How to Set Up a Facebook Page

Objective: to create an account and Facebook page, upload photos, create a profile, send
messages, and add friends for online networking.

[0 STEP 1: Create an Account at http://www.facebook.com/

o Click Signup

facebook Facebook is a social utility that conne
you with the people around you.
Everyone can use Facebook — W

o Fill in the registration form
= All fields are required:
® name, status
email
password
¢ date of birth
o Click the arrow to the right of each box to see your
options
o Select the month, day, and year you were born
text for security check
o In the text box next to text in the box, type the two
words you see in the larger text box above
= Check the box after reading the Terms of Use and Privacy Policy


http://www.facebook.com/
http://www.facebook.com/

Sign Up and Start Using Facebook

Join Facebook to connect with your friends, share photos, and create your own profile. Fill out the form
below to get started (zll fields are required to sign up).

Note: This is for personal profiles. You may also create a page for a business or band.

Full Name:

Iam: (in college/graduate school
at a company

in high school

none of the above

Emaik:

Create Password:

Date of gt el )

Security Check: Enter both words below, separated by a space. What's This?

Can't read this? Try another.

Text in the box: “ h
q ot have read and agree to the Terms of Use and Privacy Policy

o Click Sign Up Now

o C(lick the blue bar

o Check your email
= Follow the instructions to complete your Facebook registration

Confirm Your Email Address

Thanks for signing up! We just sent you a confirmation email to

Click on the confirmation link in the email to complete your sign up.



o Click Find Friends Using Your Email Address Book
*  Your email address will be visible in the box to the right of Your
Email
= Enter your password

= Click Find

Find Friends Already on Facebook step10f3
; I

[ yahoo.com v
@ Find friends using your email address book select...

‘ hotmail.com
ahoo.com
gmail.com

Email Password: name aol.com

Your Emaik

®

msn.com
{hotmail.co.uk
yahoo.co.uk
yahoo.ca
live.com
other...

@ Do you use AIM? Find friends using your Buddy List

Facebook currently only imports webmail address books

from Hotmail, AOL, Gmail, MSN, and Yahoo

If your email account is with any of the providers

mentioned above, people in your address book who are on

Facebook will appear.

o Select which of your friends on Facebook you want to add to your list
of friends

o Click Add to Friends

You have one Hotmail contact on Facebook that you can add as your friend.

Sel@t which user to add as a friend from the list below. Or, choose another email account to find more
fricllds.

v Select All Friends

v 77

o
name@whatever.com

s |



If friends in your address book are not on Facebook, their
names will be listed
o Select who from your address book you want to
invite to join
o Click Invite to Join

Find Friends Already on Facebook step10f3

] T
None of your Yahoo contacts are on Facebook yet.

Try another email account or contact file?
You can also Search or Browse to find people you know on Facebook.

You have 2 Yahoo contacts that are not on Facebook
Sqiect which contacts to invite from the list below.

Select All/None
¥  name@whatever.com

¥ name@whatever.com

Invite to Join Skip

o Fill in the form
= Click on the arrow to the right of a box to see the options to choose
from
= Select the option that applies to you
o Click Save

Fill out your Profile Info step 20f3
I ]

City:
State: |SelectRegion: | | Junited States v
e’
Company:

(if any)

Alum_nl Of: Select Year: v
(it any)



o Click Join
= The city and state you entered on the form will be visible in the
box to the right of City/Town

Join a Network step3of3
T I

Which of these places do you identify with most?

City/Town:
US/Canada/UK only - other countries

Networks: ® Olympia, WA

q

Once you join, you will be able to see the profiles of other
people in the selected network, and they will be able to see
yours. You can change your privacy settings on the Privacy
page.

O STEP 2: Upload a Picture

o Click Profile Profile edit Friends v MNetworks v Inbox v

o Click Upload a Profile Picture

@ Upload a profile picture P

o Click Browse

* Find the folder with the photo you want to upload
o Click Open

Upload Picture

You can upload a JPG, GIF or PNG file.

\(Browse.._J

o Click in the box to certify that you have the right to distribute the
picture you are uploading



o Click Upload Picture

r I certify that I have the right to distribute this picture
and that it does not violate the Terms of Use.

File size limit 4 MB. If your upload does not work, try a smaller picture.

O STEP 3: Create Your Profile

o Click edit

o Fill out the form with the information you want to share
= (Click the arrow to the right of a text box
= Select the option that applies best

o Click Save Changes

Profile edit Friends v Networks v Inbox v

Sex: |SelectSex: v
Birthday: [Mar (v

l Don't show my birthday in my profile. |+

Hometown:
Country: l Select Country: v |
Political Views: | Select Political Views: v

Religious Views:

| Save Changes



o Click Contact
= Add whatever contact information you want made available

BasicReIatjonships Personal Education Work Picture Layout

Emails: 8 Only my friends
Add/ removefipine(@whatever.com

Screen Name(s): AIM v

Add ancther screen name & Only my friznds

Mobile Phone: & Only my friends

Land Phone: & Only my friends
Address:
City:

State: |Washington v | [united states v

Zip: & Only my friends

Website:

8 Only my friends

Save Changes Cancel

= Click Only My Friends
= Click the arrow to the right of the box

= Select who you want to be able to see your contact information

= Click Save

Emails: n_amehatever.com & Only my friends

= -

Only my friends Vij—— my friends
All my networks and all my friends

Some of my networks and all my friends =
S e concel | W

Only me
No one & Only my friends

o Click Save Changes

— EETETT TN



o Click Relationships
» Provide whatever information you want made available
o Click Save Changes

Click Cancel if you want to skip this section

Basic Contact [BEEsg=als=0 Personal Education Work Picture Layout

¥

nterestedin: []Men []Women
Relationship Status: I Select Status:

Alternate (Maiden) Name:

Note: Please enter 2 full name. Alternate Name is only used to find you in search, and will not
show up in your profile. Do you want to change your real name?

Looking for:  _]Friendship [Jpating
[CJARelationship  [_]Networking

Save Changes



o Click Personal
o Click inside a text box and enter information about your favorite TV
shows, favorite books, interests, etc.
= Hit Tab to move to the next text box down
o Click Save Changes

Contact RelabonshmsEducatjon Work Picture Layout

Activities:

Interests:

Favorite Music:

Favorite TV Shows:

Favorite Movies:

Favorite Books:

Favorite Quotes:

About Me:

Save Changes

o Click Education
o Enter the information you want to share
o Click Save Changes
= Click Cancel if you want to skip this section



Contact Relationships Personal Work Picture Layout

College/University:

| vl

Concentration:
Add another concentration...

Remove this school...

Add another school...

High Schook

Remove this high school...

Add another high school...

Save Changes

o Click Work
o Enter the information you want to share

= Click Add Another Job if you to list additional jobs
o Click Save Changes

= Click Cancel if you want to skip this section

Relationships Personal Education RWsldq Picture Layout

Employer:
Position:

Description:

City/Town:

Time Period: I currently work here.

IMonth: v I IYear: ¥ |to present.

qud another job...
Save Changes



o Click Picture
o Click Browse
= Select the folder on your computer that contains the photo
= Select the photo
= Click OK
o0 Click the box to certify that you have the right to distribute the photo
= [fyou are not sure, click Terms of Use
o Click Upload Picture

Basic Contact Relationships Personal Education Work Jaladi=N Layout

Current Picture Upload Picture

You can select a profile photo from your
Profile Picture Album.

You can upload a JPG, GIF or PNG file.

| |( Browse... |

r I certify that I have the right to distribute this picture
and that it does not violate the Terms of Use.

Upload Picture

File size limit 4 MB. If your upload does not work, tryfle smaller picture.

Thumbnail Version

Drag the image to adjust.

We use this version of your picture around the site,

Save Thumbnail Version

Remove Picture

You can remove this picture, but be sure to upload another or we will
display a question mark in its place.

Remove Picture



O STEP 4: Invite/Find Friends

o Click the arrow to the Right of Friends
o Click Invite Friends

friends +_ el
Status Updates
Online Now

Recently Updated
Recently Added
All Friends

Invite Friends
Find Friends

o Click inside the text box next to To:
o Type the email addresses of the friends you want to invite
= Separate each email address with a comma
= (Click inside the Message text box if you want to write your own
invitation message
o Click Invite

From
To: Im -
use commas to port Email Addresses »
separate emais) from your Yahoo, Hotmail, AOL, Gmail
or MSN address book.
Message: hotmar G-l
{optional)

YAHOO! Mall  AQL >

W Cancel



[0 STEP 5: Check/Send Messages

o Click the arrow to the right of Inbox
o Click Message Inbox to check messages
o Click Compose Message to send a message

Message Inbox
Sent Messages
Notifications
Updates

Compose Messag

o Click the arrow to the right of Search
o Select how you want to search for someone on Facebook or

= Type a type a name or email address in Search
= Hit Enter

Search

Fnd Coworkers

Advanced Search

Browes
orowse

= The results of your search are displayed
© From the results listed, find the specific person you searched for

o Click Send Message

Displaying all 5 results for: Name

wameName View Profile
k: Send Message h
Name
Poke Yourself
View Friends




o Click inside the text box to the right of Subject and enter the subject
of your message

o Hit Tab

o Type your message in the Message text box

o Click Send

To: | Name

Subject:

Message:

Attach: 'g¥ Record Video [ Share Link

—EE o |

[0 STEP 6: Log Out of Facebook

o Click Logout
= [t’s in the upper right corner of the screen

home account privacy logout




