharePoint user permissions, the document libraries can also be accessed via 

Windows Explorer as a standard Network Share and can also be synchronised to the user’s 

local PC using One Drive for Business.  

Document libraries offer full version control and optional check in/out capabilities. Additional 

metadata can be held on documents e.g. rating, department, customer etc., allowing users to 

more easily search and identify the relevant documents.   

In addition SharePoint Online  

supports document preview  

capabilities allowing users to 

look inside documents before  

they choose to download them. 

Users can also “follow”  

documents, ensuring they  

have quick and easy access 

to them.  
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Intranet Content Management 
Create and maintain intranet pages, content and navigation with ease through SharePoint 

Online’s content management features.    

SharePoint provides What You See Is What You Get editing capabilities which allow 

authorised users to create and update content in line with the existing intranet branding. The 

intuitive ribbon bar provides a familiar Office style interface.    

 

Advanced users have full access to the underlying HTML source and can insert content such 

as links, images, videos and web/app parts e.g. document listings.  

 

Layouts are also available for pages ensuring that page variations are available to suit the 

page e.g. 2 column layout.   
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SharePoint Lists & Workflows 
SharePoint is built on lists and these can be configured to meet the needs of the business e.g. 

Job Listings, News, Training Courses, Events etc. For each SharePoint list a configurable set of 

fields can be specified.  

 

Lists can also be calendar based allowing for the booking of shared resources e.g. rooms. 

These calendar apps can be synchronised with Outlook with a single click. 
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Entries can easily be added/edited by users with appropriate permissions. The forms will 

automatically reflect the fields defined for the list or content type. The example below is 

based on a typical Calendar App.  

 

 

 

 

 

 

 

 

 

 

 

 

Workflows 

SharePoint includes a powerful workflow engine, allowing tasks such as approval processes to 

be automated. An example would be a workflow process that is triggered to alert a staff 

member’s manager when a holiday request entry is created.   

As well as emailing the manager 

the workflow can create an  

approval Task for them 

to complete in SharePoint.    

As such SharePoint has the 

potential to help automate a  

range of internal processes  

e.g. room booking alerts,  

holiday requests, purchase 

order requests etc.   
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Enterprise Search 
 

 

 

 

 

 

 

 

 

 

 

SharePoint Online (Business Premium & E3 and higher plans) include an enterprise grade 

search solution as standard. This searches across all content type including intranet pages, 

documents, conversations, videos and people. Facets allow the search results to be narrowed 

e.g. Date, Author, and these are configurable. The preview panel reflects the content type e.g. 

for people we can see more details and can access recently authored documents.  
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Community  
 

SharePoint Online has a range of Site templates and Apps that facilitate the building of online 

communities within an intranet. These includes blogs, wikis, forums, comments and a 

personalised space about each member of staff.  

The example below shows a simple blog site.  

 

 

 

 

 

 

 

 

 

Comments can be used extensively throughout the intranet, allowing staff to comment on 

blogs, pages etc. Each comment is tied to the user, facilitating improved communication 

between staff.   These link through to the staff member’s own “My Site” where they can 

choose what information is shared.  
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FAQ style forums are supported, facilitating a knowledge base within the intranet.   

 

 

 

 

 

 

 

 

 

 

The My Sites feature allows staff to have personal website space where they can choose what 

information to share. This can also show recently authored documents, blog posts and 

conversations. As per the example below this can also include organisational information.  
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SharePoint Apps 
SharePoint Apps provide an architecture to allow the functionality of the intranet to be 

tailored to the specific requirements of the business.  

Adding Features to the Intranet 

Add apps to any Site and then place the app part on the page of choice e.g. add new 

Calendar App and then place the next upcoming entries on the home page. The example 

below illustrates the interface to pick an App to add to the site.  

 

  



 

©2017 C2 Software Limited   Building an Intranet with Office 365 and SharePoint Online  

External App Store  

As well as the in-built applications that are supplied with SharePoint, users have access to the 

online SharePoint Store. There are thousands of apps to choose from to add the specific 

functionality to your intranet e.g. location maps.  

 

Once added the App can be deployed on the site(s) as required by authorised staff. This 

feature can also be restricted with a company specific app store that only offers selected 

apps.  
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Office 365 Groups 
Groups are a relatively new feature of Office 365 with a mix of applications per group.  These 

include a Document Library, collaborative One Note, members, community content and email 

alerts. These collaborative spaces make it easy for users to share and access content for 

projects, team information or interest groups. They are built on the underlying SharePoint 

Online system and are accessible from Sites, Outlook, and dedicated mobile apps. 

The example below shows a group being access in Outlook Online.  

 

iOS App to access group content  Shared Document Library 
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Video Portal 
 

This video portal feature for O365 is included with the E1 and E3 plans. It allows for the 

categorised management and delivery of corporate videos. The Video Portal is built on Azure 

Media Services with the videos presented via SharePoint Online. Space for videos is taken 

from the total Office 365 storage limit, and there are no limits on the total additional space 

that can be purchased. 

 

 

  

Video streaming & suggestions 

 

Video home page 

 

Channel View 
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One Drive for Business 
One Drive for Business is a personal document library where staff can securely store their 

personal business documents. One Drive for Business is accessible from SharePoint and the 

Office 365 portal. In addition, a client app allows for One Drive for Business to be accessed via 

the PC Windows Explorer, synchronising files to/from SharePoint and the user’s PC. 

 

If they have permission users can also synchronise One Drive for Business with a SharePoint 

Document Library.  

 

 File libraries will then be available via Windows Explorer: 
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Delve 
Office Delve surfaces personalised content from across Office 365. Powered by the Office 

Graph, Delve brings information to the user based on what they are working on, who they are 

working with, and their permissions. 

 

Integration with other O365 Applications  
As part of the Office 365 family SharePoint Online is fully integrated with the other Office 365 

applications. In reality SharePoint Online is an integral part of the glue that underpins the 

Office 365 platform. Many of the collaborative Office 365 features rely on SharePoint as the 

underlying technology e.g. Video Portal. Utilising SharePoint Online for an intranet ensures 

that the full productivity potential of the Office tools is realised.  

Word, Excel, PowerPoint 

The Office desktop tools are fully integrated with SharePoint Online, allowing staff to directly 

browse and save to SharePoint Online document libraries from the Office applications.  

SharePoint locations can be viewed in a similar manner to local file locations as per the 

example below: 
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In addition, any SharePoint specific metadata on the content type is also available in the 

Office Tools. In the example below a range of fields, specific to a project document require 

additional fields to be completed. These can also be embedded within document templates 

for completion within the Word document.  
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One Note 

One Note files can be stored in SharePoint and allow powerful collaborative note spaces to 

be created.  These are also integrated with Office 365 Groups and Dynamics CRM Online (for 

notes on records).   

Skype for Business 

Skype for Business is integrated into SharePoint Online for presence awareness. Posts will 

automatically have a user pop-up, which allows for them to be contacted via Skype for 

Business e.g. Instant messaging, video call, call or email. 

 

Yammer 

Yammer provides an alternative collaborative space for business, based on a familiar 

Facebook style interface. Yammer feeds can be fully integrated into SharePoint Online, 

allowing easy access from the intranet.  
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Microsoft Dynamics 365 

Microsoft Dynamics 365 (CRM) is also accessed via the Office 365 portal and is fully 

integrated with O365, including SharePoint Online. Documents can be stored against records 

in Dynamics 365 through a direct link with SharePoint document libraries. Staff with relevant 

permission can also access and upload documents to these libraries via the SharePoint 

intranet.   

Dynamics 365 supports rich, collaborative notes via One Note and these are stored within 

SharePoint Online.  

Office 365 Plans  
SharePoint Online is included in the following Office 365 plans.  It can also be purchased on 

its own. The features included are as follows: 

 Business Enterprise 

Package 

Office 365  

Business 

Essentials 

Office 365  

Business 

Premium 

Office 365  

Enterprise 

E1 

Office 365  

Enterprise E3 

User maximum 300 300 Unlimited Unlimited 

Full, installed Office applications Word, Excel, 

PowerPoint, Outlook, Publisher, and OneNote on 

up to 5 PCs or Macs 

    

Office on tablets and phones for the full, installed 

Office experience on up to 5 tablets and 5 phones 

per user Tooltip icon, a circled exclamation mark 

you hover over to display more information. 

    

Online versions of Office including Word, Excel and 

PowerPoint     

File storage and sharing with 1 TB storage per user     

Business class email, calendar, and contacts with a 

50 GB inbox per user Tooltip icon, a circled 

exclamation mark you hover over to display more 

information. 

    

Unlimited online meetings, IM and HD video 

conferencing. Includes Skype for Business app     

Intranet site for your teams with customizable 

security settings     

Corporate social network to help employees 

collaborate across departments and locations     

Professional digital storytelling tools to create 

interactive reports, presentations, and more     

Personalized search and discovery across Office 

365 using the Office Graph     
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About C2 Software 
C2 was formed in 1997 by an experienced team of business-orientated professionals. We are 

Business Transformation experts who focus on Microsoft solutions for Dynamics 365 and 

SharePoint Online.  

We are a Microsoft Certified Partner and we provide services to numerous prominent clients 

throughout the UK. Our business understanding enhances productivity, customer self-service, 

business automation, business intelligence and customer care.    

There are over 20 employees within C2 and our team are specialist software engineers and 

consultants. We have a proven reputation for delivering innovative SharePoint, Dynamics 365 

and web CMS based solutions. We specialise in the following which aligns to the Microsoft 

Technology Stack: 

 Microsoft Dynamics 365 (CRM) Implementations 

 Web Development and Web Content Management (SharePoint & Microsoft Web 

Portals) 

 Power BI 

 Systems Integration (e.g. Office 365, SAP Business One, Sage) 
 

Accreditations 

As an organisation we take our accreditations very seriously and we strive for continuous 

improvement. As such we have invested in training and certification. Our current certifications 

include: 

 Microsoft Network Partner  

 Microsoft Dynamics CRM Certified Solution Advisor (certifications): 

 Dynamics CRM Customisation & Configuration 

 Dynamics CRM Implementations 

Corporate video portal for uploading and sharing 

your corporate videos across the company 
    

Enterprise management of apps with Group Policy, 

Telemetry, Shared Computer Activation 
    

Self-service Business Intelligence to discover, 

analyse, and visualise data in Excel 
    

Compliance and Information Protection including 

Legal Hold, Rights Management and Data Loss 

Prevention for email and files 
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 Dynamics CRM Installation & Deployment 

 Dynamics CRM Sales & Pre-Sales  

 Dynamics CRM Pre-Sales 

 Sure Step Methodology - methodology for managing Dynamics implementations 

 .NET Development 

 ISO 9001 (Quality) Accredited  

 ISO 27001 (Information Security) Accredited SO 14001 (Environmental) Accredited 

Investors in People Accredited 
 


