Getting Started with Facebook Business Pages

Businesses increasingly use social media, such as Facebook, Twitter, Instagram, etc., to
reach customers. This document explains how to create a business facebook page. It
assumes you are using a PC.

A helpful resource from Facebook is at https://www.facebook.com/help/364458366957655/
This may contain more recent updates than this handout. Please consult this page for more
info on creating a Facebook page.

1. Login to Facebook. Then do the following to create your business Facebook page.
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2. Select the type of Facebook page you are creating. For this assignment, use Business or

Brand
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Create a Page

. Je. Home Find Friends Create

Connect your business, yourself or your cause to the worldwide community of people on Facebook. To get started, choose a Page category.
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Business or Brand

Showcase your products and services, spotlight your brand and
reach more customers on Facebook
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Get Started

Community or Public Figure

Connect and share with people in your community, organization,
team, group or club.

Get Started



3. Fill'in the relevant info for your hypothetical business here (see below). IMPORTANT
you are making a new hypothetical company. You do not need to specify a street
number. You can use “main” for street. Do a Google Search and be sure you do not
match an existing business name or address. Do not give personal info in your
business name. For example, do not use your own name or your city in the business
name. However, do add BUSI to the end of your business name so | will know you

created it for this class. For example, Super Supreme Donuts & Coffee BUSI
might be your business name. Click Continue when complete.
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Beaumont, Texas ZIFCode
Phone Number {Optional)
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When you create a Page on Facebook the Pages, Groups and Evenis Policies
apply
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4. You will now see your page on the screen. Manage your page with the items in the
menu at the top (see image below)
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5. Add a cover photo and profile pic by clicking (see red arrows below) an uploading an
image. Typically the profile pic is your logo.
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6. Change your page settings via the Settings menu. The General settings are shown
here:

. Je Home Find Friends Create

Page Inbox Mofifications Insights Publishing Tools Maore Edit Page Info E Settings Help =

Page Visibility Page umpublished

i+ General
# PageInfo B ‘ Visitor Posts Anyone can publich to the Page

Anyone can add photos and videos to the Page.

IMessaging Mews Feed Audience and The shility to narmow the potential audience for News Feed and lmit
Wisibility for Posts visibility on your posts is tumed off.

sa Templates and Tabs

Post and Story Sharing Piost shaning to Stories is On

# Event Tickefing

Messages People can contact my Page privately.

Mofifications
Tagging Ability Only people who help manage my Page can tag photos posted on it

Advanced Messagin
ging Others Tagging this Page People and other Pages can tag my Pags.

Page Roles Page Location for Effects (Jther people can use your Page's kocation for photo and video frames
and effects.
People and Other Pages
Country Restrictions Page is visible to everyone
Preferred Page Audience
Age Restrictions Page is shown to everyone
Authorzations
Page Moderation Mo words ame being blocked from the Page.
Branded Content
Profanity Filter Tumed off
Instagram Similar Page Suggestions Chonse whather your Page is recommended to others
WhatsApp Page Updates Pape posts are sutomatically published when you update Page info,
reach milestones, receive reviews and more
Featured

Post in Multiple Languages  Ability o write posts in multiple lenguages is tummed off

W+« Crossposting

Translate Automatically our posis may show translafions sutomatically for people who read
other languages.

Page Support Inbox
Comment Ranking Most recent commenits are shown for my Page by default.
Wi-Fi Metwork
Content Distribution Diownloading to Facebook is allowed.
Page Management History

Dowmload Page Ciownload Page

Activity Log Merge Pages Merge duplicate Papes

Remove Page Dielete your Page
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7. Under Page Info, specify items such as a business description and hours of operation.

Edit Page Info [ Settings
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u Complete your About section so people can find your Page more easily.
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» Description
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« Phone
Number

= \Website

= Email

Add short description

A brief summary of your Page. The Emit s 255 characters.
*fou can wite a short summarny about this Page, or tell people about your products
and service, which can help your business be discovered more often on Facebaaok.

Cancel
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Extension (optional)

My Page doesn't have a phone number

Adding a phone number makes it easier for potential customers to contact you.

Cancsl

Enter website

My Page doesn't have a website
Make it 2asy for potenifial customers to leam more about your business.

Cancsl

Email

My Page doesn't have an email

Adding an email makes it easier for poential customers fo contact you. Ve will send
an email to this address to confirm that if's valid.

Cancsl

Help -



8. Add a post to your page by choosing Posts on the left side and typing your post.
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