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Facebook 

What is Facebook? 

Facebook is the most popular social networking site that allows users to connect and 
share information, interests, join groups, and “like” pages. You can also play games, 
create pages and ads for your group, business, or organization. You can also post 
online profiles (including photos, information about themselves, etc.) and then connect 
to other users who share the same interests, Facebook is made up of many networks, 
each based on a workplace, region,  high school or college, place of employment, etc.  

Launched in 2004, Facebook has more than 955 million active users as of June 2012. 
Facebook was founded by Mark Zuckerberg. It was initially limited to Harvard students 
but later expanded to include other colleges in the Boston area, other Ivy League 
colleges, and Standford University. Now it is open to anyone 13 years of age and older. 

Creating a Facebook Account 

1. Shown is the Facebook home page. This is where you can login to your 

Facebook account or to register for a new account. If you are registering for a 

new account just fill in the information on the home page and click on “Sign-Up.” 

 

 
 

2. You will be then directed to the next phase in the sign-up procedure. You may 

always choose to skip any step.  

3. Step 1: Find your friends. After you join Facebook, there are three ways to find 

your friends or invite them to join you: 
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a. Search for friends: You can search for friends by typing their names or 

email addresses in the search bar, located at the top of any Facebook 

page. You can see more results or filter the results by using the filter 

dropdown menu (ex: hometown, education, workplace, etc.). 

b. Import contacts: You can use your email account(s) to find friends. Just 

enter your login information and password. After Facebook imports your 

contacts, you have the option to send those who already have a Facebook 

account a friend request. For those who are not using Facebook, you can 

send them an invitation. *Note: Facebook does not store your password to 

your email account.  

c. Invite friends individually: On your “Invite Your Friends” page, enter their 

email addresses and click Invite Your Friends. You may opt to send a 

personal message with your invite. 

 

 

 

 
4. Step 2: Fill in your profile information, such as the name of your high school, 

college/university, and/or the name of your employer. When you click Save and 

Continue, Facebook will scan those networks looking for possible connections 

and present you with a list. Click on “Add Friend” to send a friend request to that 

person. Then click Save and Continue. 
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5. Step 3: Add a profile picture of yourself. You have three options: 

a. Upload a picture or an avatar 

b. Take a picture with your webcam 

c. Skip the step 

6. Remember to click Save and Continue. 

 

Terms: 

 Friend: is someone you are connected to on Facebook. “Friending” is the act of 
sending someone a friend request. Friendship requests have to be accepted by 
both parties to connect. You also receive Friend requests from other members 
which you can accept, decline, or ignore. Facebook has a limit of 5000 friends. 
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 Like: Clicking Like on any update or post is a way of giving positive feedback for 
a friend, group, or page. When you “like” something, it appears as an update 
on your wall. You can also Like any piece of content that you find across the 
Internet whenever it’s accompanied by the Facebook Like button. 

 Messages: Messages is a central place to exchange private messages, chats, 
emails and mobile texts with friends. They appear in your Facebook inbox or on 
the chat sidebar. 

 Newsfeed: is a continuous stream of updates about your friends’, groups’, and 
pages’ recent or most important activities on and off Facebook. It appears on 
your Profile home page.   

 Top Story: Facebook chooses top stories that appear at the top of your 
Newsfeed. These are posts published since the last time you checked your 
Newsfeed. 

 Timeline: This is where you can update your status. It shows all your Facebook 
updates, activities, photos, videos, and shared posts. This is where your friends 
can leave you messages by “writing on your Wall.”  

 Profile: Your profile (timeline) is a virtual representation of yourself. Facebook 
refers to it as “your complete picture and story.” It includes your profile picture, 
biography, personal information, political and religious persuasion, favorite quote, 
family members, etc. 

 Poke: is a friendly gesture to get a friend’s attention. Your friend will receive a 
notification letting them know that they’ve been poked and by whom.  

 Notes: Notes is a feature that lets you publish what's on your mind in a rich text 
format. 

 Ticker: Ticker, on the right-hand side of your home page, lets you see all your 
friends’ activity in real-time. 

 Photos: Photos is a feature that lets you share images with your friends. 

 Places: You can share where you are with your friends by checking into places. 
You can also find friends nearby. 

 Privacy Settings: Your privacy settings let you manage basic privacy 
preferences, such as who can send you friend requests and messages. 

 Search: Search is a tool to find people and content on Facebook. 

 Security Question: A security question helps you verify you own your account in 
case you ever lose access to it. 

 

Extensions and Features 

These are some features available in Facebook. We will not discuss these in depth 

in this session. 

 App: Facebook apps are created by third-parties and add more features and 

functionality to your Facebook experience. If you want to play a game or post to 

your Facebook account from a mobile app, you will need to authorize the app to 

access your account. 
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 Block: If you don’t want someone to view your Facebook Profile, add you as a 

Friend, or send you messages through Facebook, you can block them. 

 Chat: You can send and receive instant messages with your Facebook Friends 

without leaving Facebook using the Chat feature. This is usually found to your 

right sidebar. If you do not wish to chat, you can go offline and hide the chat bar. 

 Credits: Facebook Credits are considered to be Facebook’s virtual currency, 

which you can use to buy virtual goods in some Facebook games and apps. 

 Event: Use the Events feature to organize events, gather RSVPs, and even 

respond to events that you’re invited to. 

 Games: Like Facebook apps, games are developed by third-parties and enable 

you to play with other Facebook members without leaving Facebook. Most 

popular games include Farmville, Garden of Time, Cityville, and Words with 

Friends. 

 Group: Facebook Groups can be created by any Facebook member and provide 

a space where smaller groups of people can come together to discuss specific 

topics. Groups can be public or private. You can join a public group or request to 

join a private group. The administrator of that group will have to approve your 

request. 

 Page: A Facebook Page is a space on Facebook for promoting brands, 

businesses, organizations, causes, and entertainers. 

 Social Plugins: Facebook social plugins allow other websites to provide visitors 

with a social Facebook experience without having to leave those websites. For 

example, when you are reading an article, there make be a LIKE, SHARE, or 

RECOMMEND feature. 

 Subscribe: Subscribing allows you to keep track of posts from a person even 
though you are not friends with them. 

 Tagging: you can tag a friend in photos or things you post on Facebook. It 
attaches that person to the image or post. 

 Video Calling: The Video Calling feature enables you to connect with your 

Facebook Friends through online video without leaving Facebook. 

Basic Privacy Settings 

You'll need to decide how much you 
want to share on Facebook. If you 
just keep up with family and friends, 
you might prefer to share updates 
only with that close circle of people. 
On the other hand, if you use 
Facebook for professional 
networking, you'll probably want to 
make your information more public. 
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However you use Facebook, it's important to choose the privacy settings that will 
work best for you. 

Using Facebook's Privacy Settings 

It's easy to set general privacy settings for your account. You can find these settings on 
the Privacy Settings and Tools page. To access the Privacy Settings and Tools 
page, click the Settings Gear in the top-right corner of the page, then select Privacy 
Settings from the drop-down menu.   

To Use the Audience Selector 

In addition to your 
general privacy 
settings, you can 
control who sees 
every post you 
share with 
the audience 
selector. This allows 
you to change your 
default privacy 
settings and make 
posts more private 
or less private. If 
you change your 
mind later, you can 
go back and reset 
the privacy for that post at any time. 

Keep in mind that modifying the audience selector 
will change the default audience setting for future 
posts. You should always double check the audience 
selector before sharing anything on Facebook. 

The post will be shared with the selected audience. 
All future posts will be shared with the most recently 
selected audience unless it is changed again. 

Privacy Shortcuts 

In late 2012, Facebook introduced Privacy 
Shortcuts, which give you quick access to many of 
the privacy settings found on the Privacy Settings 
and Tools page. From there, you can modify 
the audience selector, choose your Message 
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Filtering settings, and more. 

To access the Privacy Shortcuts, click the Privacy Shortcuts button  on the toolbar. 
Any changes you make here will be reflected on the Privacy Settings and Tools page. 

Privacy Shortcuts also let you control who you'll allow to send you Friend Requests, 
which cannot be accessed from the Privacy Settings and Tools page. 

Tags/Tagging 

A tag is a way to identify 
people on Facebook by 
posting their name and a link 
to their Profile. Your Friends 
can tag you 
in photos and videos, as well 
as other posts, 
including status updates. 
Anyone who can see those 
posts will then be able to click 
the tag and see your profile and information. The tagged post will also be visible on 
yourTimeline and News Feed. 

You've probably heard stories about people who've been humiliated or even lost their 
jobs after being tagged in inappropriate photos. One way to prevent yourself from being 
tagged in potentially embarrassing photos and posts is to manage your tagging settings 
in the Timeline and Tagging section of the Privacy Settings page. From there, you 
can enable Timeline Review, which lets you manage tagged photos and posts before 
they're posted to your Timeline. You can also use these settings to control exactly who 
can see your tagged photos and posts. 

To access the Timeline and Tagging Settings, navigate to the Privacy Settings and 
Tools page and then select Timeline and Tagging in the Navigation pane. 
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If you've been on Facebook for a while, you may have been tagged in photos before 
enabling Tag Review. If you want to remove previous tags, you will need to remove 
them individually when viewing a photo by clicking Options and then 
choosing Remove Tag from the drop-down menu. While this won't take the photo or 
post down, it will remove your name and the link to your Profile.  

 

Setting Privacy for Apps, Games, and Websites 

The Apps Settings page contains general settings that apply to the apps, games, and 
websites that you've connected with Facebook. These include controls that let you: 

 Prevent your Friends from sharing information about you when they connect with 

an app 

 Disable the Instant Personalization feature, which shares your public information 

with partner websites 

 Turn off all platform apps and websites 

You can also modify detailed settings for individual apps. While these settings do give 
you some control over your privacy, keep in mind that all apps require you to provide at 
least a few pieces of personal information. Many apps even require that you let 
them share updates about your app activity. Review your app settings carefully and 
decide if your privacy is worth what an application has to offer. 

To access the Apps Settings page, navigate to the Privacy Settings and Tools page and 
then select Apps in the Navigation pane. 
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Pages 

Creating a Page 

ONLY the official representative of an organization, business, celebrity, or band may 
create a Facebook Page. The Page creator can then add other representatives to help 
them manage the Page. Each Page administrator will be able to update and edit the 
Page from their own accounts.  
 
NOTE: Page names may not solely use the generic term for the category of products or 
services you offer (e.g. "library" or "pizza"). Those Page names that merely refer to 
generic categories may have their administrative rights automatically removed. Also 
note that once a Page has been created, you will not be able to edit the Page name.  

There is no limit to the number of pages you can manage. You can only change the 
name of a Page with fewer than 200 likes. If your Page qualifies, follow these steps to 
change its name: 

1. From the top of your Page, click Edit Page  

2. Select Update Info 

3. Change the text in the Name field and save your edits 

Facebook may be able to help you merge multiple Pages you manage for the same 
thing, combining check-ins and people who like the Pages. 

If you would like to create a Facebook presence for a celebrity or organization and you 
are not officially authorized to do so, please create a Facebook Group instead, as 
these may be created and maintained by any user. 
 
If you're an admin of a Facebook Page, you'll be able to choose a username (an 
available username) for each eligible Page you manage. 
 
Inviting Friends to Your Page 

To invite friends to your Page: 

1. Open your Page's admin panel 

2. Click Build Audience 

3. Select Invite Friends... 

Use the dropdown menu to choose a list or select Search All Friends. Next, scroll 
through your friends and check the boxes next to the names of the people you want to 
invite. You can also search for friends in the menu's search box. When you're done 
selecting friends, be sure to click Submit to send your friends invitations to your Page. 
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Publishing Your Page 

Once you've filled out your Facebook Page and are ready to show it to the public, you 
need to publish your Page to have it display on the site. While your Page is 
unpublished, you'll see a dialog at the top of your Facebook Page indicating that your 
Page is not currently visible to non-admins. There is a link there to Publish Your Page. 
This will instantly set your Facebook Page to published and make it visible to the 
public. You can also publish your Page from the Edit Page section.  
 
You can “unpublish” your Page at any time. Setting your Facebook Page 
to unpublished will hide it from non-admins, including people who like your Page. Your 
Page won't be visible until you set it back to published.  
 

1. From the top of your Page, click Edit Page  

2. Select Manage Permissions 

3. Check the box next to Unpublish Page 

4. Click Save Changes 

Page Settings 

You can access your Page by typing its name into the search bar at the top of any 
Facebook page and selecting it from the dropdown that appears.  

1. From the top of your Page, click Edit Page  

2. Select Update Info 

You can also access and manage your Page by using Facebook as the Page you 
admin or from a list of all the Pages you manage. 

Admin Panel 

The admin panel is a place where you can respond to people using your Page and 
quickly see how your Page is performing. From your admin panel, you can: 

 View notifications 

 Respond to messages 

 View your Page insights 

 Access your activity log to curate content on your Page 

 Access the Edit menu to make changes to your Page's settings 

Open the admin panel by clicking Show in the upper-right corner of your Page. To close 
your admin panel, click the Hide button in the top-right corner. (Non-admins who visit 
your Page won't see the admin panel. It's only available to your Page's admins.) 
 
Your Page's activity log is a tool that lets you review the history of your Page and 
change the settings of individual posts. Only Page admins can see the activity log.  
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Schedule Posts 
You can prepare a post and schedule it to appear later by adding a date and time in the 
future before you post it. You can schedule a post up to 6 months in advance, even in 
15-minute intervals. However, you must first place a “Start Date” in your Basic 
Information settings. 
 
From your Page's sharing tool: 

1. Choose the type of post you want to add to your Page 

2. Click the  icon in the lower-left of the sharing tool 
3. Choose the future year, month, day, hour and minute when you'd like your 

post to appear 
4. Click Schedule 

 
 
If you choose a date in the past, the post will appear immediately at the appropriate 
place on your Page's timeline. All times correspond to the current time zone you're in. 

Milestones  

Milestones are key moments you've decided to highlight on your Page. Milestones are 
automatically expanded to widescreen and are visible to everyone visiting your Page.  
 

From the sharing tool at the top of your Page, click  Offer, Event + or  Event, 
Milestone + 

1. Select  Milestone 

2. Add a headline, location, date and details for your milestone 

3. Choose to add a photo 

4. Click Save 

From anywhere on your Page's timeline, scroll to a spot and click  to post a milestone 
or other type of story to a particular date.  
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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. You can also Highlight key posts on 
your page. 
 
Deleting Your Page 

To delete your Page: 

1. From the top of your Page, click Edit Page  
2. Select Manage Permissions 
3. Click Delete [Your Page Name] 

You will have the option to unpublish or delete your Page. If you choose to delete your 
Page, please note that its removal is permanent. 

You can visit the Facebook Help Center at any time to learn about features and 
other options available to your account, page, or groups. 

Groups 

Pages Groups 

Allow real organizations, businesses, 
celebrities and brands to communicate 
broadly with people who like them. Pages 
may only be created and managed by 
official representatives.  

Provide a closed space for small groups 
of people to communicate about shared 
interests. Groups can be created by 
anyone.  

Page information and posts are public and 
generally available to everyone on 
Facebook. 

In addition to an open setting, more 
privacy settings are available for groups. 
In secret and closed groups, posts are 
only visible to group members. 

Anyone can like a Page to become 
connected with it and get news feed 
updates. There is no limit to how many 
people can like a Page. 

Group members must be approved or 
added by other members. When a group 
reaches a certain size, some features 
are limited. The most useful groups tend 
to be the ones you create with small 
groups of people you know. 

Page admins can share posts under the 
Page’s name. Page posts appear in the 
news feeds of people who like the Page. 
Page admins can also create customized 
apps for their Pages and check Page 
Insights to track the Page’s growth and 
activity. 

In groups, members receive notifications 
by default when any member posts in the 
group. Group members can participate in 
chats, upload photos to shared albums, 
collaborate on group docs and invite 
members who are friends to group 
events. 

http://www.facebook.com/help/?faq=184605634921611
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Creating a Group 

1. Depending on your needs, you can easily create a Page or create a group. 

Go to your home page and click Create Group in the left hand column. If you 

have existing groups, you may need to click More before you see this link. 

2. A pop-up box will appear, where you will be able to add a group name, add 

members and select the privacy setting for your group. Click the Create 

Group button when you're finished. 

3. Once the group is created, you will be taken to the group's page. To get 

started click  at the top right of the page and select Edit Group. From 

here you can add a group description, set a group email address, add a 

group picture and manage members. 

Joining a Group 

To join a group, click Join Group in the upper-right corner of the group's page. You 
may have to wait for a group admin to approve your request. In some groups, you can 
also be added by someone who is already a member.  
 
Some things to keep in mind when you join a group: 

 People may see when you join an open or closed group, or that you're a 

member of that group, such as in news feed or search. 

 When someone adds you to an open or closed group, others may see that 

you've been invited (ex: in news feed or search). Once you visit a group 

you're invited to, you'll become a member and other people may see you 

joined. 

 Certain groups on Facebook are secret and may not appear in search 

results. You can see them once a group member adds you. 

Adding Members to a Group 

Follow these simple steps: 

1. Go to the group 
2. Click the + Add Friends to Group field in the right column 
3. Add your friends' names in the typehead 

For all types of groups (open, closed and secret), group members can add their friends. 
Other people can request to join an open or closed group and be confirmed by a group 
admin. For groups within school groups, group members can add anyone who is a 
confirmed member of the school group.  

 

http://www.facebook.com/help/220336891328465
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Leaving a Group 

To leave a group, go to the group and click  at the top right corner. Then 
pick Leave Group from the dropdown menu.  
 
Leaving a group removes you from the group's member list and also removes the group 
from your list of groups. You will no longer get group notifications or see group stories in 
your news feed. People will no longer know when you've seen a group post, even if you 
saw it before you left the group. 
 

Take a while to explore your account settings. This is where you can 
modify information that you share and how you are notified when 
something happens on Facebook. 
Your security settings are where you can deactivate your account if you 
decide you don’t want to use Facebook for a while. 

Group Admin 

In addition to everything that group members can do, a group admin can: 

 Edit the group description and settings 

 Add more admins to a group 

 Remove abusive posts, and remove or ban members 

You're automatically an admin if you create a group. Otherwise, if you join a group that 
already has one or more admins, you can ask any of the existing admins to add you as 
an admin. If you're a member of a group with no admins, you can become an admin by 
clicking Make Me Admin under Members in the right column. 

Only current admins can add more admins to a group. Here's how to add an admin: 

1. If the potential new admin isn't already a member of the group, add or 

approve them as a member 

2. Click on the About tab 

3. Find a member by scrolling through the page or entering a name in the 

search box 

4. Click Make Admin under the name of the member you wish to add as an 

admin 

Keep in mind that admins can remove members or admins, add new admins and edit 
the group description and settings. You should only add a member as an admin if you 
already know and trust them. 

Group Privacy Settings 

If you're an admin of a group with fewer than 250 people, you can change your group's 
privacy setting. To do this, simply: 
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1. Click the  icon in the top right corner of the group 

2. Select Edit Group from the dropdown menu 

3. Select a new group privacy option from the Privacy header and click Save. 

The privacy options for groups control who can see a group and the things people post 
there, including comments, photos and files uploaded to the group. The three privacy 
options are:  

 Open: Anyone on Facebook can see and join the group. Open groups will 
appear in search results and all content that members post (ex: photos, 
videos and files) is visible to anyone viewing the group. People may see 
when you join or are invited to an open group, such as in news feed or 
search. 

 Closed: Anyone on Facebook can see the group name, its members and 
people invited to join the group, but only members can see posts in the 
group. To join a closed group, a member needs to add you, or you can ask to 
join. People may see when you join or are invited to a closed group, such as 
in news feed or search.  

 Secret: Non-members can’t find these groups in searches or see anything 
about the group, including its name and member list. The name of the group 
will not display on the timelines of members. To join a secret group, you need 
to be added by a member of the group. 

 


