Facebook Page Setup

Generic e-mail and low-res LCC logo

The designated page administrator must have access to a generic LCC e-mail address before
setting up a personal Facebook account, which is needed to create a page. If generic email
address not already available, one can be requested through the LCC Help Desk.

Generic email Example: Icc-programname@lcc.edu

Use the generic e-mail address to create a personal Facebook account.

Please use the LCC logo provided by your marketing coordinator during setup of your page.

Program area should identify two people to be administrators of the page.

Personal account and Page setup

Go to Facebook.com and complete the sign up process
Enter the generic LCC e-mail address (not your employee e-mail) where requested and other
information requested, then click Sign Up)

Sign Up
It's free and always wil be.
First Name:
Last Name:
Your Email:
Re-enter Email:
New Password:

Iam: | Select Sex: |»

Birthday: | Month: [w || Day: ||| Year:|w|

Why do I need to provide this?



mailto:lcc-programname@lcc.edu�
http://facebook.com/�

Setup page

On the homepage of the personal Facebook account, go to the search bar located on the top
center of the page.

facebook carch

In the search field: facebook pages, and press enter

facebook pages

Facebook Pages
Product/Service
563,317 people like this.

See more results for facebook pages »
Displaying top result

This opens up the Facebook pages, webpage.
On the half way down on left hand side of this page there is a small text link
Create a Page click on that link.
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Click Company, Organization, or Institution for the type of Facebook page.

Local Business or Place Company, Organization, or Insttution Brand or Product

Company, Organization, or lnstitutionl

Artist, Band or Public Figure Entertainment Cause or Community

Once clicked the box will change. Enter the program page details.

From the drop down menu, select Education for the

Company, Organization, or category of page.
Institution
Join your supporters on Facebook, Type in the Complete program name and include
at Lansing Community College with it (don’t
Education [w] abbreviate the college name or your program name)
Program Name at Lansing Community Colleg: Read over the Facebook page terms, check the box

M agree to Facebook Pages Terms and click the Get Started button.

Get Started



This brings up the Getting started page. This has a series of suggested steps to setup a page.
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Link Your Page to Your Twitter Account
‘You can now export your Facebook Page updates to Twitter. Click here to enable this feature.

Program Name at Lansing Community College »
Get Started

Education # Edit Info

Welcome

1]

71

Add an image

Upload an Image
From your computer

*\)

Invite your friends
Start building your fan base by suggesting this Page to friends who might like it.

Tell your fans

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

[Zi» Import Contacts

:

status updates

Share your latest news.

[--] Post update

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.

;

e Box

Home Profile Account ~

Admins (1) (7] See all

%} Use Facebook as Program Mame at Lansing
Community College

& Promote with an Ad
H View Insights

& suggest to Friends
Quick Tips

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

Get More Connections

Sample Ad: Program Name at...

The text of your ad will go
here.
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&Y Like - John Taylor likes this.

Sponsored Create an Ad

Primal-Outlet Moving Sale
primalwear.com

&8l

Foods For Living

Primal is upgrading to a
larger office and
warehouse space and will
be deaning out our
excess cyding apparel
inventory.

Lansing's Most Complete
Natural, Fresh, and
Organic Whole Food
Source. Organic Produce,
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Adding a page image.

Under step one click Upload and Image link.

Add an image

/ \ Upload an Image

From your computer

This will open up a window that allows you to upload an image that will be your Facebook page
logo.

Upload a Profile Picture for Program Name at Lansing
Community College

Select an image file on your computer (4MB max):

|[ Browse_

By uploading a file you certify that wou have the right to distribute this picture and that it doss not

wiolste the Terms of Sarvice,

Find a low resolution image that will serve as the Facebook page logo, and upload it.

The page now has an logo image.
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Editing page information

Adding information to the page is done by clicking Edit Info button. It’s located near the very top
of the newly created page, right under the title.

Search

Program Name at Lansing Community College

# Edit Info

This brings up the basic information window for your page.

Program Name at Lansing Community College

Category: | Companies & Organizations [%] | Education []
Username: Your page needs at least 25 fans to have & username., Learn more.
Hame:  Program Name at Lansing Commurity College
Founded: | 2011

Address: | 610 North Capitol Avenue
City/Town:  Lansing, MI

Zip: 43933
About:  About the program
Description: | Description of the program.
Mission:  Mission statement of the program.
Awards:
Products:
Email: | programEmail@lcc.edu

Phone: | 1-234-567-8910

Website: |y loc. edu/orogramushsite/

] 2

Enter all of the relevant page information and press the Save Changes at the bottom of the page.

Save Changes

Notice that confirmation message near the top of the screen.

Information Updated

To return back to the program page click on the View Page button in the top right section of the
screen.



Inviting your friends to the page.

E Invite your friends
Start building your fan base by suggesting this Page to friends who might like it.

| 4, Suggest to Friends

Click on Suggest to Friends, this brings up the Friend picker window.

1 Suggest Program Name at Lansing Community College to friends.

four friends will see your page as a recommended page as shown below,

Recommended Pages

Program MName at Lansing
[F%E;EE{P'L Community College
(COLLE suggested you check
out his page.
e Like

Find Friends: | Start Typing a Name

Filter Friends = Selected (0)

Send Recommendations

[v]

Once the friends you wish to add have been selected press the Send Recommendations button.
This will send a request message to the selected friends to join the page.



Looking at your page wall

_ The page is ready. To view the wall of the new page press the \Wall button
facebook located in the top left of the screen under the page logo. This is the wall
portion of the page.
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Add to My Page's Favorites
Share

This is where likes, pictures, and Facebook posts are added.

PFogram Name at Lansing Community College
e Be the first to “Like” the program page.

|_|_;|_|-_._-||,||_||| can=ing, Mil:hil;al'l LJ’Edit’ll’l'ﬁ:l

e Add a pictures to the page.

Wall Program Mame at Lansing C... - Most Recent +

share: [5] Status Photo #]] Link 'S Video

Write a post on the program page.




