
Setting up a fanpage and how to get the most out of it.
1. Go to your personal homepage
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2. Click on ‘Ads and Pages’ on the left hand side of the page, then click on 
[image: image2.jpg]+ Create Page.




[image: image3.jpg]facebook

Create a Page

Official Page

Commuricate with your customers and fans by creating and maintaining an official
Facebook Page.

Create a Page for

© Localbusiness
© Brand, product, or organization

© Artist, band, or public igure

Page name:

(@ampes: Sumimes Sky

[ 1m the offical representative of this person, business, band or
product 3nd have permission to create this Page.
Review the Facebook Terms

Create Official Page

Home  Profile

Community Page

Generate support fo your favorite cause o topic by creating a Commuity
Page. Ifit becomes very popuar (atracting thousands of fans), it il be
dopted and maintained by the Facebook communty.

Page name:

[

Create Community Page

Create a group instead?

Communicate directly with other Facebook members who share a professional
interestor hobby. Create = Facebook group

Facebook © 2010 - Englsh (US)

‘bout - Advertising - Developers - Privacy * Terms *Help

ind Friends  Account ~





3. Select ‘Create a Page for a Brand, Product or Organization’, then from the drop-down menu select ‘Non-Profit’. 
4. Enter the name of your Group, and then tick the box to say that you are the official representative and have permission to create this page.

5. Your page has now been created.
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6. The first thing you need to do, is upload a photo to replace the question mark in the box on the left hand side. You can do this by hovering the mouse over the top right hand corner of this box, until it says ‘Change Picture’.
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7. You can input Group information  by clicking on:
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8. Under the box where you have changed the picture from a question mark, to one of your own, there is a list of options. One of which allows you to suggest the page to your friends, so you can encourage people in your Alumni Group to ‘become a fan’ of the page. You can also write an introduction to the Group, i.e. ‘This is a Group for Cambridge alumni living in ….’. ‘Edit page’ allows you to control who can ‘become a fan’ of your page, and who can post information, etc.
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9. Under the name of the page, there is a row of tabs:
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‘Wall’ is the main page, which will show any activity, such as comments people have written, photos that have been uploaded, etc. 
‘Info’ is where you can see the information you have inputted after clicking on ‘edit information’ (see step 7).

To create photo albums and upload photos from events etc, click on ‘Photos’. 

You can create discussions which people can contribute to, under the ‘discussions’ tab.

10. Whenever you post something such as an update or a photo, people can then comment on whatever you have posted, and they also have the option of clicking on the ‘like’ button. 
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The ‘Insights’ box is where you can see information about the people that have joined your page, and about the various interactions. The more people that ‘like’ or comment on your posts, the higher the post quality will be.
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And finally…
If you have any problems, please do not hesitate to contact us!

Anna Kay

Email: anna.kay@admin.cam.ac.uk
Tel: +44 (0) 1223 760155

Katy Miller

Email: katy.miller@admin.cam.ac.uk
Tel: +44 (0) 1223 760150
Anna Kay, July 2010


