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SOCIi User Guide

Your go-to resource for navigating the platform

Welcome to SOCi!

SOCi, the leading all-in-one platform built specifically for marketers like yourself!
Use this guide to get started quickly with your social and reputation networks.

How to log in

Logging into the SOCi platform will provide you with access to link all of your

social and reputation networks. Additionally, you will be able to create and Sign In
schedule posts, respond to all engagements (comments and messages),
respond to all reviews, access shared library content, and pull reports on how
your networks are performing. Each user will receive a welcome email with Email Address
instructions on how to set up their password.

Password

Click here to log in to SOCi or go to app.meetsoci.com to log in. Password

s fyourfistime loggina e
Signin

Click the forgot password link if this is your first time logging in to create

Sign in with 550
your password.

Forgot password? Click Here

You will then receive an email enabling you to set your password. This link
will redirect you back to the login screen.

Need an account? Contact Us

Have you logged in before but don't remember your password?

No worries! Once on the login page, simply click the forgot password link.
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https://app.meetsoci.com/admin/login
https://app.meetsoci.com/admin/login
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Access SOCi on mobile, desktop or tablet

Execute all of your review and listings activities from the device that you're used to!
Log into SOCi on any device by opening up a browser and visiting app.meetsoci.com
or download the SOCi Go! app in the Apple Store or Google Play.

The following resources will show you how to complete tasks on your desktop, but the
steps will be the same on your mobile or tablet device. To access the menu on mobile
or tablet, simply click the hamburger icon = in the top corner.

Dashboard

Once you log in, depending on your access, you will be brought to the Account or
Location level. If you are a manager of one location, then you will automatically
advance into the Location tab. If you are a manager of multiple locations, then you
will be advanced into the Account level first.

+ Account Tab: If you are a manager of multiple locations, you will be advanced into
the Account level first. Here you will have the Insights dashboard metrics over the
entire account.

+ Location Tab: This is where you will have a list of any locations you have access to.
This will allow you to schedule content at the location level.

+ Groups Tab: If you're a manager of multiple locations within SOCi, you can group
locations together in a way that best suits your strategy. For instance, you can group
by region, state, etc. By grouping locations together, you will have the option to
schedule content at the group level and more!

View for multi-location owners View for single-location owners
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https://app.meetsoci.com/admin/login
https://app.meetsoci.com/admin/login
https://apps.apple.com/us/app/soci-go/id1424888832
https://play.google.com/store/apps/details?id=com.meetsoci.socigo
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Insights dashboard

The insights dashboard pulls in metrics from the past 7 days. This is meant to provide
you with a quick snapshot of your account with updates on Content, Engagements,

Reviews, etc.

© Location

Templates
Users

Messages

oy Social
[Z] cConversations
7 Reviews

@ Listings

User roles

SOCi User Guide

K709 w0 o in0 [®) 481
page likes follower: followers followers followers
Reach Ergaged Views Maps Views Search b Post Likes Comments
10k 3 1331 k3 2471 0 0 401 11
Content Status Fan & Engagement Demographics
Wi
m E} 6% Fars i e [Ty
Scheduled B oWEngaged w oow o oon . L L
® O 2% Fans o 0% M -uu .u-n P o P % o%
W % Engaged £
Failed 1
Engagement Sentiment Peak Time

All users will be Managers. This means you have access to the location(s) you manage,
will be able to post and respond to engagements on connected social media sites,
respond to reviews on connected review networks, update online listings data, view
reports, metrics, and more.

Adding users

As a manager of one or more locations, you will be able to add other teammates to the
SOCi dashboard to help you manage your social media channels and online reputation.
Any manager user will be able to add another manager user to any location they have

access to.

Single location owners can follow

these steps:

01 Navigate to Location > Users
02 Click the button

03 Enter first, last and email, click Add

Multi-location owners can follow
these steps:

01 Navigate to Account > Locations
02 Location > Users

03 Click the button

04 Enter first, last and email, click Add

05 Repeat for each location
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Setting up email notifications
Looking for a way to be alerted when new things come into the SOCi platform? You can
set up email alerts and choose what items you want to receive notifications for.
+ Once in your location, head to the Social section and then select the
Notifications tab.

+ In the top right-hand corner, click on the envelope icon

@. Location s Errors Pending Approvals Post Rejections Contests
oy Secial WATAN | Labest Al Metworis. v
e
Scheduler L - Resobve All(14)
Discovery
Pepperoni Tony's - NYC - LES: Failed to post a scheduled message 1o instagram for Good Local .. Sun, Oet 24un, 2021
Queue o
g Instagram detected a suspicious bagin and has locked your account. Please log into your
Published Irstagram account directly and resobve this issue, After nesohang within Instagram, please retry
publishing.
Lilyraries —
Pepperoni Tony's - NYC - LES: Failed to post a scheduled message to instagram for Good Local ... Tue Sct V5th, 2021
Images :
@ Imstagram detected a suspicious lagin and has locked your sccount. Please log into your
m Instagram account directly and resobve this issue. After nesohing within Instagram, please retry
publishing,
5 AdsPLUS e Pepperoni Tony's - NYC « LES: Failed tn past a scheduled message 1o instagram for Good Local .. Man, ©et 18k, 2021
O g

From there, click on the "Create New Subscription” option. This will prompt you to define
exactly what type of email notifications you would like to receive for your account,
location, or group.

1. Select an account, location or group to subscribe to

Select an account, group, or location | ¥

2. Select notifications
Errors & Warnings
Engagements
v Facebook Private Message, Facebook Comment v

Content

Ads

[
Reviews Location "Everything SOCial"
— _ Subscribed to: Facebook Private Message notifications, Facebook Comment notifications,
e Instagram Comment notifications, Linkedin Comment notifications, Google My Business
— Question notifications, Google My Business Answer notifications
Natifications sent as they occur,
No reminders configured.

=/ [%
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Scheduling content for the future and post now

This is where you can view, edit, and create immediate or future posts. The scheduler
is a great place to view what content has already been scheduled out so you can
determine what needs to be added.

Post Now

Select the Post Now button to post to the selected networks within minutes.

Scheduling a Post

You can schedule a post minutes, hours, weeks, or even months ahead of time!
The further in advance you schedule out the content, the more it'll help you organize

your social posts.

How to post

+ Once you select your location, click on the Social tab, and then select the

Scheduler.

+ Click the "Post Now" button (top right) or choose a day on the calendar to schedule

a post for.
® Location v
y Social v
Discovery
Queue
Published
Libraries
Images
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Scheduler colors

-+ Green: This indicates your post is successfully scheduled for the future date/time.

Upload Photos/GIF | Choose an Image  Shorten URL  Upload Video  Choose aMessage (@) Create with Canva

Togs

Schedule

This is a contest

Cancel

+ Grey: This indicates the post has already been published to the selected networks.

+ Red: This indicates there is an error associated. You can click on this post directly to
get more information or head to your Notifications tab for details.

+ Orange: This indicates your post is scheduled but post approvals are turned on.
Meaning, before it publishes to the selected networks, it needs to be approved
usually by your management team.

6@ G0
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Social > Library tab

As you get up and running with the platform, we encourage you to access the Library
section to see what content has been shared with you and add your own content! This
is where you can build out your content for posts ahead of time. The more you build up
your libraries, the easier it'll be to quickly schedule out posts! The libraries contain both
the messaging as well as the visuals for your future posts.

@ Location pv Libraries Brand Dem... Drinks & A Haliday Ca... Imgredients... Create Library [TLECEINEELY v

Libraries ¥ Search library names Filter by category AlLiprary Types | ¥

A=

Pinned Libraries

¢ Social v

Scheduler

Discavery
Drinks & Apps Holiday Content Ingredients/Process

Queue

Published

Libraries

Images

Naotifications

=) cConversations v

<7 Reviews v

Whenyou youdonthavete  Comin'in Haaashhht! Stop by
¢hoase just ane tapping option fram  (WLacation} and for a limited time get
I o} Order a3 marry {Special), {%Hours of Ope

means fresh surm
Stop by {WLocationt

& 2 & B2

Dec 21st, 2020

Jun Bth, 2022

Pro tip

Creating content outside of what has been shared with you provides your
audience with the personal connection that they crave! By doing so you're
further building a connection with both current and future customers as well
as your surrounding community.
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Accessing content within a library

Once you find the library you're looking for, click on it to access the content.
As you scroll through and identify a piece of content you'd like to use, you have
a couple of options.

Download
This allows you to download this content out of SOCi and save to your computer

Edit
Warning, if you edit shared content, this would make a change for everyone. If you
do not wish to make the change for everyone, you should select “move”.

Move

This allows you to make a copy of the shared content and ensure the original
copy remains untouched. This allows you to edit and customize your own version
of the content.

Schedule
You can schedule content directly from the library should you like to take
immediate action.

Delete
Remember, if you delete in a shared library, you're deleting for everyone. But if this
post is outdated or truly needs to be removed, you have the option to take action.

Take advantage of {%Special} at Put your toppings together in a Don't forget about Fido! Order more Come on down to enjoy the famous
{%Location} today. Visit {%Website beautiful, fresh salad. Now offering at {%Location} with this great deal: Pepperoni Tony's Pizza at {%Address}
URL} to learn more and get sc {%Special} when you buy am {%5pecial} {¥%Location Hashtz while watching some great sp
Jun 7th, 2022 Jun Tth, 2022 Jun 2nd, 2022 May 19th, 2022
L TP RO 2 2RO L2 Ao 2 TP E O
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Discover top performing content

From the content section, click on the Discovery tab. This will allow you to search by
keywords or filter by category for additional topics to post about. From here, you're able

to see top-performing content from news and blog sites.

® Location v & Posting plans help you organize your efforts and simplify repeated postings. Click the + button on the left to get started!
iy social ~ News and Blogs | [™) Events & Library
Scheduler Health & Wellness For exact phrase malches, include quotations () around your keywords Q  seareh
Y
PastDay ¥ | Sorthy: SOCiScore ¥ Y
Queue
6 The date range results in this report are based on Coordinated Universal Time (UTC) and not your local timezone. To learn more, visit the Support Center.
Published
Libraries
Images
[ inennen |
Notifications Skin Canc
S Ads PLUS v
The Difference Between Moderna Says COVID ‘What to Say to Your Partner  Shooting Survivors Turned Double Your Donations and
ﬂ Boost PLUS e The waccine maker released data on Unsure what to say to best support This year, through mid-june, at least Summer is in swing here in the

Here's how to make sure you're

using the mental health term

its combination vaccine in

your partner as he faces prostate

278 mass shootings have occurred in

narthern hemisphere, and, for many,

Wellness WebMD Health WebMD Health WebMD Health NutritionFacts.org

=) Conversations v

Responding to engagements

SOCi provides a centralized dashboard where you can respond to all engagements,
rather than logging in natively to each network. These engagements pull in from
Facebook, Instagram, Twitter, LinkedIn, and Google Q&A. To view all of your
engagements, navigate to “Conversations” > "Engagements”. To easily sort and find
specific engagements, you can filter through engagements by sentiment, network, time
frame, engagement type, and keywords. To respond, click the "Respond” button, enter
your response in the text box displayed at the bottom of the pop-up or select from the
available response templates, then click “Respond”.

New
This indicates a new engagement that hasn't been viewed yet.

New with count
This indicates a conversation is occurring and this is a new response within
the conversation.

Opened
This indicates the engagement has been viewed but not responded to yet.

Resolved
This engagement has been responded to and marked as resolved, as no further
action is required.

Archived
Archive your resolved engagements

SOCi User Guide
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Community calendar

The SOCi Community Calendar allows your account administrators to create and
share a pre-planned schedule of posts with you. You will then have the option to
publish these posts on your social media pages with just a few simple clicks.

" Libraries Calendars ¥ :
@ Location v Scheduler d s L Libraries Calendars

«" Expand
o’y Social v EI EI
Select Calendar
Scheduler SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY Al calendars -

Select Calendar

«" Expand
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Subscribe to community calendar
To ensure you don't miss any content, subscribe to ALL current and upcoming content
on each calendar shared with you with just one click. To subscribe to Community
Calendar content follow these steps:
01 Navigate to your location
02 Click Social > Scheduler
03 On the Library sidebar to the right of your scheduler, click the Suggested tab
04 Using the drop down menu, select any of the available calendars
05 Toggle the Subscribe slider
Scheduler LEIE  PostPlans N & Libraries = Calendars
I'i'l < ? «" Expand
SUNDAY MONDAY TUESDAY WEDMESDAY THURSDAY FRIDWAY SATURDAY SE|EC'C calendar
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Schedule All
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Edit or discard posts

If you would like to edit a post you can either select into the post on the scheduler
or select Edit from the Library sidebar.

If you do not want to use the Community Calendar content, hover over each post in
the Library sidebar and click Discard or open the post on the calendar and select
Discard. If you take no action, the content will expire and not be accessible once it
has surpassed the expiration date.

Reputation from the insights dashboard

View a breakdown of your reputation networks, the sentiment of the reviews, as

well as the review totals by navigating to the "Reviews"” tab, then “Insights”. You will
have access to various graphs pulling in analytics on Reviews by Month, Source, and
Sentiment. Additionally, you can track response times to ensure you and your team
are responding promptly.

Print

SOCi User Guide
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Responding to reviews

To jump right into responding to reviews, head to the “Reviews" tab and then “Inbox”
talb. This will direct you to your Inbox where you will find a list of all new reviews that
require a response and a history of reviews under the "All Reviews" tab. To respond to a
review, click on a review in the “Inbox, then you have a few options to respond, (1) enter
your response, (2) select generate response (click multiple times for new options), (3)
select from the available response templates, and/or (4) use the

“Localize" dropdown.

Inbox (447) Pending (0) Qutbox (1) All Reviews () &4
© Location v
Search... AllNewworks ¥ All Ratings ¥ Last 30 Days v Response Status ¥ Sort: Date of Review ¥ IF )
Eﬁ Social o~ Respond u =
E Conversations v ! Amanda posted a positive review to Salem Wed, Mar 30th, 2022 2:36pm
I love this place sooo much! Everyone should go. Respond
77 Reviews v Ak hhk

© No response yet

3 h, 1:57
# Respond To Amanda ed, Mar 30th, 2022 1:57pm

Respond
Templates  Activity
Amanda reviewed Salem ¥ % % &

I love this place sooo much! Everyone should go. =CON) ARRIOved = 1:5 Star Eev
*Corp Approved - 4-5 Star Reviews

Enter a reply or select a template from a library. Brand Demo Account (Default) Responses ed, Mar 30th, 2022 12:58pm

To Negative Engagements.

%

Brand Demo Account (Default) Responses

Respond
to Positive Engagements

2

Clear Localize vy O Generate Response ¥

led, Mar 30th, 2022 11:52am

Social Media Positive Comment
Engagement Replies

Close Mark Resolved

Best practice

It is best practice to respond to a review within the first24-48 hours of it being posted.

SOCi User Guide
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Sentiment tab

From the Location level, head to “Sentiment” tab under "Reviews" to gather
more information about your sentiment trends and top keywords being
mentioned within reviews.
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Competition tab

With the competition tab, you can pull up to 4 local competitors into the SOCi
platform. This will allow you to see how your competition is performing when it comes
to reviews. Once you add local competitors, please be aware that it may take up to
24 hours for SOCi to compile the information. Once configured, you will be provided
with your competition's star rating, total review numbers, and average review
response time so you can see how you stack up!
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