
 

Agency Onboarding Checklist 
 

 
 
 
 
Step 1: Set up Your Agency Account 
 
❏​Add your Agency Logo to your White Label Settings 
❏​Connect your Stripe Publishable Key & Secret Key 
❏​Create a Free Subscription for Agency Use 
❏​Create a Paying Subscription for Clients 
❏​Upload Your Order Form Links 
❏​Set up Client Training 

 
 
Step 2: Add Your Agency As Your First Client 
 
❏​Create a Free User for your Agency  
❏​Add Your Logo 
❏​Update your Timezone 
❏​Connect your Facebook Account 
❏​Connect your Twitter Account 
❏​Connect your Linked In Account 
❏​Connect your Google My Business Account 
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https://socialrotation.com/add-your-agency-logo-to-your-white-label-settings/
https://socialrotation.com/connect-your-stripe-publishable-key-and-secret-key/
https://socialrotation.com/create-a-free-subscription-plan/
https://socialrotation.com/create-a-paying-subscription-for-clients/
https://socialrotation.com/upload-your-order-form-link/
https://socialrotation.com/set-up-client-training/
https://socialrotation.com/create-a-free-user-for-your-agency/
https://socialrotation.com/add-your-logo-to-social-rotation/
https://socialrotation.com/update-your-timezone-in-social-rotation/
https://socialrotation.com/connect-to-facebook/
https://socialrotation.com/connect-to-twitter/
https://socialrotation.com/connect-to-linked-in/
https://socialrotation.com/connect-to-google-my-business/


Step 3: Claim Social Packs 
 
❏​Claim the Digital Agency Pack from the Market Place  
❏​Claim a Date Based Pack from the Market Place 
❏​Create your own Custom Content Bucket 

 
Step 4: Create Your Schedule 
 
❏​Create a Rotation Schedule 
❏​Create a Date Based Schedule 

 
Step 5: Setting Up New Clients 
 
❏​Setting up a New Client 
❏​Logging into your Client’s Location 
❏​Gathering Assets from Clients 

 
 
 
Resources: 
 
❏​Register for the Weekly Q&A Call 
❏​How to Watch Replays of past Calls 
❏​Canva Templates 
❏​Client Onboarding Trello Template 
❏​Bulk Upload CSV Sheet 

 
 

2 

https://socialrotation.com/claim-the-digital-agency-pack-from-the-market-place/
https://socialrotation.com/claim-a-date-based-pack-from-the-market-place/
https://socialrotation.com/create-a-custom-bucket/
https://socialrotation.com/create-a-rotation-schedule/
https://socialrotation.com/create-a-rotation-schedule/
https://socialrotation.com/setting-up-a-new-client/
https://socialrotation.com/how-to-log-into-your-clients-accounts/
https://socialrotation.com/gathering-client-assets/
https://socialrotation.com/how-to-register-for-upcoming-calls/
https://socialrotation.com/how-to-register-for-upcoming-calls-2/
https://socialrotation.com/getting-started-guide-for-agencies/
https://socialrotation.com/client-onboarding/
https://docs.google.com/spreadsheets/d/1huM6nR42FCF3ppzBqrkZDPGq9jHJJFW6Mj31C0Gm0vc/edit?usp=sharing


How to get Help:  
 
❏​Join the Priority Support Facebook Group  
❏​Submit a Ticket to the Support Team 
❏​Schedule a 1-on-1 Call with a Social Rotation Team 

Member  
❏​Send us an email 
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https://www.facebook.com/groups/socialrotation
https://socialrotation.com/support
https://go.oncehub.com/SocialRotation
https://go.oncehub.com/SocialRotation
https://socialrotation.com/wp-admin/Support@socialrotation.com

