
Admin training



Introduction

Today’s topics

• Introduction
What is Haiilo and how does it help our 
team??

• How to use Haiilo
Let’s dive into the platform. We show 
you how to best use the platform.

• How to administer Haiilo
We have a look into the administration 
of Haiilo and show you how to manage 
your platform.



Employee Advocacy
Haiilo empowers your people to become 
true brand ambassadors with just a click 
of a button. 

Their voice will change the way the world 
sees your brand.



Leverage employee 
advocacy
Make it easy for your employees to share your 
stories and to position as industry experts. Let 
them become your biggest brand advocates.



Share from anywhere
From your web browser. From your phone. 
Even from your email or intranet. Enable your 
employees to share from whatever channel 
they are the most comfortable with.



Comms & Advocacy 
Analytics
Our analytics platform helps you to make 
data-driven decisions.



Gamify the 
experience
Let employees see how well they stack up 
with their colleagues in driving traffic and 
engagement.



Smart Share & 
Keyword Blocking
While Smart Share helps your employees 
automatically schedule posts to be shared to 
social media at the optimal time, the keyword 
blocker makes sure that they are compliant with 
company guidelines.



• Enter the company domain: 
https://xxx.smarpshare.com

• Log-in with your details 
you‘ve chosen

Easy-to-use 
Mobile App
Download our newest app from 
App Store or Google Play.  xxx



• Enter the company domain to your 
browser: https://xxx.smarpshare.com

• Log-in with your chosen details 

Use Haiilo on your 
desktop:



Let’s dive into the 
platform



Using the platform



Using the platform

The navigation bar (user view)

Filter the feed (“Published posts” and 
“My posts”)

See the perks and rewards your 
own group can see and earn

 (if enabled).

See the resources 
(pages and files) of all 

groups you have access 
to.

See your 
individually set 
bookmarks.

Get notified and see an 
overview of your 

notifications.

Shortcut to your 
profile. The profiles 
includes access to your 
personal dashboard 
and settings

Shortcut to your 
personal settings.

Define your language 
preferences.

Shortcut to Haiilo 
knowledge base.

https://support.haiilo.com/hc/en-us/articles/11422258675602-Advocacy-The-My-Posts-page
https://support.haiilo.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwgSVx52Ywo6D2FjY291bnRfaWRpA5nIjDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJaaHR0cHM6Ly9zdXBwb3J0LmhhaWlsby5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE0MjIyOTk3Mzk5MjItQWR2b2NhY3ktQm9va21hcmstY29udGVudAY7CFQ6DnNlYXJjaF9pZEkiKWE2MDYzODA5LTBmYzEtNDVkZi04Y2RiLTQzZWQzNGFiYmMyOQY7CEY6CXJhbmtpBzoLbG9jYWxlSSIKZW4tdXMGOwhUOgpxdWVyeUkiDmJvb2ttYXJrcwY7CFQ6EnJlc3VsdHNfY291bnRpDg%3D%3D--4f60bd0752325328b2acb48a94c4bf8ffbbdf63b
https://support.haiilo.com/hc/en-us/articles/11422246539666-Advocacy-Language-settings
https://support.haiilo.com/hc/en-us/articles/11422246539666-Advocacy-Language-settings
https://support.haiilo.com/hc/en-us/categories/11111152796690-Employee-Advocacy


Using the platform

The navigation bar (Company admin view)

Filter the feed (“Published posts”, 
“Proposed”, “Scheduled”, “Archived” and 

“Rejected”)

See the perks and rewards 
of the groups you can 
access  (if enabled).

See the resources 
(pages and files) of all 

groups you have access 
to.

See you platform 
analytics (“Workforce 

insights” and “Posts and 
users”)

Create and manage 
templates and send 
Email newsletters.

Administer the plattform 
(group wide and per group)

Switch between your 
role (“company admin” 
or “group admin”) and 
the user role.

Shortcut to manually 
invite new users to the 
platform.

https://support.haiilo.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiSQXVxYwo6D2FjY291bnRfaWRpA5nIjDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJXaHR0cHM6Ly9zdXBwb3J0LmhhaWlsby5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE0MjIyMjE1NDk5NzAtQWR2b2NhY3ktUGVya3MtUmV3YXJkcwY7CFQ6DnNlYXJjaF9pZEkiKTI1NDBkYWI4LThiMmYtNGQ3Yy1iZWRhLWI5ZGZiNjg2ZjgyOAY7CEY6CXJhbmtpBjoLbG9jYWxlSSIKZW4tdXMGOwhUOgpxdWVyeUkiCnBlcmtzBjsIVDoScmVzdWx0c19jb3VudGkH--a5745344dab89acda0708903a16391907354d4cb
https://support.haiilo.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiSAuxyYwo6D2FjY291bnRfaWRpA5nIjDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJfaHR0cHM6Ly9zdXBwb3J0LmhhaWlsby5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE0MjIyNDYxMDk4NDItQWR2b2NhY3ktUmVzb3VyY2VzLVBhZ2VzLUZpbGVzBjsIVDoOc2VhcmNoX2lkSSIpYWQyZWJiYjAtNjEwNy00NDEyLWI1MTctZWJlMDQ2YzhhNDVjBjsIRjoJcmFua2kHOgtsb2NhbGVJIgplbi11cwY7CFQ6CnF1ZXJ5SSIOcmVzb3VyY2VzBjsIVDoScmVzdWx0c19jb3VudGkU--3d4e5d4082fb6a076832b53bedf641dc7b8c90a6
https://support.haiilo.com/hc/en-us/sections/11422244337810-Analytics-Advocacy-module-
https://support.haiilo.com/hc/en-us/articles/11422259587090-Advocacy-Email-Newsletters-Templates
https://support.haiilo.com/hc/en-us/articles/11422259587090-Advocacy-Email-Newsletters-Templates
https://support.haiilo.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiS0adzYwo6D2FjY291bnRfaWRpA5nIjDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJeaHR0cHM6Ly9zdXBwb3J0LmhhaWlsby5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE0MjIyNTg0MTgwNjYtQWR2b2NhY3ktU3dpdGNoLWJldHdlZW4tcm9sZXMGOwhUOg5zZWFyY2hfaWRJIik5MzkzZWUzOS0wOGJlLTRjOGQtODAyMS02YTViNWE4YjU4ZmQGOwhGOglyYW5raQk6C2xvY2FsZUkiCmVuLXVzBjsIVDoKcXVlcnlJIglyb2xlBjsIVDoScmVzdWx0c19jb3VudGk6--c74f93c4ef76614e5b18c8dcbc635b834590c162
https://support.haiilo.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiS0adzYwo6D2FjY291bnRfaWRpA5nIjDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJeaHR0cHM6Ly9zdXBwb3J0LmhhaWlsby5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE0MjIyNTg0MTgwNjYtQWR2b2NhY3ktU3dpdGNoLWJldHdlZW4tcm9sZXMGOwhUOg5zZWFyY2hfaWRJIik5MzkzZWUzOS0wOGJlLTRjOGQtODAyMS02YTViNWE4YjU4ZmQGOwhGOglyYW5raQk6C2xvY2FsZUkiCmVuLXVzBjsIVDoKcXVlcnlJIglyb2xlBjsIVDoScmVzdWx0c19jb3VudGk6--c74f93c4ef76614e5b18c8dcbc635b834590c162
https://support.haiilo.com/hc/en-us/articles/11422256997266-Advocacy-Invite-people-to-Haiilo-Advocacy


Using the platform

How to engage with content

You can comment on posts and tag and mention other 
users in your comment.

You can like, comment and 
bookmark posts.

You can share the post to the 
offered (defined) social 
networks or directly via deep 
link.

See who has created or 
proposed the post. See in which channel(s) the 

post has been posted.

See the preview and click the 
post to enter the detailed 
view on the content.

Admins only: Show the post in 
Content Calendar and 
edit/delete/archive a Post.

https://support.haiilo.com/hc/en-us/articles/11422259760274-Advocacy-Liking-Commenting-Tagging
https://support.haiilo.com/hc/en-us/articles/11422259760274-Advocacy-Liking-Commenting-Tagging
https://support.haiilo.com/hc/en-us/articles/11422259760274-Advocacy-Liking-Commenting-Tagging
https://support.haiilo.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwgSVx52Ywo6D2FjY291bnRfaWRpA5nIjDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJaaHR0cHM6Ly9zdXBwb3J0LmhhaWlsby5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE0MjIyOTk3Mzk5MjItQWR2b2NhY3ktQm9va21hcmstY29udGVudAY7CFQ6DnNlYXJjaF9pZEkiKTRiY2UyY2ZmLWYyNjgtNGQ2ZS1hNDA0LWZkZmRhNzM4NDNlYwY7CEY6CXJhbmtpBzoLbG9jYWxlSSIKZW4tdXMGOwhUOgpxdWVyeUkiDWJvb2ttYXJrBjsIVDoScmVzdWx0c19jb3VudGkO--edfbb872b7f1b4d07c7fe25b08deea3fa11bdb55


Using the platform

How to share content

Choose your desired post from your 
newsfeed, decide via which network 
you want to share your message and 

click the respective icon.

After customizing the 
message for you 
network (if wanted), 
please choose if you 
want to share the post 
right away, if you want 
to manually schedule 
it for later or if you 
want to use our 
recommended smart 
share option.

For more detailed information on the topic, 
please click here.

https://support.haiilo.com/hc/en-us/articles/11422246501650-Advocacy-Smart-Share-or-schedule-a-share
https://support.haiilo.com/hc/en-us/articles/11422246501650-Advocacy-Smart-Share-or-schedule-a-share
https://support.haiilo.com/hc/en-us/articles/11422246501650-Advocacy-Smart-Share-or-schedule-a-share
https://support.haiilo.com/hc/en-us/articles/11422246501650-Advocacy-Smart-Share-or-schedule-a-share
https://support.haiilo.com/hc/en-us/sections/11417732610066-Sharing


Using the platform

How to propose content
(as a user)

Insert your link and watch the magic happen. Haiilo will 
automatically enter the respective metadata including 

the title, description and image.

Of course, you also can change or adjust the content 
manually, if you want to.

Decide in which channels you want to post, which 
language fits the content or if the post is for internal or 

external use.

Choose the the networks (LinkedIn, Twitter, Facebook, 
Xing, WeChat, Instagram) you want the post to be shared 

in and add a message each.

Check on the defined settings, define an internal note and 
click “done” to propose your post.

For more detailed information on the topic, please click here.

Beside a link post, there are articles, image posts and, video posts 
available. Users can decide which format they want to chose.

https://support.haiilo.com/hc/en-us/articles/11422247355154-Advocacy-Share-to-LinkedIn
https://support.haiilo.com/hc/en-us/articles/11422259364882-Advocacy-Share-to-Twitter-or-Xing
https://support.haiilo.com/hc/en-us/articles/11422299476370-Advocacy-Share-to-Facebook
https://support.haiilo.com/hc/en-us/articles/11422259364882-Advocacy-Share-to-Twitter-or-Xing
https://support.haiilo.com/hc/en-us/articles/11422258244754-Advocacy-Share-to-Instagram-or-WeChat
https://support.haiilo.com/hc/en-us/articles/11422258244754-Advocacy-Share-to-Instagram-or-WeChat
https://support.haiilo.com/hc/en-us/sections/11417700794130-Content-creation
https://support.haiilo.com/hc/en-us/articles/11422256332690-Advocacy-Create-a-Link-post
https://support.haiilo.com/hc/en-us/articles/11422257190930-Advocacy-Create-an-Article-post
https://support.haiilo.com/hc/en-us/articles/11422297818130-Advocacy-Create-an-Image-post
https://support.haiilo.com/hc/en-us/articles/11422298503698-Advocacy-Create-a-Video-post


Using the platform

How to create content
(as an admin)

Insert your link and watch the magic happen. Haiilo will 
automatically pull the respective metadata including the 

title, description and image.

Of course, you also can change or adjust the contents 
manually, if you want to. If you want to replace an image, 

you can adjust the zoom and scope.

Select the admin settings that fit the use case best. 
Decide in which channels you want to post, which 

language fits the content or if the post is for internal or 
external use.

Choose the the networks you want the post to be shared 
in and add a message each.

Check on the defined settings, define an internal note, 
decide if the post should be scheduled for later and click 

“done” to create your post.

Beside a link post, there are articles, image posts and, video 
posts available. Users can decide which format they want to 

chose.

https://support.haiilo.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiS7JdzYwo6D2FjY291bnRfaWRpA5nIjDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJaaHR0cHM6Ly9zdXBwb3J0LmhhaWlsby5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE0MjIyNTczNzY0MDItQWR2b2NhY3ktQ29uZmlndXJlLWEtcG9zdAY7CFQ6DnNlYXJjaF9pZEkiKTZlY2I2NTYyLTdjMzYtNDlmYy04YTEzLTM1ZmVhMmY2MWFhMQY7CEY6CXJhbmtpBjoLbG9jYWxlSSIKZW4tdXMGOwhUOgpxdWVyeUkiFWNvbmZpZ3VyZSBhIHBvc3QGOwhUOhJyZXN1bHRzX2NvdW50aQHf--505b9d114df468c5e9bdbaa09c26136bf5857319
https://support.haiilo.com/hc/en-us/articles/11422256332690-Advocacy-Create-a-Link-post
https://support.haiilo.com/hc/en-us/articles/11422257190930-Advocacy-Create-an-Article-post
https://support.haiilo.com/hc/en-us/articles/11422297818130-Advocacy-Create-an-Image-post
https://support.haiilo.com/hc/en-us/articles/11422298503698-Advocacy-Create-a-Video-post


Using the platform

Confirming/rejecting proposed content (1/2)

Navigate to the drop down menu under Published (top 
navigation bar ) and select your Proposed.

You can reject the proposed post, give your feedback or 
confirm and prepare it for publication.

For more detailed information on the topic, 
please click here.

https://support.haiilo.com/hc/en-us/articles/11422246362642-Advocacy-Reject-a-post
https://support.haiilo.com/hc/en-us/articles/11422259269010-Advocacy-Give-feedback
https://support.haiilo.com/hc/en-us/articles/11422244762002-Advocacy-Approve-a-post
https://support.haiilo.com/hc/en-us/sections/11417717605266-Content-administration


Using the platform

Confirming/rejecting proposed content (2/2)

Check on the image, title and description. If there is a 
need, you can edit the proposed post.

What you can’t change is the link, images or the video, as 
the source of content.

Check if the settings fit the use case best. Among other 
decisions, this includes the chosen channel, the content 
language, if the post is for internal or external use and if 

the post require a read confirmation.

Have a look at the chosen networks and the respective 
messages per network. Also you can define an amount of 

points, you want to grant for the post.

Check on the defined settings, define an internal note, 
decide if the post should be scheduled for later and click 

“done” to create your post.

For more detailed information on the topic, please click 
here.

https://support.haiilo.com/hc/en-us/articles/11422298562194-Advocacy-Edit-a-proposed-post
https://support.haiilo.com/hc/en-us/articles/11422257376402-Advocacy-Configure-a-post
https://support.haiilo.com/hc/en-us/articles/11422257376402-Advocacy-Configure-a-post#heading-4
https://support.haiilo.com/hc/en-us/sections/11417717605266-Content-administration
https://support.haiilo.com/hc/en-us/sections/11417717605266-Content-administration


Using the platform

How to edit your notification settings

Navigate to your personal 
settings and choose 

“Notification”.

Define which actions and events in Haiilo trigger a notification right in the 
platform.

Define which actions and events in Haiilo trigger an email notification.

Also you can select the frequency and point of time at which you want to receive 
your digest.

https://support.haiilo.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwgSYv9yYwo6D2FjY291bnRfaWRpA5nIjDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJfaHR0cHM6Ly9zdXBwb3J0LmhhaWlsby5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE0MjIyNDczNzk0NzQtQWR2b2NhY3ktTm90aWZpY2F0aW9uLXNldHRpbmdzBjsIVDoOc2VhcmNoX2lkSSIpYjg2MTE5MDMtZDYxMS00OTJiLThlZTUtM2E1ZDNkMGU0MjBjBjsIRjoJcmFua2kIOgtsb2NhbGVJIgplbi11cwY7CFQ6CnF1ZXJ5SSIRbm90aWZpY2F0aW9uBjsIVDoScmVzdWx0c19jb3VudGlQ--68d808ba697b770fa5fe23a08103214a5a72ab52


Using the platform

See further information on the topics 
in our knowledge base:

• Why do organizations leverage their employees?

• How to share content

• How to update your language settings 

• How to use your personal dashboard

• How to connect your social media accounts

• How to customize your feed

• How to propose content

https://support.haiilo.com/hc/en-us/articles/11422299884306-Advocacy-Why-do-organizations-leverage-their-employees-
https://support.haiilo.com/hc/en-us/articles/11422244342034-Advocacy-How-to-share-content
https://support.haiilo.com/hc/en-us/articles/11422298535442-Advocacy-How-to-update-your-language-settings
https://support.haiilo.com/hc/en-us/articles/11422246660754-Advocacy-How-to-use-your-personal-dashboard
https://support.haiilo.com/hc/en-us/articles/11422246019090-Advocacy-How-to-connect-your-social-media-accounts
https://support.haiilo.com/hc/en-us/articles/11422258125458-Advocacy-How-to-customize-your-feed
https://support.haiilo.com/hc/en-us/articles/11422244342034-Advocacy-How-to-share-content


Administer the platform
Company settings



Administer the platform

Inviting new users
New users can be invited 
individually or by allocating 
them from a CSV file. Also, if 
enabled, users can invite users 
by referral. Referrals can be 
managed by an admin.

Individually invited users 
must be assigned to an 
existing group. Please 
mind the remaining seats 
per group. If there are no 
seats available for the 
platform, invited users get 
queued.

For each user, that should be invited to the platform, the 
respective email address must be entered manually. In 
addition the invited users can be assigned to a team. 

Please note, the tips given in the mask.

Important: Please note, 
that beside inviting users 
manually, it is also possible 
(and common) to connect 
an AD to the platform.

Each user must be assigned to a role. Only company 
admins can invite new company admins.

In the last step, the inviter can choose whose name will 
appear as a sender in the invitation  and can add a short 

message as well as the own email signature. It is also 
possible to schedule the invitation for later.

For more detailed information on the topic, please click 
here.

https://support.haiilo.com/hc/en-us/articles/11422298990866-Advocacy-User-Queue
https://support.haiilo.com/hc/en-us/articles/11422298990866-Advocacy-User-Queue
https://support.haiilo.com/hc/en-us/articles/11422256997266-Advocacy-Invite-people-to-Haiilo-Advocacy
https://support.haiilo.com/hc/en-us/articles/11422256997266-Advocacy-Invite-people-to-Haiilo-Advocacy


Administer the platform

Manage existing users

Company admins can see the users of all groups or can switch between groups. 
Group admins can only see the user of their respective group.

Filter the user base by role, action (have already shared or not and have already 
connected their social networks or not), last times activity or their assignment to a 
team. Alternatively the user base can be searched on base of the users email 
addresses.

The list of user in the platform or of a specific group can be exported as an CSV file.

Single users can be contacted via email (mail icon), moved between groups 
(briefcase icon), removed (trash icon) or edited (pencil icon).

https://support.haiilo.com/hc/en-us/articles/11422245638162-Advocacy-Edit-Move-Remove-and-Email-users
https://support.haiilo.com/hc/en-us/articles/11422245638162-Advocacy-Edit-Move-Remove-and-Email-users
https://support.haiilo.com/hc/en-us/articles/11422245638162-Advocacy-Edit-Move-Remove-and-Email-users
https://support.haiilo.com/hc/en-us/articles/11422245638162-Advocacy-Edit-Move-Remove-and-Email-users


Administer the platform

Creating a new email

When creating a new email (template), admins 
can choose which content types, layout and 

settings fit the use case best. 

In the next step the creator of an email has to 
choose the audience (group) he/she wants to 
target. Group admins can only see their own 

respective group(s). Alternatively it is possible to 
upload a CSV file to define the audience.

Next the new email need an internal name for 
reasons of identification, a  subject and the 

name of the sender. 

In the last step, the information previously 
entered and the preview need to be checked. 
Additionally the mail can be scheduled or send 

right away.

For more detailed information on the topic, please click 
here.

https://support.haiilo.com/hc/en-us/articles/11422259038354-Advocacy-Email-Newsletters-Content-types
https://support.haiilo.com/hc/en-us/articles/11422298006546-Advocacy-Email-Newsletters-Create-an-Email
https://support.haiilo.com/hc/en-us/articles/11422298006546-Advocacy-Email-Newsletters-Create-an-Email


Administer the platform

Managing and using existing templates

The Summary page will show analytics  and 
further email details for previously sent emails

Preview of the content for previously sent 
emails is available.

Audience page will show the list of your target 
audience.

The process of 
creating a template on 
the base of an existing 
mail is similar to the 
process displayed 
below.

For more detailed information on the topic, please click 
here.

https://support.haiilo.com/hc/en-us/articles/11422259587090-Advocacy-Email-Newsletters-Templates
https://support.haiilo.com/hc/en-us/articles/11422259587090-Advocacy-Email-Newsletters-Templates


Best practices

Modular Messaging
Each piece of external content in Haiilo can be 
attributed to dozens of tailored messages that 
support your brands image in the social media. 

• Make sure your messages align with your desired media strategy 

outcomes. Teach, entertain, help or inspire your readers with your 

content for maximum reach. 

• Stay true to your brand and relate closely with the topics you are 

presenting, but do not overthink and be spontaneous with your 

messages. 

• Even for short texts such as posts on social media, it is important to 

follow a structure. For example Instagram posts can be quite long and 

you can add a lot of valuable content in each. 

• Use an active and inviting style to target your audience, keep it short 

and sweet. On social media, there is no room for complicated 

elaborative texts, usually 3-5 lines is enough. 



Best practices

Further Success Tips
The formulation of your messages matters, it’s 
the fine line between engaging and disengaging 
content 

• Strive after putting the important information in the first line to engage 

your audience. In some skewed views, not all the message is visible for 

the naked eye. 

• Each social media platform has its maximum number of characters that 

can fit a post. Haiilo informs you about these upon message creation. 

Keep in mind that even videos are more engaging when short text is 

provided alongside. 

• Feel free to use a more casual tone, give your texts your own identity to 

make them appear more genuine. 

• Do not use short links when sharing external content, they might seem 

unreliable for the reader. 

• Don’t forget to use hashtags, mentions and a bit of emotion in your 

texts. Some important emotions you can use are: gratitude, loyalty, 

indignation, fear admiration, emotion and pride.  




