Creating a Facebook Page

FULLSTAQ W MARKETER

1. Login to your personal Facebook account -

www.facebook.com
a. At the top of the page,
i. Click Create
ii. Choose Page

Note: Depending on the Facebook version you are using, you

mMay see a + sign instead of ‘Create’.
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Post
Share a post on News Feed.

Story

Share a photo or write something

Life Event O R

Add a life event to your profile. 2

Page ‘

Connect and share with customers or fans.
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Ad

Advertise your business, brand or organization,

Group

Connect with people who share your interests,

Event
Bring people together with a public or private
event,
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Post
Share a post on News Feed.

Story
Share a photo or write something

Life Event
Add a life event to your profile.

Page
Connect and share with customers or fans.

Ad
Advertise your business, brand or organization.


http://www.facebook.com/

b. Once the next page opens up, complete the
information on the left hand side of the screen.

i. Page Name - this is where you will give your
page a name. Don't overthink this. For now, the
name should be something relatable to what
you will be doing with this page.

il. Choose a Category. Start typing to show the
available categories.

iii. Provide a description of your page. A template
to work with is “l help X to Y so that Z".
iv. Click Create Page.

o Q, Search Facebook

Pages » Create a Page

Pages » Create a Page o
c o Create a Page
reate a Page
Page Information
Page Information
Page name {required)
1 Tracy's Finesse Marketing 1 o

Page name (required)

Use the name of your business, brand or organization, or
a name that explains what the Page is about. Learn More

Use the name of your business, brand or organization, or
a name that explains what the Page is about. Learn More

Category (reguired) o

2

Category (required) 2 Entrepreneur X

Choose a category that describes what type of business,

Choose a category th ribes wh siness, i . 3
e B taterony iiat eseobes vt BIRE ot b s, organization or topic the Page represents. You can add

organization or topic the Page represents. You can add

i upto 3.
Description
Description | help X to Y so that Z.| 3

White about what your business does, the services you
provide, or the purpose of the Page,

Character limit: 255

4

You can add images, contact info and other details after

you create the Page You can add images, contact info and other Fftails after

you create the Page.




c. The next step is adding a Profile Picture and Cover
Photo. These sections open up once the previous
steps are completed.

I.

Images

Profile Photo « Optional

Y

The Profile Photo is a picture of yourself or a
logo.
e Click on Add Profile Picture to find a
picture you have saved on your computer.
e Select an image and click Open or Save.

P Add Profile Picture

Use a logo or image that helps people id
n search resulis.

Cover Photo - Optiona

™M Add Cover Photo

4 o o =
(@ Headshotjpg (2 Headshot2,jpg @ Tracy
Content-1011,)
pg

entify this Page

o 1in
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File name: | Headshot2,jpg « Custom Files (“tiff;".pjp;’

The Cover Photo is an image representing what
the page is about and is located at the top of
your page. Refer to the ‘Guide to Canva’
document on how to create this image in Canva.
e Click on Add Cover Photo
e Select the image created and saved from
Canva



iii. Click the blue Save button.

Images

Profile Photo - Optional [ ]

M Add Profile Picture

Use a logo or image that helps people identify this Page
in search results,

Cover Photo - Optional (5 ]

™M Add Cover Photo

Images

Profile Photo - Optional i ]

Use a logo or image that helps people identify this Page
in search results,

Cover Photo - Optional [ ]




2. Facebook Page Info and Settings

a. Click on Edit Page Info on the menu on the left hand
side.

Manage Page
Qﬂ- Tracy's Finesse Marketing o4

If you'd like, you can switch to the
classic Facebook.com for 48 hours to
manage your Page.

Switch Now

L1

Home

News Feed

Resources & Tools

MNotifications
o1 new

]
B8
& Inbox
0
i

Insights

Ny
Publishing Tools

Ad Center >

Page Quality

-

@
Edit Page Info
8 3 new

&

Settings

® 3 new



i. Inthe General section, Username will be blank.
Enter a unigue username here. If you get an
error, keep trying to find an unique one.

© General

MName

Tracy's Finesse Marketing

Usemame This needs to be unique and may
tracylavalleefinessemarketing take a couple try's to find one.
Description

I help X to ¥ so that Z.

ii. Inthe Contact section, there are a number of
sections to complete.

e Your phone number. You can get a Google
Voice number that can call and text if you
choose not to put in your actual phone
number.
https://voice.google.com/u/O/about

e Fill in your custom email address and
website. (If you do not have these set up
yet, leave these fields blank and fill them in
later.)

B Contact

- Phone Number



https://voice.google.com/u/0/about

e [eave location blank.

e Hours - you can set your hours based on
the selections provided or leave as No
Hours Available.

e The rest of the options are not necessary
and can be left blank.

Note: Once you leave this screen, the settings have been saved.
If you go back into Edit Page Info, you will not see the
information you have entered. To check to make sure your
information saved, click on Home from the menu on the left
and then click on View as Visitor.

Manage Page
. Tracy’s Finesse Marketing - Tracy's Finesse Marketing
& @trac in marketing Eu

< Ifyou'd like you can switch to the

classic Facebook.com for 48 hours to 2
manage your Page.
1
0@ Manage your Page and Instagram account together with Business Suite. Go to Business Suite
B NewsFeed
& inbox Invite Friends to Like Your Page . Create Post
More pecple might see your posts in News Feed
@ Resources & Tools if your friends like your Page and share posts. |Gl Photo/video @) Get Messages Feeling/Activity
Notifications Q_ Search for friends to Invite
L o 1new = _
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Publishing Tools ’ Tracy's Finesse Marketing updated their cover photo.
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See All Friends
@ Page Quality

Tracy's Finesse

To return back, click on Exit View As.

0 Q, Search Facebook Create @ B o
@ This is what your Page looks like to a visitor.



There is an option to set up profanity filters and

page moderation which help to automatically
hide unwanted comments from your posts and

ads.

e Click on Settings from the menu on the left

o Home

MNews Feed

Inbox

Resources & Tools

Motifications
o 1 new

Insights

Publishing Tools

Ad Center "

Page Quality

s Edit Page Info
’ ® 1 new
Settings P
ﬂ e 1 new

e Locate Page Moderation and click the Edit
button.

______________________

Messzages People can contact my Page privately Edit
Tagging Ability Only people who help manage my Page can tag photos posted Edit
Others Tagging thiz Page Peopl Pa an tag my Page Edit
Country Restrictions Page is visible fo everyone Edit
Age Restrictions Edit
Page Moderation e Page Edit

Profanity Filter Tumed off
Similar Page Suggestions
Page Updates

Page posts are automatical

Post in Multiple Languages  Ability to wr

Translate Automatically four posiz may show franslations a

Choose whether your Page is recommended to others

Edit

Edit

rou update Page info, reach mileztones, receive reviews and more Edit
Edit

eople oth ngu Edit




e Add words you want blocked from being
visible in comments on your ads and posts.
Separate them with semicolons. Click the

Add button.

Page Moderation Block posiz or comments containing the following words

Scam; pyramid { Add

E upload from .C5V

Cancel Delete all

e The words added will show up above the

Save Changes button. Click Save Changes.

Page Moderation Elock posiz or comments containing the following words

El upload from .CSV

| scam; pyramid |

“ Save Changes Cancel Delete all

e |ocate Profanity Filter and click Edit.

......................

Meszages People can contact my Page privately Edit
Tagging Ability Only people who help manage my  can tag photos posted onit Edit
Others Tagging thiz Page People and other Pages can tag my Page. Edit
Country Restrictions Page is visible fo everyone Edit
Age Restrictions Page is shown to everyone Edit
Page Moderation No words are being blocked from the Page. #
Profanity Filter Tumned off #
Similar Page Suggestions Choose whether your Page is recommended to others Edit
Page Updates Page posts are automatically published when you update Page info, reach milestones, receive reviews and more Edit
Post in Multiple Languages  Ability to write p ng s tumed off Edit
Translate Automatically eople read other languages Edit




e |t is defaulted to Off. Using the down
arrow, select medium or strong depending
on your preference.

Profanity Filter Off L4

Cancel

Similar Page Su stions her your Page is recommended to others
ge sugge } 0

M e Bl B

e Click on Save Changes.

Profanity Filter Medium w

% Save Changes (el

You now have a fully functional Facebook Page and are ready to
start posting.



