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*Facebook is constantly changing. While we periodically review this guide to reflect these
changes to the interface, we can’t always guarantee that what you see on the screen will
exactly mimic the information in the guide.
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Basics of Your Fan Page

Creating a Facebook Page
Creating a Facebook Page is simple. Once you are logged into Facebook with your new profile,
you can Create a new Facebook Page.

You will be directed through the instructions to create a Facebook Page. When filling out the
required information, please remember:
e You are creating an Official Page
o Ifyou are creating a page for an individual, you should select Artist, Band or
Public Figure
o Ifyou are creating a page for an organization, you should select Company,
Organization or Institution
e Make sure you select that you are the official representation and have the permission to
create this page. That is a requirement.
e  When selecting your Facebook Page name, we suggest something that will identify
your institution clearly.

e If your page is on Wikipedia, it may have been preemptively created as a Community

Page.
Accessing Your Page facebook &
Go to: http://www.facebook.com
Login with the email address and password you used to create your profile. r:ﬂ Mary Washington
(Guidance on setting up a profile can be found in the first in this series T
Facebook Part 1: Setting Up Your Profile.) m———
. [EZ] Mews Feed
There are two places you can access your page. One is from your News Feed. () Mossagss
This is the default page you will see when you log into Facebook. Click the Events
name of your page in the menu on the left hand side of the screen. &0, Find Friends

PAGES AND ADS

When you do so, Facebook will let you know that you are posting, I Ads Mancger

commenting, and liking as your page. If you would like to use Facebook as T
your proﬁle, click on your name. . Embassy Hogsmeade

fou are posking, commenting, and liking as Embassy Hogsmeade — Change Eo Mrudula ¥enigalla

You can also click on the down arrow on the right hand side of the screen and select the page
you’d like to edit.

ave the option to
e your Page

Vanity URL Use Facebook, as: k r Manage
3 People Yo Embassy 54-5 uissions. If yo’ub
B U.5. Embassy Qatar 1 ‘elt, you won. tbe
to re-create it

with the same vanity
URL.


http://www.facebook.com/pages/create.php
http://www.facebook.com/

To create a vanity URL, visit http://facebook.com/username . You will be able to select your
Page on a drop-down menu, and select your own vanity URL name. Your vanity URL name must
adhere to the following requirements:

e Usernames can only have alphanumeric characters (a-z, 0-9) or a period (.)

e You are limited to one username per Page

e You are required to have a minimum of 25 fans

Remember: Once you have selected a username, it can only be changed once. Choose wisely!

Editing Your Page

Editing your page is easy.

; i1 8ET [ 8 Build Audience = Help | | Hide |
Once you’ve arrived on your page (see

directions in the “Accessing Your Page” Update Info
section above) click on “Edit Page” and | Manage Permissions see Al
select “Update Info” from the drop down Admin Roles
menu. Manage Motifications =,

e
As you can see, Facebook offers a variety of Use Activity Log pRear rigll:‘;:t
different ways to customize your Page and See Banned Users... e
edit the settings. Don’t be intimidated! We'll Use Facebook as Ermbassy Hogsmeade in your
be going through all the steps you need in

order to create an attractive, engaging Page.
You will be navigating through these settings through the menu at the left hand side.

Your Settings
Choose if you would like to receive email notifications when people interact with your page.

Manage Permissions

Manage Permissions allows you to determine your Page visibility, your country and age
restrictions and more. Here, you can also control how much users are able to interact with your
Page.


http://facebook.com/username

Page Visibility: [ ]unpublish page {only admins can see this page) What is this?
Country Restrictions: | Type a country.,. wihat is this?
® Only show this page ko viewers in these countries
O Hide this page from viewers in these countries

Age Restrictions: | anyone (13+) | What is this?

Posting Ability: Everyone can post to Embassy SA-5's timeline
Everyone can add photos and videos to Embassy SA&-5's timeline

Post Visibility: Show the box for "Recent Posts by Others” on the top of Embassy SA-5

Default visibility of posts by others on Embassy SA-5's timeline: | allowed on Page "

Tagging Ability: [ ]People can tag photos posted by Embassy SA-5
Messages: Show "Message™ button on Embassy SA-5

Moderation Blocklist: | Comma separated lisk of terms ta black, ..

Profanity Blocklist: | pjgre v

Delete Page: Celete Embassy 34-5

Save Changes

This screen should match yours roughly. That being said, Facebook changes rapidly, and not all
changes can be incorporated into the guides immediately.

It is highly recommended that you allow users to write and post videos/photos on your wall.

You may prevent posts by everyone from appearing on your Page's timeline until you review
them:

1. Open your Page's admin panel

From the Manage + menu, select Edit Page

3. Check the box next to Only show posts by [Your Page's name] and friend activity on your
Page until reviewed by an admin in the Post Visibility section of the Manage
Permissions tab

4. Click Save Changes

5. Visit the Activity Log each day to choose which posts should be allowed on your Page's
timeline for everyone to see

N

To turn off the ability for people to post on your Page's timeline:

1. Open your Page's admin panel
2. From the Manage + menu, select Edit Page


https://www.facebook.com/help/?faq=364839563545997&in_context
https://www.facebook.com/help/?faq=189533971148229&in_context
https://www.facebook.com/help/?faq=189533971148229&in_context

3. Uncheck the boxes next to Everyone can post to [your Page's name]'s
timeline and Everyone can add photos and videos to [your Page's name]'s timeline in
the Posting Ability section of the Manage Permissions tab

4. Click Save Changes

To remove the Recent Posts by Others box from your Page's timeline:

1. Open your Page's admin panel
. From the Manage = menu, select Edit Page
3. Uncheck the box next to Show the box for "Recent Posts by Others" on the top of [Your
Page's name] in the Post Visibility section of the Manage Permissions tab
4. Click Save Changes

Basic Information

Basic information is just what it sounds like — your Page’s basic information. You can include
your phone number, address and hours of operation here. You should also use this space to link
all of your other websites to this Page, to encourage users and community members to cross-
pollinate.

Facebook also gives you the option to give directions and parking options to people who may be
planning to visit your organization.

Is there a typo in your Page’s name? You can change this easily if you have less than 200 fans. If
you have surpassed 200 fans, click on “Request Change” to submit your requested change to
Facebook for approval.

U.S. Embassy Qatar

Category: | Companies & Organizations | Government Organization v

Username: Create a username for this page? Learn more,
Name: U.5. Embassy Qatar | Request Change

Start Date: | 1972 % | + Add month

Start Type:  Founded M

Address:  p.0,Bax: 2399 v

City/Town:  Doha, Qatar

Profile Picture
This can be a picture of your organization, a logo designed specifically for your community, or
anything else that defines the purpose of your Page.

Make sure that your picture is clear even as a thumbnail, since the image will appear at that
reduced size throughout the site.
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Featured

Here you can select which of the pages your Page likes to be featured on your Timeline. This box
is automatically placed prominently at the top of your page (see image at right). If you like more
than 5 pages, click on “Add Featured Likes” to choose which pages you would like to feature.

We do not recommend you choose to feature Page owners.

Admin Roles

It’s a good idea to add other people, or Admins to your Facebook Page so that more than one
person can add and update information. A backup administrator is crucial in case of account
lockouts or hackings. An Admin must be a member of Facebook.

There are several different types of Facebook administrators:

¢ A manager can manage admin roles, send messages and create posts as the Page, create
ads, and view insights.

¢ A content creator can edit the Page, send messages and create posts as the Page,
create ads, and view insights.

¢ A moderator can respond to and delete comments on the page, send messages as the
Page, create ads and view insights.

e An advertiser can create ads and view insights.

¢ An insights analyst can view insights.

Before someone can be added as an administrator, they must like your page. Once they’ve
liked the page, simply type their name into the box and they will be added. Click on the user
role to switch to another type of administrator. You can remove an administrator by
selecting the X beside the Admin’s name and photograph.

Dean Cheves

bl |Manager vl

+ Manager

roles, send messages and create posts
and view insights,
Conkent Creator

Maoderatar
. Advertiser
L _
. A Insights Analyst

r Embassy 54-5
. Manager -
Zan manage admin roles, send messages and create posts as the

Page, create ads, and view insights.

Always make sure you have at least 2 Admins per Page. That way, if someone rotates out or loses
access, the other person can still manage the page.

Don’t forget to save your changes!
7



Apps

Applications are a great way to make your Page more engaging. This is where you will find a
complete listing of all of your installed apps. We will discuss specific applications in Customizing
Your Fan Page later in this guide.

Mobile

Facebook can be used on smart phones or simple phones. It can be accessed through a simple
browser, or can be downloaded through a specific app. You can also sign up for SMS access to
Facebook in order to update your Page from a simple phone.

Insights
Facebook Insights is discussed at length in the Metrics and Analytics module of this guide.

Change Facebook’s Default Language

At the very bottom of every window, there is a link entitled “English (US)”. By clicking on this
link, you will have a choice to display Facebook in several languages, as shown.



Facebook Timeline

Timeline is the format used for Facebook Pages. See our diagram below for the rundown on the
design. This allows you to put a photo on the top of your page, pin certain posts to the top of
your page, highlight certain posts, and add milestones from your entity’s history.

a3 M’; ,f.;‘r\"
PV SR, cover photo

e

<— likes and apps

: ' <«— fans will see which
LT — m of their friends like

Rocket Funge 1 Decp End of e Flanct. James Camanon
aubmensils brosks depth record.

o your page

Jare b, | hawe & s wha's s an eo-pat havs M
2 Planet’s Dergest Reces P
CHCH LOL: Rebruabding Uhristehurch
» Have connected sth A Horcrary Corod Geonge bl abo

T e sntonen fans + their friends’
interactions with the

page

__ your page's
NS recommendations

LS e Zeakand Strotegic Disksgue - Moech 19, 2012 | tnied
S e b WM b1 Mt Fanbn

US trrbavy Apha, Sarrae

S workd InteSectusl Prepesty Day
-_—
—

L, US. tant Aska and Pachic Media Hob
3 1S Lrarssy New Zealand Ik v P Tt
Frbaesy - Weehnghor

pages your page has
liked

<+— Yyour posts

€ 4 packs e the.

’.‘ Saririnne Winkiehmnn Sath He QN WY SRNG
[ L. )
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Cover Photo

This is a larger photo (851 x 315 pixels) that goes at the top of your main page. Since it is the first
thing people will see when they visit your page, it’s important to make sure that it is eye-
catching. It can be an interesting picture from an event, gorgeous scenery, or anything else that
will attract the eye. You can change it frequently to tie into contests, theme events, etc.

There are, however, a few restrictions on what you can include. The cover photo cannot include
price or purchase information, such as “50% off” or “Download it at our website”, contact
information, such as web address, email, mailing address or other information intended for your
Page’s About section, references to user interface elements, such as “Like” or “Share,” or any
other Facebook site features, or calls to action, such as “Get it now” or “Tell your friends”.

Free Image resources:

e Flickr’s Creative Commons archive e Image After

e Wikimedia Commons e Stock.xchng

e Morgue File e Everystockphoto search engine
Views and Apps

Your apps now appear directly below your profile and cover photo in an area Facebook now calls
“Views and Apps.” This not only shows your list of applications but also your photos, a map, and
your total number of likes.

You can find more information on adding apps further below in this guide.

You can customize the image used for most apps by going to the Admin Panel, clicking “Edit
Page,” “Update Info,” “Apps,” and then “Edit Settings” under each app you’d like to edit. Note:
you cannot edit the image for photos, likes, or

map apps.

Select “Change” to change the image of your tab. mcf-_-oc

Terms of Use

Edit wildfire's iFrames for Pages Settings
Map Find A Program
Profile ¥ r el

Tab: &dded (remove)

Custom Tab Image:
Custom Tab Name: Find A Pragrarm m

Leave blank bo use the defaulk name.

Select an image from your computer to upload. Images should be 111 pixels by 73 pixels.

To change the order in which the apps appear, expand the views and apps menu by clicking on
the « to the right of your page's views and apps.
10


http://www.flickr.com/creativecommons/
http://commons.wikimedia.org/wiki/Main_Page
http://www.morguefile.com/
http://www.imageafter.com/
http://www.sxc.hu/
http://www.everystockphoto.com/

v Liked [ ] Message " v-]

2] |
4

Videos Events

Hover over the position you'd like to put a view or app and click the 4 pencil icon that appears
and choose the view or app you'd like to swap into that spot from the menu

Posts

Milestones
Milestones are key moments in your organization’s history. These are automatically expanded to
widescreen.

Click Ed Milestone in the sharing tool at the top of your page’s timeline
Add a headline, location, date and details for your milestone

Choose to add a photo

Click Save

PN

Your first Milestone has to be the date your page began — think carefully about what kind of
events in your past you may want to highlight.

Note: All your milestones must come chronologically after the first date you input. For example,
if you were to choose 1776 as the date your page was founded, you would not be able to post a
milestone from 1775. See image below.

When Did Your Page Begin?
‘fou need to add the date Embassy Donut began before vou can add a milestone.

Date: + Add wear
Start Type: Embassy Donut was founded. w

Embassy Donut was born,

Your Page tmelin + Embassy Donut was founded. hen wou click save.
Anvything in the sl B & status update or a

phiato, will need b Embassy Donuk was started,

Embassy Donut was opened.

Embassy Donut was created. I:l

Embassy Donut was launched,

11



If you ever need to edit the date your page was founded, visit your Admin Panel and click
“Update Page” and then “Edit Info.” The field to edit your start date is located underneath the
name of your page.

Mame: U.5. Embassy Qatar + Request Change

Start Date: 1972 » 4 aAdd month

Start Type: | Founded b

You can also scroll to a spot from anywhere on your timeline and click + to post a milestone or
other type of story to a particular date. Milestone photos display at 843 pixels wide and 403
pixels tall. At this time, January 1, 1000 is the earliest date a milestone can have.

To add a milestone to your timeline, click on “Event, Milestone +” and then select “Milestone.”

[=] status Photo / Yideo Event, Milestone +

Event
£l milestone

E- Question

You can then name the event, give it a location, add the year, month and date (or just the year if
you prefer), give a story, and upload a photo. When you add a milestone to your Timeline, it will
appear in the newsfeed of all of your page’s fans. If you do not want this to happen, select “Hide
from News Feed.”

Click “save” to finish the process.

Pinning
Pinned posts are Page posts that admins have chosen to display prominently at the top of their

Page. A pinned post always appears in the top left of a Page's timeline and has a W flag in its
top-right corner. A post a Page admin pins to the top of their Page will remain there for 7 days.
After that, it’ll return to the date it was posted on the Page’s timeline.

Posts from people who like a Page are not eligible to be pinned posts. Page admins can only pin
posts created by the Page.

To pin a posts, click the pencil icon on the top right hand side of the post. Click “Pin to Top.”

12



Gotta love a kiss cam.

Behind the
Obama & T
woutu, be

Go behind-th
Obama visits
Team USA B

Embassy Hogsmeade shared a link. *
Z seconds ago @

@ Change Date. ..
9 &dd Location...

@ Hide from Page
Delete. ..

Report/Mark as Spam. ..

Like * Carmment * Share

Highlighting

Starring or “highlighting” allows you to highlight the posts you think are important. When you

star a post, it expands to widescreen.

Hover over a story on your Page's timeline and click on the star to highlight it.

Scheduling & Backdating Posts

You can schedule a post for the future or backdate it in the past by clicking on the clock icon and

selecting the intended date.

What's on your mind?

Schedule or backdate your post,

E1

[=) status Photo / ¥ideo Event, Milestone +

@ Puhlic m

Targeting Posts

If you would like your post to appear to certain location or languages, click on the globe icon and

select “Target by: Location / Language.”

Withiat's on your mind?

+ Add yvear

¥ i@ Public

# Location § Language

[5] status Photo / Yideo Event, Milestone +
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You can now narrow down your selection by country (in some cases, cities) and language.

Choose Your Audience

1L Make this risible to users with

Location | Thailand

() Ewerywhere
(%) By City
| Bangkok, Thailand

Languages | Thai

Post Metrics
Page admins can see how many people saw each post at the bottom of every post.

r U.S. Embassy Qatar shared a link.
Sunday @

50 States in 50 Days: MWhyaming is home to perhaps the mast
farnous national park in the United States: Yellowstone, People
come from around the world 1o see Yellowstone's Old Faithful
Geyser is a popular destination: if you catch it erupting it can
shaort 14,000-32,000 L of boiling water 32-56 meters in the air for
up to 90 minutes! Have you ever seen anything exciting like that in
nature before? hitp:/fgoo.glAdsds

¥isit Wyoming | Discover America
T — goo.gl

Learn about visiting Wyoming, including
things to do, trip ideas, photos, and
maps, DiscoverAmerica,com is the USA's
afficial travel website.,

Like * Comment * Share

£ Global Business Gakeways, Kathleen Calussy and 3 athers like this,

_;’ ‘Write a comment. ..
433 people saw this post
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Admin Panel
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The Admin Panel is located above every Page you manage. It gives you a quick look at what to
respond to including notifications and private messages. It also displays Page Insights. At the
top right of the page are three drop-down options entitled “Edit Page,” “Build Audience,” and
“Help‘”

“Edit Page” allows you to edit your page settings and use the Activity Log. The Activity Log
lets you review the history of your page and change the settings of individual posts. You can see
all of your page's posts organized by date, star older posts to make them bigger, hide and delete
posts, change the date of posts, report and remove spam posted on your page. This feature is
only visible to page administrators.

“Build Audience” allows you to share your page, invite friends, and create ads.

Messages
Facebook has enabled private messaging for pages. Pages can only respond to fans that have
messaged them first.

To respond to a message, go to your page’s inbox and type your response in the box below the
message. Click reply to send your message.

You can turn on/off this feature through “Edit Settings.”

Adding Applications

Using Facebook Applications can be a great way to supplement your page. It is important to note
that when using Facebook Applications, most applications are created and maintained by a
third-party. Facebook Terms of Service do not always apply to these applications.

15



iFrames (sometimes called Static HTML)

iFrame (or Static HTML) apps allow you to input HTML code onto your Facebook page. These
apps take a little knowledge of HTML, but if you know the basics you should be able to create
simple boxes that provide text, images and links.

To add any of these apps, click on the links above. Install the app on your page. Find the app in
your views and apps toolbar under the cover photo on your page. Click on the icon to edit the
application. Input the HMTL into the boxes they provide.

Services like Pagemodo require no knowledge of HTML and will allow you to design a custom
page using preset templates that may not meet all of your requirements.

Popular Applications

Events

The default location for Events is on your wall. However, you can create a Tab for Events. From
the Apps menu, select “Edit Settings” under Events. A pop up window should appear, allowing
you to select add a tab to your page (See Figure 9). Your events will now also show up in this
separate Tab.

Edit Events Settings

Profile Additional Permissions

Available (add)

Select “add” to add a tab to your main page. This applies for all Apps.

To add an event, click on the Events tab on the main screen and click Create an Event.

You will be sent to the Event Info Page where you can add all the information about the event.
Simply click Create Event to move onto the next Page.

RSS Feeds

RSS (Really Simple Syndication) is a web-based syndication format used to publish frequently
updated content including, but not limited to, blog entries, news headlines and podcasts.

An RSS feed contains either a summary of content from a web site or the full text. RSS makes it
possible for people to keep up with their favorite web sites in an automated manner. More info
here.

RSS content usually is labeled with one of these icons: XML
16


http://www.pagemodo.com/
http://www.usa.gov/Topics/Reference_Shelf/Libraries/RSS_Library/What_Is_RSS.shtml

Facebook allows you to add RSS feeds to your Page that you want your fans to see. We’ll show
you how next.

In the search box type Social RSS and hit enter. ISDdal RSS
You will be directed to the RSS Page, which will
allow you to customize your RSS feed. You may
have to select Go to App, and if prompted allow the
app to access your information so you can use it.

See More Results for Social RSS ¥
Displaying Top Result

Scrolling down, you will have the options needed to
set up your RSS feeds. From the drop-down on the
left, select the Page you want the RSS feed to appear on.

Quiick select
Feed SEttl rﬂlgs U5, Embassy Pawnes w
Compulsory fiekds *
sl URL (feed address) * sl Alternative link Social R5S info

il Feed ¥ \wha

1 -f__'_ 2 oL Bl do?
i Feed %[ nead halp getting started
2 "f._'_"_l' ang the bensits of the
o Fead pail service ($.24.00)?

3

o Feed

4

i Feed

This will also allow you to set up your RSS feed by pasting the links of blogs and news sites
under the URL feed address.

Here, you will also have the option to fill out the tab information that will appear on your Page.
It is recommended that you fill out the title and introduction, as these will portray what the RSS
feed is to your readers.

You also have the option of publishing some feeds to your wall. This is up to you, and is at your
discretion.

Once you have filled out the information, select Update. A pop-up window will appear with the
option to add the Tab to your profile.

Other Settings options:

¢ Item Description — Choose whether to show the whole blog post, just the first line of
the post, or just the title.

17



Items — Choose whether the postings should be open or closed. Open shows the entire
blog post on the RSS tab. Closed allows the postings to be opened through their
headlines.

Include Share Buttons — Allows the blog postings to be shared by users.

Tips for Community Managers

Where to Get Content

Create your own content by:
o Advertising events
o Linking to photos from these events
o Updating your organization’s information
o Conduct polls

Some Tips for Success

18

Group your content together around themes.
Make sure you center discussions on content and use short questions to get responses.

o Don't post a lot of content on your wall at one time. Resist the urge to overwhelm
your audience.

Advertising makes a huge difference.

o Creating an ad will bring more people to your Page. It can be targeted to a specific
audience or to everyone in your country.

o They aren’t expensive, and you should budget for them. They work. Schedule
them around events — a week before, and tie the ad to the event, like a high-level
visit or meeting.

Consider creating an unpublished “sandbox” Page that you can test before posting to
your actual Page.

Build your content first. Make sure you have a week or so of solid, real content.
Substantive posts, photos and links.

Share the responsibility. Make sure that you aren’t the only one managing this site. Give
at least three other (trusted!) people admin privileges.

Send out to staff. Draft a notice to all staff, inviting them to join. Encourage them to send
out a scrubbed version to their contacts.

Have paper materials. We put paper fliers in libraries, and hand them out at public
events, inviting people to join our sites.

Cross-pollinate. Post links on your main organization website, Twitter, and Facebook to
promote each site.

Pin interesting stories to your wall. This will anchor the story to the top of your Page for
up to 7 days.

o How to pin: after posting, hover your mouse in the top right corner of the post
until a pencil appears. Click on the pencil and click “Pin to Top.”
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Star important stories to expand them to widescreen and keep them visible on your
timeline.
o How to star/highlight: after posting, hover your mouse in the top right corner of
the post until a star appears (located beside the pencil). Click on the star.
Keep it current. Really. A dead site is a dead site.



