How to Create a Facebook
Page
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Purpose

 After this presentation, you will be able to:
— Sign up for a Facebook organization page.
— Format your new page.

— Successfully use it for communication,
promotion and other media.




Setting up a New Page

« Go to www.facebook.com.

* Click on the “Create a Page” link at the bottom
of the site.

facebook

Facebook helps you connect and share with
the people in your life.
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By clicking Sign Up, you agree to our Terms and that you have
ead our Data Use Policy, including our Cookie Use.

a celebrity, band or business.




Setting up a New Page
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Local Business or Place Brand or Product
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On the next page,
entitled, “Create a
Page,” click on the
“Company,
Organization or
Institution.” box
(top row, middle
box)

Fill out the
prompts. Click
“Get Started” when
you're finished
entering the
necessary
iInformation.




Setting up a New Page

At this point, you will be
prompted to create a new
personal Facebook account.
If you already have a
Facebook account, click the
“| already have a Facebook e e R
account” link. ok clenni e e TR
~ re

If not, fill out your information lge

Textin the box:

In the text boxes and click |

What's this?
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S I g n U p N OW ! [~ 1haveread and agree to the Terms of Use and

Privacy Palicy

To make an organization
page, you will need a
personal Facebook account. 5

Create a Facebook Account

Email:

New Password:




Setting up a New Page

Set Up Elks Sample

You will now be
taken through a

: i
four-step quick l‘g Upload From ¢
Setup fOr your Computer

Impo:l‘)t From<

Website
new page.

Step 1: “Profile Picture.”

Click “Upload From Computer” to browse for a picture located on your on computer.

Or, click “Import From Website” to use a picture from a website. For this, you will -
need to enter an accurate website URL.

Click “Next” when your photo appears. (The sample features the Elks National
Foundation’s logo.)

Choose a photo that reflects your Lodge or project! Remember that on your finished
page, the size of the photo will be small, so choose one that will be recognizable,
even at a smaller size.

3 Facebook Web Address 4 Enable Ads




Setting up a New Page

Set Up Elks Sample

1 Profile Picture m 3 Facebook Web Address 4 Enable Ads

Tip: Add a description and website to improve the ranking of your page in search.

) Elks Sample is located in Chicago, IL. This is a sample page to help others create their own page!

) http: //www.elks.org/enf} Add Another Site

Will this Page represent a real organization, school or government? (21 () Yes (O No

Visit Help Center m ’ Skip

Step 2: “About.”
- Enter basic information about your organization or project in the first text box.

— This should be a short description! More lengthy descriptions can be formatted elsewhere
later. Information could include the location of your organization, what it does or hopes to
achieve, your activities, who is involved, etc.

- In the second text box, link to another website.

— Does your Lodge have a website outside of Facebook? Link to it so Facebook visitors can
go there directly. Other websites to link to could include www.elks.org, www.elks/org/enf or
www.elks.org/myturn .

Fill in the “Yes” bubble and click “Save Info.” g




Setting up a New Page

Set Up Elks Sample

1 Profile Picture 2 About 3 Facebook Web Address 4 Enable Ads

Choose a unique Facebook web address to make it easier for people to find your Page. We've made a sugagestion
below, but you can also choose your own. Once this is set, it can't be changed.

> http: /fwww.facebook.com/ | ElksSample

Step 3: “Facebook Web Address.”

- This will set up your Facebook URL. The default in the text box will be the name you
gave your page earlier (Page 4 of this tutorial). If you are happy with this as your
URL, click “Set Address.”

If you want your URL to be something different, change it in the textbox and click
“Set Address.”

If you do not want a customized URL and you want Facebook to assign you one,
click “Skip.”

Choose a URL that is recognizable to those who are familiar with your project, and
memorable for those who are not. 8




Setting up a New Page

Set Up Elks Sample

1 Profile Picture 2 About 3 Facebook Web Address 4 Enable Ads

Advertising your Page is one of the best ways to
grow your audience and be successful on Facebook,

Add a funding source to enable advertising.

(v nas [ET3

Step 4: “Enable Ads.”

Enabling ads allows your page to be promoted and become an ad on others
personal Facebook News Feeds. This ensures that more people will see
your page. Remember that enabling ads costs money. If you have the
funding source for ads, click “Enable Ads” and follow the prompts.

If you want to skip this optional promotional step, click “Skip.”




Formatting a New Page

Congratulations! You o tee|

have fow created a — - T

new I: ace b 00 k e ce ke yo& yous ok they will see that at least one person has

organization page! [ uie |

To begin formatting your page, you will be automatically prompted to
“Like” the new page.

Click “Like” to support your page. This “Like” will show up with other
“Likes” on your personal account.

Or, click “Skip” to get right to the other automatic prompts and other
formatting.

10




Formatting a New Page

Invite Your Email Contacts

Make everyone on your email co tatl t knows abol tElksS mple.

Ifth flkEY r Page, they'll start to ome fy pdt n their
's feeds. Work of gtt\ g you ﬁ tSOlk by in tlgy mail
t cts to your Page. Learn Mor

 The next automatic
prompt is “Invite
Your Emaill
Contacts.” Click
“Next.” Inviting
others to your page
will be covered later
In the tutorial.

B Status Photo / Video Offer, Event +

What a great way to help others create a page to support their
own programs and organizations.

* Next, you will be
prompted to write
your first timeline
post. Write a quick
status to update your
initial visitors. Click
“Post” when you're
done.

11
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. Formatting a New Page

* Now your page is » When you’re done
ready to be viewed! admiring your page,
Scroll up and down scroll to the top and
the page to see your click on “Edit Page.”
profile picture, short On the drop-down
description and menu, click on

timeline status post “Update Info.”

Admin Panel

Notifications

Manage Notifications

[=) share something on your Page

Use Activity Log
See Banned Users...

es opton N you
Use Facebook as Elks Sample  |attings.




Formatting a New Page

@ Your Settings

[[B) Manage Permissions
[ 1 Basic Information
Profile Picture

[;] Featured

[E Admin Roles
Qg Apps
<] Mobile

[l Insights

a Help

Category:  Companies & Organizations ¥ Community Organization M | 2] ¢ E d It an d fl | | I n m O re
B oo basic information
e e L e about your
organization.

StartDate:  + adqdyear |

o prr—— » For EIks’ programs,
= “City/Town,”
“Description,” and
“Mission” are
especially useful
fields.

* Fill in as much
information as you

ot can for your public

audience and those

Note: If you add a valid address, users will be able to see and check in to your page using Facebook Places. It ma
hours for our system to process the address.

Short Description:

Elks Sample is located in Chicago, IL. This is a sample page to help othg Eate thei

i who may not know
- much about your
Website:  http:/fwww.elks.org/enf/ v

1 Chat(

program. =
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Formatting a New Page

From the “Basic
Information” page,
navigate to the “Admin
Roles” page using the tab
links on the left side.

Here, you can add other
people with personal
Facebook accounts as
administrators, giving them
access to update, edit and
format the page.

To enter a new admin,

&
=

Your Settings
Manage Permissions
Basic Information

Profile Picture

All Page admins can have a different role assigned to them, depending on what they need to work on.

Learn more about different kinds of admin roles.

nage admin roles, send messages and create posts

reate ads, and view insights.

[
(2]

click in the “Type a name _|
or email” text box and type
in members’ names or
emails to search for them
within Facebook. When

the name you want

appears in the drop-down
menu, click on it to select.

Thsiants
seo

> Type a name or email,..

>Manager v

Can manage admin roles, ssages and create posts as the

Page, create ads, and view in:

) Add Another Admin

oo [

multiple admins. Click “Save” when you are finished.

— Click on “Manager” and browse the different roles in the drop-
down menu that can be distributed to different admins. Click
on the title to assign a role.

- Click “Add Another Admin” and repeat the same steps to add

14
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Formatting a New Page

_ # Edit Profile Picture

Choose from Photos...

[[®@] Take Photo...
[_-ré: Upload Photo...
# Edit Thumbnail...

2 Remove...

ks Sample is located in Chicago, IL. This is 3 sample page to help others create their own page!

About

Photos are a great way to
update your audience
without having to write
anything. As they say, a
picture is worth a
thousand words!

There are four ways to put photos on your Facebook page. The first is the
profile picture, which you have already uploaded. To edit this picture, use the
mouse to hover over the established profile picture. A box called “Edit Profile

picture.

- Picture” will appear. Click on it and choose one of the options to edit your

15




Formatting a New Page

The next way to add a photo is to update the cover photo. This will be displayed on
your page behind the profile picture

®

-To change this, click on “Add a Cover,” click “Okay” on the pop-up menu, then

“Upload Photo” in the drop-down menu

Browse for a picture on your computer that represents your page. Once you have
chosen a photo, reposition it within the space and save all changes

The cover photo is displayed larger than the profile picture, and the space allotted for
it is narrow and long. Keep in mind how a photo will fit in the space when choosing

one.
i
\
+#4 Add a Cover

Elks Sample
Be the first person to like th

Lommunity Urganizaton
Elks Sample is located in Chicago, IL. This is a sample page to help others create their own page! o

About Photos See You

16
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Formatting a New Page

=l status Photo / Video _ | offer, Event + ‘ 1l Activity

> | Say something about this...
Elks Sample joined Facebook.

=
Select an image or video file on your computer.
WELKSHQFS01wsers$\NI[_Browse... ] i". Elks Sample

What a great way to help others create a page to support their
own programs and organizations.

Like - Comment - Share

The third way to add photos to your page is to upload them directly to your timeline.

In a new status-post box on your timeline, click the “Photo/Video” tab. Click the
“Attach Photo/Video” link, then click the “Browse” button to browse for photos on
your computer.

- Add a comment or caption by typing in the “Say something about this” box. When
you are finished choosing and captioning your photo, click “Post.”

Uploading photos directly to your timeline is an effective way to add single photos. To
add multiple photos at the same time, see the next slide.

17




Formatting a New Page

®

The last way to add photos is to create a new album. This is a great way to add multiple photos
from a project or an event.

To create a new album, click the “Photos” link near the profile picture on the main page. In the
Photo Albums page, click “Add Photos.” Browse for pictures on your computer to upload.

- Click the “Untitled Album” text box to give your album a name. (The sample featured was named
- “Sample Album”) Click “Say something about this album” to add a description about the entire
L album. Click “Say something about this photo” under each individual photo to add captions.

Click “Done” when you are finished editing your new album.

>Sample Album

>i~:« something about this album...

18




Formatting a New Page

Add a founding
date so your Joined Facebook
audience knows

when your program
or organization
began.

=

When was this founded?

* On the bottom of your main page, notice the box called “When was this
founded?” In the corner of that box, click on the pencil icon. In the drop down
menu that appears, click “Edit” and edit the information in the text box
prompts.

« Much like other description boxes edited on your Facebook page, add as
much information to the “Story” field as you can for your public audience and
those who may not know much about your program.

19




Formatting a New Page

Admin Panel _Edit Page Nyide | Updatlng your

= Sec Al | Messag TN Prireie Information and
i adding photos
really made your
page look great!
Now, add friends
so others can see
it too!

You have no new notifications
[Z) share something on your Page Cxeate An fd

« | There are two ways to add friends and followers to your Facebook page. The first way is
to invite people directly from your email contacts. This allows people who are not signed
up with Facebook to know about your page and view your information. This is a good
way for those new to Facebook to add followers.

« o do this, click “Build Audience” at the top of the page. In the drop-down menu, click
“Invite Email Contacts.”

* In the pop-up box, choose your email provider. After you type in your email address, you
will be directed to site that hosts your email. Click “Agree” when asked if you want to
authorize the use of your contacts. After the contact list is imported to Facebook, you will
be able to choose to whom you would like to send an invitation from the list provided.

« When you are done choosing contacts from your list, click “Preview Invitation.” Then click 5
“Cand” to email vorir Facehook invitation




Formatting a New Page

« The second method to invite friends
to view your page is to suggest the
page to other Facebook users. This
allows those already signed up with
Facebook to view your page and
receive your updates in their personal
News Feed. This is a good way for
those already familiar with Facebook
to add followers.

. * At the top of the main page, click on
the “See All” link within the “Invite
Friends” section.

* « This will bring up a box of all your
Facebook friends from your personal
account. From this list, choose to
whom you want to send a request to
view your page.

« When you are done choosing, click
“Submit” to send your requests.

Suggest Elks Sample to friends
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Congratulations!

®

Whew! We're all done! Now you can sit back and watch your page
gain followers. Well, almost...Here’s some helpful hints as you
continue to use your page.

1. Update your page whenever you have news or photos. Remember all those followers you
invited? Keep them interested! Try to post a status once every few days to keep your program
in the forefront of your audience’s mind.

2. Keep it short and sweet! Followers are more likely to stop and read a post that is a few
sentences rather than a few paragraphs long.

3. Be responsive! If a follower posts a comment or sends you a private message, answer
quickly. This not only shows you are a mindful admin, but also that you are actively using the
page.

4. Photos are the easiest way to update your page. Take digital photos at every event and make
a new album (page 18 of this tutorial) so your audience can see what activities you are doing.
People are more likely to get involved if they can actually see your Lodge in action.

5.  Always keep in mind that Facebook is a public website. Never post personal information like
an address or a telephone number. Never tag another person in a photo if they are not
comfortable with it.

22
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Congratulations!

®

No step in this tutorial has permanently changed your page. If at any time you clicked “Skip,”
you can always go back and fill in information. Anything that you've edited can be re-edited.
Keep this in mind if any of your basic information changes as you use this page in the future.

Facebook is an extremely effective way to promote your program to a very wide audience. Use
it to link to other websites that can inform the public about your Lodge or project.

— When using a URL on your page, make it as short and clean as possible. Long URLSs
loaded with numbers and symbols should not be posted as is on your page or website.

— Delete as many extra characters as possible without changing the desired website location.
If this doesn’t work, rename the hyperlink to something easy and memorable or link to a
nearby page with clear and accurate directions to the desired page.

In the same way, link to your Facebook page on other websites that promote your program to
get as much Facebook traffic as possible.

Remind the admins you added to invite their friends to your page as well.

Remember that there is so much more you can do with your Facebook page now that it is set
up. Facebook is an exciting and beneficial means of advertising. Use it to your advantage!

Have fun
using your
pa‘ge' 23




