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Security


Security is at the heart of everything we do, with world-class infrastructure and features to keep your company safe.
Workplace for Good


We're proud to offer Workplace Core for free to eligible non-profit charitable organizations. See if you qualify.
Getting Started


Read to launch Workplace? Discover how to get your whole company connected in as little as 5 weeks.

GETTING STARTED
Get your whole company connected in as little as 5 weeks.


Choosing Workplace


Let's get into all the reasons that Workplace is the right choice for your business.
Solutions


From leveling-up company communication to building a better culture, we’re here to solve your toughest challenges.
Customer Stories


Find out how organizations like yours are using Workplace to solve their most important business challenges.
Why Workplace


Why Workplace? Because it's familiar, mobile, secure, integrated and connects everyone. Why else?
Diversity & Inclusion


We’re doing our bit for a better world by making sure every employee feels seen, heard and valued.
Future of Work


Learn how to take your first step into the metaverse with Meta's hardware and software solutions.
How can Workplace help you?


From leveling-up company communication to building a better culture, we’re here to solve your toughest challenges.
Business Communication


Our easy-to-use tools will make your most important messages unmissable, and your intranet inspirational.
Employee Engagement


Ditch the email for more engaging company-wide conversations that give every employee a voice.
Strengthen Culture


Show people you’re committed to culture by empowering everybody to be the best version of themselves.
Getting Connected


Bring your entire organization together on Workplace, even if they don't have an email address.
Frontline Workers


61% of frontline managers say there’s a disconnect in communication with head office. We help close the gap.
Remote and Hybrid Working


Whether they’re working from home or the office, Workplace keeps your employees connected to your company’s culture.
Browse All


Organizations of all shapes and sizes are gaining a competitive edge with Workplace. Find your favorite story.
Podcasts


Listen to our Pioneer Podcasts to hear some of our favorite success stories from our biggest champions.
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FEATURES AT A GLANCE
Discover a simpler way to stay connected with familiar features you'll love to use.
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Interactive Demo


Take the tour to see how all our features and technology come together to turn your company into a community.

INTERACTIVE DEMO
Take the guided tour to see all our features in action.


Features


Discover familiar features to share information, engage employees, build culture and connect people everywhere.
Integrations


Workplace brings your favorite tools together. So whatever you need, our integrations have got you covered.
Features at a Glance


Discover familiar features to share information, engage employees, build culture and connect people everywhere.
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Connect to all your tools


See how Workplace easily integrates with all your favorite  business tools.
Workplace & Microsoft


From Teams, to Office 365 to Azure AD, Workplace and Microsoft are better together.
Integrations directory


Check out the full list of our integrations and learn how to customize your Workplace.
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CHOOSE THE RIGHT PLAN
Choose the Workplace payment option that works best for you and your business.






Pricing Plans


Our flexible pricing plans offer unbeatable value, great customization options and advanced security as standard.
Forrester ROI Study


Download the Forrester Total Economic Impact Report to discover the value Workplace can bring to your organization.

Forrester ROI Study
Discover the business value of Workplace in the latest Forrester Total Economic Impact Study.





	Hot Topics



	Blog



	Events & Webinars



	Ebooks & Guides



	Newsroom






NEWS
McDonald’s uses Workplace to enhance its restaurant employee experience. 
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Events & Webinars


Explore upcoming Workplace events and webinars, and register for any that sound exciting (so that's all of them).
Ebooks & Guides


We love sharing what we've learned about the future of work, so download a guide or infographic on us.
Newsroom


Find the latest news about Workplace, our partners and customers, or check out the Media Gallery for useful brand stuff.

NEWS
Workplace and Vodafone renew partnership to build bridges in a hybrid world


Hot Topics


Our latest insights on new ways of working.
Blog


Prepare for the future of work with our collection of articles, insights and interviews on key business topics.
Future of Work


How will the metaverse change how we work?
Employee Experience


Deliver your employee experience strategy with Workplace
Future of Work


How will we work in the metaverse? What does the infinite office look like? Step inside and start exploring.
Business Communication


Discover how to talk and listen to everyone in your organization (and why you need to).
Employee Engagement


Looking to connect more deeply with employees? Learn how to give work more meaning and people a purpose.
Leadership


How will leaders navigate the changing technology landscape? And how do you become a better one? Take a look.
Culture


What is culture? How do you build authentic values? And why does it matter so much? Find out right here.
Remote Working


Remote working is big. Hybrid will be bigger. So how do organizations stay connected in a new world of work?
Team Collaboration


This is where we find out what's really involved in building high-performing teams and a culture of collaboration.
Productivity


What is productivity, how do you measure it and what effect does it have on a business? Let's explore.
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WORKPLACE ONE PARTNER PROGRAM
Want to become a Workplace partner? Discover the benefits and apply today.








Become A Partner


Interested in becoming a Workplace partner? Learn more about the benefits and apply today.
Service & Reseller Partners


Looking to launch Workplace? Get practical support, technical smarts and hands-on guidance from our partner community.
Integrations Partners


Check out the full list of our integrations and learn how to customize your Workplace.

ALREADY A PARTNER?
Already a Workplace Partner? Sign in to the Partner Portal now. 





	Start Using Workplace



	Mastering Workplace Features



	Workplace Use Cases



	Technical Resources



	Workplace Academy



	Help Center



	Support



	Customer Communities






RESOURCES
Everything you need to transform the way you work with Workplace.
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Start Using Workplace


From helpful tutorials to in-depth launch guides and toolkits, get all the resources you need for a quick and easy launch.
Workplace Use Cases


Check out these tips, best practices and inspirational use cases to build a truly connected business on Workplace.
Workplace Academy


Discover new ways to use Workplace and best practices to help you work smarter.
Customer Communities


Get access to an online community of Workplace customers and learn directly from your peers.

TECHNICAL RESOURCES CENTER
Get help with setting up Workplace, managing domains and other technical issues.


Mastering Workplace Features


Ready to become a Workplace pro? Learn all the ins-and-outs of our key features with in-depth guides, step-by-step user instructions and resource hubs.
Technical Resources


You don't have to be an IT genius to launch Workplace, but if you are then these technical resources are for you.
Help Center


Find step-by-step instructions and answers to frequently asked questions.
Support


Still can't find what you're looking for? Get in touch with a team of experts for more hands-on support.
What's New in Workplace


Stay up to speed with all the latest Workplace innovations, feature announcements and product updates.
Set up Guides


From adding a domain to inviting users, follow this step-by-step guide to set up your Workplace.
Domain Management


Find out why domain management matters - and how to do it properly.
Workplace Integrations


Discover how to bring all your tools together. Something missing? Learn how to build your own integrations.
Account Management


Keep your Workplace up to date by creating, maintaining or deactivating user accounts.
Authentication


Make sure you only give access to the right people by integrating with your current identity solutions.
IT Configuration


Learn how to keep Workplace running smoothly with info on networks, email whitelisting and domains.
Account Lifecycle


Understand the process of inviting members of your organization to claim their accounts.
Security and Governance


Get the lowdown on how we keep your people and information safe on Workplace with added technical terminology.
Workplace API


Learn how you can automate and integrate your custom solutions with Workplace using our API.
Getting started


From launching Workplace to paying for it, learn more about those crucial first steps.
Using Workplace


This is where we reveal the hidden depths Workplace has to offer with tips and info on key features.
Managing Workplace


Got a specific question about managing content, data or employees? This is the place to ask it.
IT and Developer Support


Looking for answers to more technical questions about security, integration and the like? Start here.
Support


Still can't find what you're looking for? Get in touch with a team of experts for more hands-on support.
Get in touch


Need help with your Workplace account? Fill out this form to get all the answers you need from our customer support.
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 Group Admin Guide 

 The ultimate guide to setting up and managing your Workplace groups. 












If you've ever created a group in Workplace you're officially a group admin. As a group admin, you can control that group's settings, including posting permissions, privacy, how members are added and more. You also have some new responsibilities when it comes to managing communications in your group and monitoring its metrics.
This guide will walk you through how to set your group up for success early on, and how to manage it effectively for all group members. 
Setting up your group1. Setting up your group
When creating your Workplace group, you have a few important things to consider:
	Group purpose: what will you be using the group for?
	Privacy settings: who should be able to see the group and its posts?
	Posting permissions: who should be able to post in the group?

Group purpose:
Groups are typically created for: 
	Company, regional and office-specific announcements
	Common and repetitive workflows, such as: 	HR Q&A group or IT Helpdesk group: To help people find answers to their questions. 

	Facilities group: To quickly and efficiently report equipment and facilities issues.

	Shift cover group: To allow frontline employees to request coverage or pick up available shifts. Learn more about Shift Cover in the Help Center.



	Social communication, to help you connect with your coworkers over shared interests and experiences
	Department, team and project collaboration
	Departmental announcements like new launches, marketing campaigns, sales wins, etc.
	One-on-one communication between a manager and a direct report

 Privacy settings: 
There are 3 different privacy settings for Workplace groups:
	Open: Anyone can find the group using search and see posts. Content from open groups can appear on anyone's News Feed.
	Closed: Anyone can find the group through Workplace search, see its description and request to join. Only members can see posts.
	Secret: You have to be invited to join a secret group. Only members of the group can find the group through search and see posts.

Note: System administrators will be able to see all Workplace groups, including secret groups.
This table can give you an idea of what privacy settings work best for each group type:

 Posting permissions: 
Depending on what your group will be used for, you may want to restrict who can post in the group, or require admin approval of all posts. Company announcement groups, for example, are typically managed by internal comms teams. To reduce noise and ensure only the most important messages are posted, group admins can limit posting to admins only. You can choose from the following permission settings for your group:
	Anyone: Everyone sees the post composer box and their post automatically goes into the group
	Admins only: Only admins can post to the group. Others won't see the composer box
	Posting approval: Everyone sees the composer box and can submit posts however they will only be visible in the group if approved by an Admin/Moderator

Learn how to modify posting permissions in your group in the Workplace Help Center.
Other important steps to setting up your group:
With the most important considerations out of the way, you can now ensure that group purpose and guidelines are clearly communicated to members and anyone else in the organization who has access.

	Give your group an intuitive name that clearly explains what it will be used for. An effective name will make your group easier to find through search. Examples include: “Marketing Team”, “Company Announcements”, “Help Center Feedback”, “Website Redesign Project”, “IT Q&A”.

	Add a description that provides group members with a clear understanding of what the group should be used for and who should be a member.

	Add a cover photo. Cover photos can set the tone for the group. Adding a photo of staff is great for team, announcement, and social groups. See this guide for cover photo image dimensions.



2. Managing membership2. Managing membership
Adding group members:
There are a few ways group admins can add members to their groups:
	Individual invite: Invite colleagues one by one. This option is best for small team groups,
	Automatic group membership: This allows you to invite members to your group based on profile criteria. We’ll get into automatic group membership in more detail below.

If you happen to also be a system administrator, you can control group membership from the Admin Panel in two ways:
	Default group: Admins can make a group a default group so that everyone in your organization is automatically added. This setting works best for groups that are relevant to everyone, such as company-wide announcements. Learn how to make a group a default group in the Help Center.
	People Sets: System admins can create People Sets to organize members of the organization based on critreia like location, department, division and more. Anyone who meets the criteria set will be added to that People Set automatically. System admins can then assign People Sets to groups to automate group membership based on profile critria. Learn how to create a People Set in the Help Center.

Automatic group membership:










Want to share this video in a Workplace post? You can download it here.
Managing a large group can be time consuming, especially if it requires you to add members one-by-one as they join your organization, change roles or move to a new location.To make managing members easier, you can use automatic group membership. 
Auto group membership allows group admins to set rules to automatically add relevant people to their group based on profile information like location, department, role and more. Once rules are created and applied, auto group membership works in two ways: 
	Anyone who matches the criteria defined will be added to the group
	Group members whose profile information changes and no longer matches the criteria set by group membership rules will be automatically removed from the group. Note that people will be notified when they’re removed from a group.

We know that there are always exceptions to every rule. To allow you to add group members who don’t match the profile criteria you defined in your auto membership rules, you can manually add people one by one. 
For step-by-step instructions on how to set automatic membership rules for your group, visit the Help Center.


 Automatic group membership needs to be enabled for your Workplace by a system admin. Before enabling automatic group membership, system admins should make sure profile fields are filled out for Workplace community members. Automatic group membership relies on profile information (profile fields) like location, department, division and more. Learn more about profile fields in the System Admin Guide. To find out how to enable automatic group membership in your Workplace, visit the Workplace Help Center. 


Membership requests:
 Open groups will be automatically set so anyone in your organization can join without needing to request access. You can change those settings to restrict membership approval to group members only or to group admins and moderators only. 
Closed and secret groups will be automatically set so all members can approve or invite new users. You can adjust those settings so only admins and moderators can approve new people.

Membership preapprovals:
Save time by automatically approving member requests by people from your other groups. For example, if you're the admin of a project group, pre-approve the team group so all members can easily join.
Member request notification:
If your group is closed or secret, you'll receive a notification when someone requests to join it. Use these notifications to approve member requests. 
 You can turn off notifications for member requests but we don't recommend this. Turning off these notifications means you might miss member requests, and people will have to wait longer to join the group. If you do turn off these notifications, you'll still be able to handle requests from your group's Admin Options. 
Adding group admins:
We recommend having at least two admins per group. For larger groups, like company announcements, you may want to have even more admins to help manage communications, requests and more. To make someone a group admin:

	From the group, click Members below the group's name. You may need to click More first.

	Click ... next to the coworker you'd like to make an admin.

	Click Invite to be admin and confirm your selection.




3. Managing content3. Managing content
Reported content:
As a group admin, it's your responsibility to manage member-reported content. When members report posts and comments, they'll appear in the Member-Reported Content section of your Admin Options. You can keep or delete posts and comments, as well as mute, remove or block the member who made them.
Setting post order:
You can select how posts are ordered in your group feed so that the most important content is easy to find. To do this, go to Settings in your Admin Options and scroll down to Default Post Order. You have two options to choose from:
	New Activity: This will show posts with recent comments first in your group feed.
	Recent Posts: This will ensure that the newest posts are always at the top of the group feed. 

Post approval:
If you set your group's posting permissions to require admin approval, you will receive a notification every time a member of the group tries to share a post. You can then go to Pending Posts in your Admin Options to review and approve or decline that post. 
Learning guides
Every group has a Learning tab, where you can create guides to organize essential training and educational content that's shared in your group. You can even add quizzes to your learning guides and track guide completion.
This tab starts out invisible to everyone who isn't a group admin, but as soon as a group admin starts adding content to it, it appears for everyone.
See how learning guides work in this self-paced course on the Workplace Academy.
4. Setting up integrations4. Setting up integrations
As a group admin, you also have the ability to add integrations for your group members to use. File sharing integrations are great for any group, but they're especially important for your team, project, and cross-functional feedback groups. File sharing integrations make it easy to showcase what you're working on, and they're great for gathering feedback from others. Group members will only be able to view content they've been given access to.
Media integrations are great for discussion groups. They allow people to easily share interesting news and engage with one another. Try creating an open "Industry News" group and encourage people to share articles there to keep each other up to date.

5. Monitoring engagement5. Monitoring engagement
Group Insights offer three interactive dashboards you can use to monitor engagement. Each report is also downloadable so you can take a deeper look into how members are using the group. 
Your group insights allow you to track:
	Growth Details: Membership growth and group membership requests.

	Engagement Details: Posts, comments and reactions in a given period of time and see the most popular days and times that members engage. Also review the group's top posts.

	Member Details: See your top contributors.

	Learning: Track guide and learning post completion.


Use this data to easily identify and connect with top contributors or schedule important executive posts for peak days and times. Since reporting is available for up to 60 days, you'll be able to track the impact of your actions and find out what works.
6. Archiving group6. Archiving groups
It's important to archive your group when it is no longer relevant or no longer being used. This ensures search isn't cluttered and employees can easily find the active groups they're looking for. All content on the group page will still be accessible to group members after the group has been archived.
To archive a group:

	Go to the group you want to archive and click on the ... below the cover photo, then click Admin Options.

	Scroll down to Archive Group, and click Archive next to it.

	Click Confirm.



Other helpful resourcesOther helpful resources
	The Workplace Learning Wizard: Answer a few short questions and find the perfect resources for your interests and needs.
	Where to find help: Discover what Workpace help and educational resources are available to you, and how to get answers from a Workplace team member.
	Fundamental Theories of Postology: Self-paced, e-learning course covering how to communicate effectively using posts in Workplace.
	Five Amazing Things You Should Do in Workplace Immediately: Interactive e-learning course covering 5 ways Workplace can make your life easier.
	Ways to Work: Discover new ways to use Workplace to get your work done.
	Help Center: Step by step instructions and answers to frequently asked questions.
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