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Overview
Sprout Social is a social media management and analytics software for businesses. 
Sprout has offerings for small, medium, and large sized businesses and all let the busi-
ness communicate with their customers, communicate with their teams, and measure the 
success of their strategy. Users can create and post content through the software as well 
as monitor conversations on social media. Sprout is able to sync with Twitter, Facebook, 
LinkedIn, Instagram, Google+, and even Google Analytics. 
This guide introduces the Sprout Social websites interface using a synced Twitter profile. 

Terminology
Interaction
An interaction is an outside social media post that is sent to your social media profile or 
included your user name.

Messages
Messages are interactions that come to you from your synced third party social media 
profiles. When synced with Twitter, the messages feed on Sprout displays:

• Mentions
• Direct Messages
• Retweets
• Retweets with Comments
• New Followers

The messages feed can also populate with Tweets that have keywords you have created 
through the filters section of the messages page.

Tasks
A task is a message that needs to be addressed by your social media management team. 
You can save a task for yourself to complete or you can assign it to a team member.
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Key Concepts
Social Media Marketing
Sprout allows its users to put into effect their social media strategy. The collection of 
tools in one area makes it easy to track all social media posts across multiple platforms 
and to create an effective schedule for all posts and platforms that can be viewed in one 
place. A strategy’s success can be tracked using the analytics tools on Sprout.

Social Media Engagement
Word of mouth is everything for a business and by viewing messages, a business gets to 
be a fly on the wall for all the public conversations happening about them. Being able to 
monitor customer engagement means having a strong pulse on what the customer wants 
and being able to predict when any crises are about to occur. Not only that, but team 
members can engage in the conversation, too.

Social Customer Service
Sprout users can view interactions and messages from customers and anyone. This 
means being able to address problems as they arise and to answer them quickly. Con-
cerns and compliments from customers can be assigned to different team members so 
that the customer receives the best service possible.

Social Media Analytics
A variety of reports are available through Sprout that help businesses keep track of 
trends within their audience. This, along with the integration of Google Analytics also 
means businesses can gauge if their social media strategy is effective or if they should 
take it a different route.

Multi-platform Content Creation
A common problem is social media management software is that each social media plat-
form has its own specifications for image size and length of text. Sprout provides a spe-
cial feature that allows it’s user to adjust their content to make it perfect for any platform.
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Homepage
The homepage is where you are brought to each time you log into your account. The first 
section of the dashboard is where you can add more profiles, such as your Facebook or 
LinkedIn, to your account and add team members and get the mobile app. The mobile 
app can also be downloaded from the app store of your smart phone.

Group Trends
The Group Trends section of your dashboard gives you a snapshot of your activity from 
the week displayed at the top of the section. This profile had 5 incoming messages, sent 
6 messages, got 12 new Twitter followers, had 13 interactions by 3 unique users, and re-
ceived 10.2k impressions for the week of March 05, 2017 - March 11, 2017. An impression 
is the number of times your content was displayed to users.

Add more profiles, invite more users, get the mobile app.

The Group Trends display on the dashboard.

Audience Demographics
The Audience Demographics section of your dashboard is where you can see who is en-
gaging with your account. This profile has 56% male followers and 44% female followers.

The Audience Demographics display on the dashboard
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Connected Profiles
The Connected Profiles section of your dashboard gives you a snapshot of all the social 
media profiles you have linked to your account giving you scores for how well your social 
accounts are doing. The engagement score indicates how well you are communicating 
with your audience. The influence score indicates your growth and interest level among 
your audience.

The Connected Profiles display on the dashboard.

Feature Spotlight
Feature Spotlight is where you can find the latest news on exciting new Sprout features 
so you can always stay on top of your game. Here you will also find how you can contact 
Sprout if you have any questions or comments for our team.

The Feature Spotlight display on the dashboard.
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Messages
Messages are interactions that come to you from your synced third party social media 
profiles. When synced with Twitter, the Smart Inbox messages feed on Sprout displays:

• Mentions
• Direct Messages
• Retweets
• Retweets with Comments
• New Followers

The messages feed can also populate with Tweets that have keywords you have created 
through the filters section of the messages page. On the Messages page, you can tag a 
message, reply to a message, mark a message as complete, create a task for yourself or 
a team member, and use filters to find where conversations are happening.

Smart Inbox messages feed

Main Navigation
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Tasks
A task is a message that needs to be addressed by your social media management team. 
You can save a task for yourself to complete or you can assign it to a team member. 
These are messages that need special attention because of their content, because they 
are generating a lead for your business, or because they need in-depth customer sup-
port. The tasks page displays a collection of your tasks while clicking to view a task gives 
a closer look at the task and what has already been completed with it or not completed.

Tasks display

Feeds
The Feeds page displays the messages from the profiles that your profiles follow. You 
can toggle through the different profiles to focus on the social media platform you want.

Feeds display

Publishing
On the publishing page, you can create a message, schedule a message, put a message 
in the que and customize post times. You can also submit a message to your team for 
approval or approve a message created by another team member. 

Main Publishing display
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Discovery
Use Discovery on Sprout to help you identify influencers in your community and to identi-
fy your social circles. You can see who follows you, who you’ve mentioned in your mes-
sages, and who has mentioned you in theirs.

Discovery display

Reports
On the reports page, you can generate, customize, and export the report that best suits 
your needs and the business’s needs. This is also where you can integrate Google Ana-
lytics so all your measurements are in one neat place.

Reports display
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What are messages?
Messages are interactions that come to you from your synced third party social media 
profiles. When synced with Twitter, the messages feed on Sprout displays:

• Mentions
• Direct Messages
• Retweets
• Retweets with Comments
• New Followers

The messages feed can also populate with Tweets that have keywords you have created 
through the filters section of the messages page. You can curate or filter your feed by 
profile, message type, brand keywords, and tags to find what you’re looking for. We will 
walk you through filters, tags, and keywords later on in this section.
With each message you have the option to:

• Tag the message
• Reply to the message
• Turn the message into a task
• Mark a message as complete 

Smart Inbox messages feed
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Tag a Message
Tagging messages is a good way to keep them organized an searchable. Once you have 
tagged your messages you can use filters to display the messages you want to see. You 
write your own tags which means the tags you make can be anything that is useful to you 
and the business. For example, you might choose to tag the messages by topic, person, 
year, or product.

1. Hover over the message you want to tag. Hidden action icons appear within 
the message.

2. Click the icon that looks like a tag. The Tag Message box appears below.

3. Type your first tag into the text box. Click the plus sign to add the tag.

4. Repeat step 3 for all the tags you wish to create for the message.

5. Click outside of the tagging area to complete your tagging. The tag icon will 
remain visible on the message when tags have been applied to it.
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Publicly Reply to a Message
The reply feature on a message enables you to respond to inquires or comments from 
people interacting with you or your business. When replying you can not only reply to a 
message but also view information about the follower you are replying to. This informa-
tion can be useful for writing tailored replies to increase the quality of your interactions 
and engagements. 

1. Hover over the message you want to reply to. Hidden action icons appear 
within the message.

2.Click the reply arrow icon. A pop-up appears in your window.

3.Type your message in the text box.
Keep the @username within the message so the person is notified when 
your reply is sent.
The text box displays how many characters you have left for the message.
You can choose to attach an image with the camera icon, include a direct 
message link with the tweet, and mark the message as complete.

4. Click send when you are happy with your reply. A brief message appears to 
let you know if the message was sent successfully.

The pop-up Public Reply window
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Mark a Message as Complete
Mark a message as complete when you are satisfied with the engagement you have 
given to it. Some messages might need to engagement from you or the business while 
others might require many replies, for example. 
Within your messages feed you can quickly mark a message as complete. This is handy 
for those messages that don't require a lot of attention. To mark a message as complete, 
hover over the message so the hidden action icons appear. Click the check-mark icon 
and the message will be marked as complete. 

A message marked as complete

By default, the Hide Complete Items option is selected on your messages feed. Messag-
es marked as complete disappear from your feed once they are completed if this option 
is selected. To make the message visible within the feed again, deselect the option in 
your Smart Inbox settings located on the Messages page.

Some messages can be marked as complete on other areas of the website. These will be highlighted with 
their respective tasks in other chapters where necessary.
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Turn a Message into a Task
A task is a message that needs special attention and to be addressed with greater care 
by your social media management team. You can save a task for yourself to complete or 
you can assign it to a team member. Saving a message as a task sorts it onto the Task 
page of Sprout Social. This helps to isolate it from all of the incoming messages found in 
your messages feed and reminds you that it requires more attention.

1. Hover over the message you want to turn into a task. Hidden action icons  
appear within the message.

2. Click the thumbtack icon. A pop-up task window appears in the window.

3. The following steps are optional but are there to help make managing mes-
sages within your team more efficient. 
a. Choose the Task Type you want to give the message.
b. Decide if the task needs to be marked as high priority.
c. Assign the task to the team member best suited to address the message.
d. Leave an 'internal' comment about the message.

4. Click Save & Exit when you are complete. The task can now be found on the 
Tasks page of your Sprout account.
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Filter Messages
At Sprout we call your messages feed a Smart Inbox for two reasons. The first is that is 
collects any interactions that mention you or your keywords and the second is that you 
can filter the messages to find exactly the ones you want to read.
The first way to filter your messages is with the filters tab on your Smart Inbox settings 
panel. You can check and uncheck Profiles, Message Types, and Brand Keywords. 

Filter with Brand Keywords
Brand Keywords are words or phrases you create to increase your social listening abil-
ities through Sprout. When a person Tweets about your brand, they might not tag the 
brand in the Tweet and instead use other words or phrases. For example, this profile's 
Twitter handle is @clairenferris but the user's name is Claire Ferris. Creating a Brand Key-
word of 'Claire Ferris' will populate the messages feed with tweets including that phrase.
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In this example both @clairenferris and Claire Ferris have populated in the messages feed.

1. Scroll to the bottom of the Smart Inbox settings panel. Click Add Keyword.

2. Type your keyword into the text box.  
You can further narrow down results by Entering a Location.  

         Click Save Keyword when you are complete.
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Filter with Tags
Earlier in this chapter we walked you through how to tag the messages in your messages 
feed. Now you can use those tags to filter messages in your Smart Inbox. To filter with 
tags, click the Tags tab on the Smart Inbox settings panel. Next, select the tags you wish 
to have the messages of appear. The window populates with the messages that have 
been tagged with those specific words.

Now that you have your messages tagged and tasked, we will 
walk you through completing a task including how to com-

ment on a task and how to mark a task as complete.
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