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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 
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 
instructions on how to set up their password.

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

Is it your first time logging in?

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

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

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

Is it your first time logging in?
Click the forgot password link if this is your first time logging in to create your password.
You will then receive an email enabling you to set your password. This link will redirect
you back to the login screen.

Have you logged in before but don’t remember your password?
No worries! Once on the login page, simply click the forgot password link.

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 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 instructions on how to set up their password.
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SOCi User GuideAmerisourceBergen | Good Neighbor Pharmacy

2

Access SOCi on mobile, desktop or tablet

Dashboard

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.

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.

View for multi-location owners View for single-location owners

•	 �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!

SALES@MEETSOCI.COM

ACCESS SOCi ON MOBILE, DESKTOP OR TABLET
Execute all of your review and listings activities from the device that you're used to! Log in
to SOCi on any device by opening up a browser and visiting app.meetsoci.com OR
download the SOCi Go! mobile 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. 
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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.

DASHBOARD

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

DASHBOARD

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

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

User roles

Adding users

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.

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.

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

Add User

SALES@MEETSOCI.COM

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.
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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 online reputation. Any manager user will be
able to add another manager user to any location they have access to. 

Navigate to Location -> Users
Click the                 button
Enter first, last and email, click Add

Single location owners can follow these steps:
1.
2.
3.

Navigate to Account -> Locations
Location -> Users
Click the                 button
Enter first, last and email, click Add
Repeat for each location

Multi-location owners can follow these steps:
1.
2.
3.
4.
5.

USER ROLES
All franchisees 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.

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

Add User
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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

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.

SALES@MEETSOCI.COM

SETTING UP EMAIL NOTIFICATIONS
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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.

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

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.
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SETTING UP EMAIL NOTIFICATIONS
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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.

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

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.
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Scheduling content for the future and post now

How to post

Scheduler colors

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.

•	 �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.

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

•	 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.

SALES@MEETSOCI.COM
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SCHEDULING CONTENT FOR THE FUTURE & 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. 

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

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.

SCHEDULER COLORS

HOW TO POST
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Social > Library tab

How to post

Pro tip

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.

•	 �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.

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. SALES@MEETSOCI.COM

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.
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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.

SALES@MEETSOCI.COM

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.

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.

ACCESSING CONTENT WITHIN A LIBRARY
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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.

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.

ACCESSING CONTENT WITHIN A LIBRARY
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Discover top performing content

Responding to engagements

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.

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

SALES@MEETSOCI.COM

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.

DISCOVER TOP PERFORMING CONTENT

SETTING UP EMAIL NOTIFICATIONS

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

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.
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Community calendar

Subscribe to 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.

SALES@MEETSOCI.COM
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Navigate to your location
Click Social -> Scheduler
On the Library sidebar to the right of your scheduler, click the Suggested tab
Using the drop down menu, select any of the available calendars
Toggle the Subscribe slider

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:

1.
2.
3.
4.
5.

SUBSCRIBE TO COMMUNITY CALENDAR

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.

SALES@MEETSOCI.COM
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Navigate to your location
Click Social -> Scheduler
On the Library sidebar to the right of your scheduler, click the Suggested tab
Using the drop down menu, select any of the available calendars
Toggle the Subscribe slider

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:

1.
2.
3.
4.
5.

SUBSCRIBE TO COMMUNITY CALENDAR

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.

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
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Edit or discard posts

Reputation from the insights dashboard

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.

SALES@MEETSOCI.COM
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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
side bar. 

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.

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.

SALES@MEETSOCI.COM
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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
side bar. 

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.
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Responding to reviews
To jump right into responding to reviews, head to the “Reviews” tab and then “Inbox” 
tab. 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.

SALES@MEETSOCI.COM

RESPONDING TO REVIEWS

Best Practice: It is best practice to respond to a review within the first
24-48 hours of it being posted.

To jump right into responding to reviews, head to the "Reviews" tab and then "Inbox"
tab. 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. 
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I love this place sooo much! Everyone should go.

I love this place sooo much! Everyone should go.

Best practice

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

Competition 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.

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!

SALES@MEETSOCI.COM

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.

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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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.

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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