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HR INSIDER 
The userguide to your global HR collaborative platform



2PAGE

Objectives of HR INSIDER
Target Audience: all HR Community  (not open to non-HR)

Language: English only

Tone: friendly tone
The first collaborative platform dedicated to the Ipsen HR network.

• All you need to know about Ipsen HR in one place

• Promote consistency in approaches

• Promote transparency, collaboration and best-practice sharing

• Share & Inspire HR teams with insightful content (articles, experiences,trends…)

• Create a sense of community among the global HR network 

• Share reference documents across the HR organization (direct link to Box-HR 

Community Documents)

What it is not:

• To share working/ local documents

• To publish information for employees/managers (this is the role of Ipsen Planet)

• Only top-down communication flow
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HR INSIDER Governance

Admin/Community Manager 

Key Contributors

All 
HR community members

(reading /writing in English) 

Marjorie Vincenti 
Back-up: Sophie M/ Siv-San

kine/Laurence Denis

HRLT
(+ assistants & deputies)

CoE Global teams + BHRs

• Are able to contribute by sharing inspiring articles, share
great local news /initiatives, share best practices.

• Can ask the HR community anything in the Q&A forum 
section ?

• System owner ( access mngt, TMA, evolution, analytics) 
• Ensure editorial content quality, update calendar, Q&A 

check, animate key contributors community.

Regis official messages, HRLT post inspiring articles, market
benchmarks, studies , experience sharing, site visits.

Global HR projects and Campaigns communication go 
through the platform, animate the community on their topic, 
sharing news about divisions/dpts

All Users
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How to access

• Use Google Chrome/Mozilla/Safari web browser to get an 
enhanced user experience and create a bookmark on your 
toolbar or short link on your desktop.

• You can access the platform via Useful links section in 
iPeople and My apps in Ipsen PLANET (HR category).

• Your first connection to the platform will register you 
automatically as a member (no login/password needed).

• The website is responsive so you can access it on your 
smartphone and tablets.

Follow these tips: 

https://hrinsider.ipsen.com

Only Ipsen HR have access to the website by SSO

https://hrinsider.ipsen.com/
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HR INSIDER functionnalities

Key contributors

All Users



6PAGE

How to add content 

Key contributors access All users

Same url link, no login/password.

Key contributors are identified and get an admin 
access bar above the main header menu.

All users can use buttons directly into the pages
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Share & inspire 
When to use it ?

Process: 

1. Want to share with the HR community
2. Could be formal and informal but always linked to HR
3. Free to share your own content 
4. Select a tag for your topic.
5. Select the push mail option if you want the whole HR 

community to receive it as a notification in their mailbox

How to & best practices: 
1. Clear , impactful and friendly message
2. Plan ahead visuals/videos
3. External links, download documents 
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Share & Inspire: front 
In this section, share inspiring posts with all the HR community such as HR trends articles, external and internal events, best 
practices, interesting experiences or simply great moments shared with people.

• Share & Inspire articles could be posted by any member of the 

HR community. 

• Add a tag linked to the related topic (event, experience, trends, 

best practice, people).

• Click on the tag to filter articles per topics

• Select push mail option when you publish an article if you want

to send an email notification to the whole HR community.

TAG
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Share & Inspire: back office 
In this section, find your latest news about HR global projects, ongoing and upcoming campaigns and all HR announcements

1. You can copy/paste easily your content from office suite documents. Only

review titles, spacing, bold /italic features

2. Leave Yes on the push mail option when you publish if you want to send

an email notification to the whole HR community if no just click on the 

button to turn it off.

3. Select a tag on the right corner menu

4. At any moment, you can visualize what your article will look like in front 

page , click on preview.

5. If you don’t feel confident enough or want to save for later you can always

save your article by clicking save draft and publish later.

6. You can add any pictures or any documents (pdf , link to box) within your

articles.

7. Set your feature image that will appear at the top of your article and as 

the main image for your article. Tips : favor a landscape picture, minimum 

resolution of 72 dpi, good quality and quite large.

8. You publish your article and it will be visibile on the front end of the 

website, now.
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News 
When to use it ?

Process: 

1. Need to communicate to the HR community
2. Part of the Project Com plan or one single update
3. Review communication with MV 
4. Write and send the news via the HR INSIDER
5. Select the push mail option if you want the whole HR 

community to receive it as a notification in their mailbox. 

How to & best practices: 
1. Clear and impactful message
2. Plan ahead visual
3. External links, download documents
4. Select a category for project news  
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News: front 
In this section, find your latest news about HR global projects, ongoing and upcoming campaigns and all HR announcements

• Global News edited by Global contributors

• 3 categories of news : Projects, Announcements, Campaigns.

• For Projects news, add a tag linked to the topic (TA, TM, C&B ,

HR Tools, CSR, Global HR).

• Click on the tag to filter news per topics

• Select push mail option when you publish if you want to send

an email notification to the whole HR community.

CATEGORIES

TAG
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News: back office 
News in the back office are called « post »

1. You can copy/paste easily your content from office suite documents. 

Only review titles, spacing, bold /italic features

2. Leave Yes on the push mail option when you publish if you want to 

send an email notification to the whole HR community if no just

click on the button to turn it off.

3. Select a category and a tag on the right corner menu

4. At any moment, you can visualize what your article will look like in 

front page , click on preview.

5. If you don’t feel confident enough or want to save for later you can 

always save your article by clicking save draft and publish later.

6. You can add any pictures or any documents (pdf , link to box) within

your articles.

7. Set your feature image that will appear at the top of your article and 

as the main image for your article. Tips : favor a landscape picture, 

minimum resolution of 72 dpi, good quality and quite large.

8. You publish your article and it will be visibile on the front end of the 

website, now.
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Q&A forum 
Anyone can raise a question at any moment…

• Everyone will be able to raise a question to the HR community 

about any project, program, etc. 

• We will also use this section to post popular questions and 

existing Q&A that we think could benefit everyone. 

• You will be able to follow the questions you interested in and 

receive a notification when people answer.
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Calendar
Find all HR annual processes, global projects milestones, HR webcast, HRLT an Dghrm but also main bank holidays impacting our business.

• You will be able to browse our annual HR global Calendar on 

the website, month per month and in listing mode.

• You will also be able to export it in your Outlook as HR 

INSIDER calendar. 

• The 2020 full Calendar overview in pdf is also available for you 

to download.
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Library -Useful links – Help buttons
Direct access to useful information 

Direct Access to the HR Community documents Box 

Useful links 
to HR applications 
and key documents 

Help page will give
you direct contact for 
any questions about 
HR INSIDER
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Questions ?
Contact marjorie.vincenti@ipsen.com

mailto:marjorie.vincenti@ipsen.com
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Thank you


