CA Council of NAIW “How To” Manual

How to set up a NAIW Chapter Page on




Open your internet browser — Internet Explorer, Firefox, Safari, etc. and Type in www.facebook.com

IMPORTANT: In order to set up a page for an organization, you will need to have a personal Facebook
page set-up, you can either do this first or you will be prompted to do it later in the process.

From the Facebook landing page, towards the bottom of the page, below the personal set up area, there is a link to
“Create a Page” — click the link.
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The Create a Page window will open up:

facebook
P You will want to choose the “Company, Organization, or
Instituion” option.
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Join your supporters on Facebook.
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A security check box will come up — fill in the two words that show up and press the blue “Submit” button:
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Create a Facebook Account

€ Iaready have a Facebook account

# 1 donot have a Facebook account

Emall:

New Password:

Date of Birth: [Month: =] [Day: (=] [Vear: =

Please enter your own date of birth. (Why is this required?)

Seaurity Chedk: Enter both words below, separated by a space.
Can't read the words below? Try different words or an audio captcha.

iz @

Text in the bas:

[~ Lhave read and agree to the Terms of Use and
Privacy Policy

Sign Up Now!

Problems signing up? Check out our help pages
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This is where you will 1) Sign into your
existing personal account or 2) Start the
set-up process for a personal account.
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Create a Facebook Account

[ already have a Facebook sccount

[ donot have a Facebasck account

About Advertising Developens Caneers Terms « F

nd Friends P

2= Assuming you already have a personal
account click the “I already have a Facebook
account” button And sign in

The person setting up the page is

automatically added as the Administrator of
the page, but you can add other members as
administrators once they “Like” the page.

Y Moble Help Center Blog Widgets

Congratulations you have completed the intial set up your Chapter’s Page, now you have to fine tune the settings

and add your content.

On the upper Righthand side of
the window, there is a link for
“Edit Page”. Click on it.
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Edit

people like this

Add to My Page's Favorites
Share

Search

Test Chapter of NAIW |, Get Started | tke

Non-Profit Organization # Edit Info

Welcome

1]

Add an image
/ b Upload an Image
/ From your computer
Invite your friends

Start buiding your fan base by suggesting this Fage to friends wha might like it.

Tell your fans

Let your current customers and subscribers know about your new Page.

[5f» Import Contacts |

Post status updates

Share your latest news.

Promote this Page on your website

Add a Facebook Like Box to your site and give people an easy way to discover and
follow this Page.

Add Like Box

Set up your mobile phone
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Admins (1) 17!

% Use Facebook s Test Chapter of NATW

See All

ﬂ Promote with an Ad
B view Trsights

&0 suggest to Friends
Quick Tips

Get more people to like your Page with
Facebook Ads today!

Get More Connections

Sample Ad: Test Chapter of NATW

? The text of your ad will

go here,
(-]

&) Like * Rae Lynn Zachary likes this.

| 1¢ Chat (ofF

T T @m0
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& Your Settings

[[F) Manage Permissions

[ Basic Information
Profile Picture
¥ Featured

= Marketing

[E> Manage Admins
B2 apps

1) Mabile

[l Insights

& Hebp

Search

Test Chapter of NAIW

Country Restrictions: |Type a country. .,

Page Visibility: I oy admins can see this Page

Home Profile  Account ~

4 View Page

Whatis this?
Age Restrictions: [Anyone (131) [E] Whatis this?
SRl ok e | M Pissts L=l 171 ¥ expand comments on stories
Default Landing Tab: |Wal =l

Posting Ability:
I Users can add photos

¥ users can add videos

Moderation Blocklist: | comma separated list of terms to block...

Profanity Blocklist: [None

Delete Page: Permanently delete this Page
BTl | cancel |

Facebook © 2011 * Englsh (US)

¥ Users can write or post content on the wall

=

About * Advertising - Developers - Careers - Privacy * Terms * Help

The main page set up screen will
appear, this is where you will set up
who can see your page, what you want
to appear on your page and modify the
permission on who can post what on

your page.

Some sections will have a series of drop
down boxes with your choices, or
boxes to type into and some will also
have check boxes for settings. It is up
to your chapter what they want to
allow to be posted on the “Wall”. Our
chapter (SFCNAIW) does not allow
the posting of videos, but does allow
the posting of photos.

Next, on the left hand side of the page, click on “Basic Information” and the following screen will appear
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@ Your Settings

[ Manag= Permizsiors
fs | Basic Information
@] Profie Pctur=

ol Fmstured

2 Mackating

[l Manag= Admine
BE ap=

4 Hotie

[ Inmigies

[ s=z

Se=ch

Test Chapter of NATW

Home Profile  Account =

Category: |Co:r=:'v=| & Organizations

Usemame; Yo page nesds of lmest 25 fars b heve 2 issmame. Lesrn mare.

Mame: | Tmt Chisgter of NATW

Founded:

Address;
ity { Towen:

Zip:

[ P —

Nete: TF you add & valid adtress, uzers will be st to 2oz and check in to your page using Facsbook Placss.

About:

Compary Overview:

Description:

General Information:

Mission:
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The information page opens up and
allows you to fill in both Basic (when
the organization was founded) and
detailed information about your Chapter
— this is your opportunity to “SELL”
your chapter!

Fill in the information you want
everyone to know about your Chapter
of NAIW and remember to click the
blue “Save Changes” button
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Next, on the left hand side of the page, click on “Profile Picture” and the following screen will appear:

facebook Search Frie For .
Test Chapter of NAIW 4 View Page

&7 Your Settings
[} Manage Permissions
[ Basic Information

Profile Picture Select an image file on your computer (4MB max):
¥ Featured l— =

rowse.
T Marketing

[ Manage Admins F

Bt o

18] Mobile
Insights

g = [ -] I Take a Picture
Help

By uploading 2 file you cenify that you have the right to distibute this picure 2nd that i does
ot vipiate the Terms of Service,

Row of photos at top
of profile:
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This step lets you post the profile photo for your page. Many chapters are just using the NAIW logo, some have
developed their own identifying logo and use that instead. Keep it professional, the profile photo is “your brand”.

[/ Edit Pratile - mecrnsslt internes Enplorer provided iry Lockbon Comganies

To post the photo, click the T8 )] 5 o o
“Browse” and a pop up box will
appear that will allow you to browse
your computer to find the photo you
want. It will also let you know the
maximum size of the photo you can
use (as of 4/2011 it is no bigger than

MB in size)
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you can do it from the o ' i
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Next, you will want to “Manage Admins”, this is where you can add other members who will have the ability to
manage your page or remove members who are no longer responsible for maintaining the page.

facebook search Home Profle  Account v
Test Chapter of NATW 4 View Page

& Your Settings

IB Manage Permissions i Rae Lynn Zachary Remove

[ Basic Information ‘9}

"

Profile Picture 4

Eﬂ Featured Remove

=] Marketing

[E# Manage Admins
Start typing a name or email...

58 Apos

<] Mobile Add another admin

[l Insights

H Help Save Changes Neb]

Facebook & 2011 - English (US) About * Advertising * Developers  Careers * Privacy * Terms * Help

Just click into the open box and either type in the name of a member who is also a Facebook user; or type in the e-
mail of the person you want to make an admin — the Facebook system will send them a note.

Below the two setting boxes are a list of applications that are standard to a Page, you can edit the settings for each

one or even delete the application if you don’t want fans to be able to use them. (for instance we removed the video
link for the SFCNAIW page)

The last thing you want to do is manage the sections of your page or the “Apps”

facebook . [Py
Fest Chapter of NAIW D You will need to click on the “Edit Settings™ link for each
sl application, when you do a box will pop up with two tabs —
e PROFILE and ADDITIONAL PERMISSIONS
g__ o facebook Search to
,——| ho Test Chapter of NAIW

@ Your Settings

@ Manage Permissions
. [ Basic Information

Profile Picture

% Featured

=4 Mmarketing

[Ef» Manage Admins

58 apps

The Profile Tab allows you to “Add” the ?.%L.Z'm
“App” to your page. For instance if you =~ ®**
select the Events App, the profile tab

Profile Additional Permissions people in your commur

Added (remove)

fou can reerder photo

Facebook Video provides a high-quality video platform for people and pages on Facebook. With Video, you can upload
video from your mobile phone, and record video messages to your friends.

Go to App - Edit Settings

17 - . . . Links
Wlﬂ lndlcate that EVCntS IS Avallable and @ ""|I;1[1 Facebook Posted Items, you can share anything on the internet by posting it to your profile. You can post websit
. . . and songs, as well as content on Facebook, like profiles, photos, notes, groups, and events.
the word (add) will be in parenthesis. If e Py

you Click on (add) — which I have done in the photo above; you will be able to post events on your page. Click
Okay and then set the permissions for the rest of the applications. FYI, our chapter allows the posting of photos,
but not videos, but each chapter will need to decide what they want on their pages.
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After you have made Setting and Applications selections, return to the main page, by clicking “View Page”, at the

top of the screen.
facebook . o Pl

Test Chapler of NATW * Weew Page:

This will bring you back to the main screen

Test Chapter of NAIW , Get Started [t o From here you can “Invite your
on-Frofit. Organzsion # EGX Info . Py

Friends” — members who are already
on Facebook.

Welcome

l:l Invite your friends

Stact bl you fam B by sugting Bje Page to frisnts: who might e &
[ A Suggestio Fraends | <

n Tell your fans

L=t your curr=t cstomes and suterbez e sbod ya new P

[0 Import Contacks

“Tell your fans” — Using an import
contacts feature. This will send a
notice to members who don’t have

Facebook

E Post status updates

0 S youw latest ez

mogis s Tie Sample Ad: Test Chapter of NATW
= e i
| Purst Update: The tedt of your ad will

= @ wi=e “Post your first Status” — Welcome all
Promote this Page on your website :

your members and friends to the new

244 & Facstonk Like Box Tz yaur sile o give peopis an ==y way T Gzcover and ot ke - Fome Ly Tachmry ioms e
Tofiow s Fage. FB |
Add Like Box Sponsored Crast= =0 Ad page.

Do you Fiie zfeopping ot
Koli's? Meke  official.
E Set up your mobile phone
Send Motile Ema

T upioad photos or post statis udstes

£ Like © Ja Lucker Siem Hhis

Send Tt Mersages

T past stales updates Sacraménts Fun!
——

- B 355 Things tadain
e Serameniz before you
L8

The Hartford

THE
HARTFORD

A Lioe - Ly

Life: Agers WANTED!
apeciiacer

Facsbonk © 2011 - Brgish {UIS) Aot Advetizing - Devaiopers - Caresrs - Frivazy  T=rms - Help

I 22 O B = =

st/hprofile-ak-snc4f 187445 _1320365733_66952458_0.Jpa...
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facebook

Smarch

Test Chapter of NAIW , Get Started [£ b« |

Bt Orgamzation o 542 Infa

Weletme

l:l Invite your friends
Start bulding your Tan base by suggesting this Page to friends who might ke .

.&lwmﬁm

Tell your fans

Lt your current customens and subsoribers know =bout your new Page.

[E8 Import Contacts |

B Post status updates
0 Shers your Ietest nmwn
| Post Update
A Tz My Page's Favorfl=s
Sr=
Promote this Page on your website
204 = Fazstok Like Bmx o your =ile and gve peoie mn mery ey Do Secover and

Trdfienas B Dmeem

Now it is time for the fun
stuff!

Home  Profile  Account =

# Edit Page

e 1 Using the links on the Left-
hand side of the page - Add
your photos, events and
notes.

Sampl: Ad: Test Chapter of NATW

Thim tmet of o =4 wil
o here

Keep your page CURRENT, and invite all your members to become fans of the page. Put an announcement in
your Newsletter and on your Website so your members know that your chapter is on Facebook.

Search

facebook

Test Chapter of NAIW

Mon-Profit Organization  # Edit Info
wall
Share: [5] Status E- Question Photo & Link '5# Video

What's on vour mind?

Get Started

Test Chapter of NATW created an event.

wall f r
@ i @\"‘ 2 Test Chapter Board Meeting
Hidden Posts = =) Friday, April 8, 2011 at 12:00pm
] Info Test Chapter Meeting Place
(@] Photo: . .
s E & few seconds ago - Like * Comment * Share * RSVP to this event
1] Links
[ notes \  Test Chapter of NATW
Al
E Events \\“"f% Welcome to the Test Chapter of NAIW - we are under construction, but check
Edit ‘_‘Q%_m fa%‘ back to see what is happening in our Chapter!!
2 minutes ago - Like - Comment
0
people like this ECE CTI
[E5] Test Chapter of MATW joined Facsbook,
share

There are no more posts to show.

Facebook © 2011 - English (US)

Test Chapter of NATW - Most Recent =

Home Profile Account =

# Edit Page

Admins (1) 7]

@ Use Facebook as Rae

See All

& Promote with an Ad
ﬁ View Insights
Quick Tips

Get more people to like your Page with
Facebook Ads today!
F] Get More Conneclions

Sample Ad: Test Chapter of NATW
The text of your ad wil

@ go here.

&' Like - Rae Lynn Zachary likes this,

About - Advertising - Developers - Careers - Privacy * Terms - Help

Visit your sister chapter’s pages to see what they doing with their pages and get ideas for yours.

Another VERY IMPORTANT fact, just because someone becomes a Fan of your page, does not mean that all the
other fans have access to their information. If your member’s individual privacy settings only allow their

friends to see their personal wall, those are the setting that will prevail.

Happy Facebooking!
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