
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: lcc-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) 
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Setup page 
 
On the homepage of the personal Facebook account, go to the search bar located on the top 
center of the page.  
 

 
 
 

In the search field: facebook pages, and press enter 
 
 
 
 
 
 
 
 
 
 
 

 
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.  



 
 
Click Company, Organization, or Institution for the type of Facebook page. 

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

 
From the drop down menu, select Education for the 
category of page.  
 
Type in the Complete program name and include 
at Lansing Community College with it (don’t 
abbreviate the college name or your program name) 
 
Read over the Facebook page terms, check the box 
and click the Get Started button. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



This brings up the Getting started page.  This has a series of suggested steps to setup a page.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Adding a page image. 
 
 Under step one click Upload and Image link. 

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

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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. 
 

 
 
This brings up the basic information window for your page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 

Notice that confirmation message near the top of the screen.  
 

 
 
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. 

 
 
 
 
 
 
 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 
located in the top left of the screen under the page logo. This is the wall 
portion of the page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 


