Changing Our World, Inc. Catholic Aluml]I
Partnership

Facebook Fan Page Manual — Maintaining a Fan Page

Once a Facebook Fan Page has been created for your school, you can begin attracting alumni and your
school’s community to become fans of your page. Your Facebook Fan page is a powerful
communications and marketing vehicle that will allow you to interact with your community, keeping
them up to date on all of your activities and providing them with opportunities to get involved. This
manual provides basic best practices and instruction on how to attract fans and maintain relationships
with them via your school’s fan page. It covers the following areas: finding your school’s Fan Page,
adding additional administrators, the Wall tab, the Events tab, the Photo tab, the Videos tab, the Notes
tab, the Info tab, and attracting Fans to your page.

Please note Facebook has a robust ‘Help’ section accessible at the bottom navigation of its website. We
encourage school Facebook administrators to use this resource to find answers to their specific
questions.

SECTION | INTERACTING WITH FANS

facebook Home Profile Friends Inbox (57

Become a Fan
After a Fan Page has been published, the o b i
home screen will display a message that

reads: Become a Fan next to the name of the
Fan Page. Click on this text to become a fan
of the school page that you created. Change picture Catholic Alumni Partnershif

{b Wall 1Info Photos Discussions =+

Your Page has been created.
To get started, upload a picture and edit information.

Administrator Instructions: Finding your school’s Fan page

There are a few ways to access fan pages for which you have administrator status.
. . . : Matt Gembecki
Here are two simple ways to access these pages so you can begin populating them w wew My Profile

with information about your school:
[Z] News Feed
Messages
1) Each time you log onto your Facebook account, you will see icons on the left side gmntf

of the screen. Find the icon titled Ads and Pages. To access your Fan Page, click on Phatos

this link. Then click on the link entitled Pages. The next screen will show a list of 8, Frents

the Fan Pages for which you are the administrator. Choose the Fan Page that you B2 applcations
wish to edit and click on it. Select the option entitled View Page to begin
interacting with your fans. 12 o

]v:i Marketplace + (7)

Mare W

The first screen that will appear shows the
image that you have selected to represent
your school and your Wall. Note this is also B | -‘*E‘f““’
the first page that your fans — and all other e [povosd

Facebook users — will see when they visit
your Fan Page.

facebook Home Profile Friends Inbox MattGembecki  Settngs  Logoul
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2) Locate the “Search” option at the top of the main blue navigation bar of your profile. In this box, you
can type in a school name and a drop-down menu will appear. Select the appropriate school and you
will be taken to the corresponding Fan Page.

facebook Home  Profile Account ~

Catholic Alumni Partnershiz

Add Administrators

Having multiple administrators allows more stakeholders (administrative staff, board members,
volunteers) in your school’s community to share valuable information about your school. There are two
ways to add additional administrators to you Facebook Fan Page.

1) While viewing your page click See All under the Fans category on the left side of the screen. Next to
each of your fans’ names a box will appear that reads Make Admin click this box to add the desired
person as an administrator.

B, TOUINOUT BN ITSOMe. | HUS, UIVIGENG FOF LIFS. ., Wearng a
school uniform,
proper hairstyles, shoes and jewelry codes are a great skart!
Insights This is why so mary non-catholic schools are adopting our
palicies! Thank you Cathalic Schaals

See Al February 4 at 11:35am * Delete ' Report
L3 .8 & o
6_ 5 Post Quality Christine Green Dougherty I have said it before, I've
heard it said before and I'll say it again and I know I will hear it
Interactions gairi~iF more kids were disciplined not on hiomz bt i
59 This Week
View Fans
Most Active Cities
New York 15 § Gillian Dombeck Make Admin
- . } g 4 Farfield
Most Active Countries
United States 54
~ View all Renzo Martinez Make Admin
Sk, Josephs My
Insights are wisible to page admins only, i
: Rachel Caron Make Admin
[T m Franciscan OH

& of 1,600 fans @

AN

Susan Grace (Gavan
Lentini Torres Mooney

S5

~
Michelle Kat Jacques
Margao Zrimmins Jean-
Eaptiste

m YaaMary O Make Admin

Make Admin

Make Admin

2) Go to Edit Page (located under the profile picture for your Fan Page) and click Add underneath the
category entitled Admins. This allows you to add your Facebook friends as administrators of your page.
Note, selecting this option allows you to give administrative status to your friends who are not fans of
’ ) ) N ; i 1
your School S page. :\Qﬂ: Es;ﬁfgtf::;&s;ggrtcj;cgﬁzgliiagsttgenngs and parties with your friends, as well as let people in i
Admins
Edit * Application Settings * Remowe Application ! P Matt Gertbe
With Facebook Posted Items, you can share anything on the internet by posting it to wour profile. You can

post websites, blogs, videos, and songs, as well as content on Faceboak, like profiles, phatos, notes,
groups, and events,

Remove Admin

Ryan Reville
(Marist}
D Notes J Remove Admin
Edit * Application Settings © Remove Application

With Facebook Motes, you can share your life with your friends through written entries, You can bag your
friends in nates, and they can leave comments.
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Each school should assign an individual to serve as an administrator for the Facebook Fan Page. It is
recommended that Administrators be selected based on their ability moderate content on the Facebook
Fan Page. Facebook strategies that support and align with overall communication, fundraising and
marketing goals will be provided. Administrators will then post the recommended content to the Fan
Pages and monitor fan activity. Administrators have the ability to delete postings by fans if they are
deemed unsuitable for the School’s Page. (Please see instructions under the Wall Tab section).

Wall tab

The Facebook Wall allows fans and visitors to the Fan Page to see quick updates from the school. By
entering “status” updates in the What’s on your mind? box you can provide updates about school
activities, events, fundraising needs, and more. Your fans can also post updates on your Wall (note, you
can choose whether or not to allow fans to post updates on your Wall by clicking on Settings. Please see
the Facebook Fan Page Setup Manual). By selecting one of the options next to the word Attach, you can
also post links, articles, photos and videos directly to your Wall. When you are satisfied with the post
that you have made, click Share.

wall Info Photos Discussions

What's on your mind?

Attach #]] Gi] %o >
Catholic Alumni Partnership RIS & Settings

It is recommended that your Wall be updated at least once every two weeks. Many of your fans will be
members of a variety of Fan Pages, meaning they may get many updates from multiple organizations.
Remember, this is a direct communication link with the community you are building on Facebook.
Consider posting items that showcase the school and encourage participation from your Facebook
community.

The following are ideas on how to leverage your page’s Status Update:
e Post reminders and information about upcoming events
e Post recognition of the school’s accomplishments (alumni, students, teachers, awards, etc.)
e Post links to articles about the school, arch/diocese, or Catholic education in general
e Add photos of alumni gatherings or school events
e Include school or alumni newsletters
e Insert a poll to alumni asking about their education experience
e Share relevant news articles about Catholic education or your school (see Notes section of this
manual)
e Post information about Catholic Schools Week
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If you are dissatisfied with a Wall post that you have made you
can remove it and start over again by running the mouse over
the post and clicking Remove. Administrators also have the
rights to delete Wall posts written by fans.

Events Tab
Allows you to invite your Facebook community to upcoming
events at your school.

wall  Info Photos Events Notes  Video +

Attach: ¢ L] m
Q, options

/? St. Matthew School Cathalic Alurni Parmership

2 seconds ago + Comment * Like

>

'_ﬂ St. Matthew School changed their Missian.
ﬁ St. Matthew School edited their Company Overview and Mission,
ﬁ St. Matthew School edited their Founded, Website and Company Overview.

Sample events where you can use the Event Tab are: fundraisers, Catholic Schools Week, alumni

gatherings, etc...

In order to utilize the Events Tab you must first add the Events Tab to your page. To do so, click Edit
Page underneath the profile picture for your Fan Page. Once you are on this page you will see a heading
called Applications. The events feature can be found here. Click on the link entitled Application
Settings which appears underneath Events title. This will bring up a menu where you can choose to add
the Events Tab to your tabs. To do so, click (add) which appears next to the word Available, and then
click Okay. From now on the Events Tab will be visible on the home screen. Note: follow the same
process to add other desired applications to your page; other applications include: Photos, Videos and

Notes.

g vvAn 3ELUNYS

Change the default view for fans and control who can post to your Wall,

28 Mobile

Activate Facebook Moblle to publish status Lpdates to your Facebook Page on the go.

Applications

Edit Events Settings
= Discussion Boards ng

Discussion boards enable your fans to gd Profile Additional Permissions
exactly what your fans and customers

Box: Added (remove)

it Events
Tab: Available (add)
With Facebook Events, you can organizg

your community know about upcoming &

#1 Links

Facebook Posted Items, you can shi

post websites, blogs, videos, and songs, as well s content on Facebook, like profiles, photos, notes,

Aranne and events

() Mew: Fan sox wiaget — more:
Far !

jore Sharing

[ Facebook Usernames Coming

Soon for Pages

3:24pm Jun 9

See More News

= Promotion Guidelines

At this point you are ready to begin inviting your Facebook fans to events. When you are viewing your
Fan Page, click on the Events Tab. This will bring up a menu that shows all of the upcoming events that
you have planned. To create a new event click on the button that says: +Create Event.

4
e wall Info Photos Boxes MNotes Events » +

St, Matthew School does not have any upcoming events, Create ane.

Shiow Upcoming Events,,, «

+ Create Event
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This will bring up an Event Wizard that will help
you plan and invite fans to events at your school.
In the section called Title, fill in the name of your
event. In the section entitled Location, fill out
the location of the event. Then fill out the date
and start and end times of the event in the
sections entitled: Start Time and End Time
respectively.

facebook

Create an Event

Home Profile  Friends Inbox

Step 2 Step 3
Add Details Invite Friends
Title: Revrion
(required)

Add 2 Tagline
Location: | Sk, Matthew School |

Add 2 Street Address

Finally, click Create Event to move to the next step in the Event Wizard.

Step 3
Invite Friends

Click Choose File to upload a picture to
represent your event. The picture could be a
photo from previous events or a picture of
the location of the event.

Under the Event Type, drop down menu
choose the categories that best describe
your event.

Under Event Options ensure that the
following options are selected:
e Enable the event wall
e Enable the event photos, videos,
and links
e Allow guests to bring friends to the
event
e Show the guest list

Step 1
Creste Event

Current Picture:

Add a Picture:

(select a file from your computer)

Event Type:

Description:

Event Options:

Choose File | Mo file chosen

By uploading 3 le you centify that you have the right to distibute this picture snd that i
does not wiolate the Terms of Service.,

[ Cores | Fondkerer a

Come help raise maney far the schacll

Enable the event wall
Enable the event photos, videos, and links
[ Only allow admins to post content ta the ewent
Allovy quests ta bring friends to the event:
Show the quest list
[[] Hide quests wha are not attending

Click Save and Continue which will cause a pop up to appear where you will click Publish to move to the

next screen.

Step 1 Step 3
Create Event Invite Friends

Current Picture:

Publish to your Wall and your friends' home pages?

f? St. Matthew School Come help raise maney for the school

Reunion
Tirie: 1215081 Wednesday, October 215t
Location: St. Matthew School

Nok: Published Yet

C >

Invite Friends

Find Friends: | Start Typing a Name

Fiter Frisnds v

cat John-Paul

Rabenstine 3 higro

Loyola Ch Loyola Chi..
E -

The final step in the Event Wizard allows you to invite both your fans as
well as your personal Facebook friends to the event. By clicking on
each person’s profile picture you add them to the list of invitees. You
can also search for specific people by typing in their name in the Find

Friends box.

M Prado W Liem Cain
Loyola Chi.. hicago, 1L
Timothy . Liz Angeii Lindsey

Curtin - N L Rissinger
Loyala M. R 1arquetie

Invite People via Email @ import Email adcresses

Enter emails separated by commas

Add a Personal Message

e Under the Invite People via Email header you can type in the

email addresses of individuals who do not have Facebook
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accounts.

e Under the Add a Personal Message header you can type in a personalized message to your
potential guests.

e When you have selected all of the individuals who you would like to invite to the event click
Send Invitations which will send an invite to all of the people who you have selected.

Note: you are able to send out additional invitations after the event has been created.

Photo Tab

Allows you to post pictures that will be visible to Facebook users who visit your Fan Page. Click on the
Photo Tab on your home screen and select +Create Photo Album to upload photos to your page. Inthe
first menu that you are directed to, enter the name of your photo album in the Album Name box. In
the Location box, type in where the pictures were taken. In the Description box, type in a description of
your photo album. Then click Create Album.

It is recommended that you post recent and past pictures of your school community. Photo albums are a
great way to engage with fans. You can also create captions for each photo which gives you another
opportunity to share targeted information with your community.

Album Name:

Location:

Description:

Create album Cancel

On the next screen you can choose photos from folders on your computer to select which pictures you
would like to upload. To select a picture, click on the box on the top left corner of that picture. When
you have selected all of the pictures that you would like to upload, click on the Upload button.

Upload Photos - Reunion

Add Photos  [Lil5EYTEYY | Edit Info | Delete | Back to Album
I certify that I have the right to distribute these photos and that they do nat violate the Terms of Use.
You can upload up to 200 phatos per alburn,
| @ Deskkop [ Select All ] [ Deselect »ﬁ([ >

[ 1 My Computer
(-9 My Metwork Places @

--._‘| My Documents

{3 New Folder
i Changing Our World, Inc.
Rl JLInused Deskiop Tkems g 4 ld'
W _loga_small
< »
Cancel

rage |o runaraising ~ Lorporate >ocial tngagement ~ Interacuve Services



Changing Our World, Inc. Catholic Alumnl
FUNDRAISING PHILANTHROPY Pal‘tncl‘sl]l}‘)

After uploading the desired photos you have the opportunity to write a caption about your album and
decide which picture you would like to be the album cover, meaning what the album will look like on
your Wall. To do so, click the box that says: This is the Album Cover. By clicking on the other tabs on
the menu you can add more photos to the album, edit the aloum information or delete the album.
When you are finished editing the album press Save Changes at the bottom of the menu. Your album
will now be saved under the Photos Tab. To post the album to your wall click the Publish Now which
appears above the Edit Album wizard.

Edit Album - Reunion

S80I Add More | Organize | Edit Info | Delete | Back ko Alburn

Caption: Reunion pickures!

Changiri‘g:'(.)u:r:_?\iorld, Inc.

FUNDRMSING Wl "SI PHILANTHRORY

s . the album cover.
In this photo: Mo one, [TTelete this photo.

lick on people in the phato to add therm,

Video Tab
Allows you to upload videos to your page to share with fans. Under the Video Tab click Upload, then
click Choose File. And select a video that is saved on your computer. On the next screen type in the title

of your video in the Title box. Type in a description of your video in the Description box, and then press
Save Info.

Upload 728 Record Yideo Back to 5k, Matthew School

Please wait while your video is uploading.

| ] Cancel

254 MB of 24,53 MB (5203 KBJsad) - & minutes rernaining

Enter the following info while you wait for your upload to finish.
In this video:

Taq your fiends wha appear in this videa,

Title:

Description:

Your video will now appear as a post on your Wall, as well as be stored under the Video Tab.
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Notes Tab

Allows you to write notes onto your Fan Page for your fans to read. Under the Notes Tab click +Write a
New Note. In the Title box, type in the name of your note. In the Body box, type in the content of your
note. Notes are used to share information that is longer than a typical Wall post. By clicking Choose File
you can upload a photo that represents your note. When you are finished writing a note press Publish.
Your note will now appear as a post on your Wall, as well as be stored under the Notes Tab.

Title: Tag people in this note
Type any name

Body:

In this note
Mo ane,

-

Feeling bold? Farmat your nate

Photos: Ho photos.

Upload a photo: Choose a phota from your computer ta upload to this note.

Publish Preview ‘ Save Draft | Discard |

It is recommended that you publish press releases and other detailed information about the school under
the notes section.

Info Tab

Allows you to provide information about your school. To edit this information, click on the Info Tab and
then click Edit Information. There are two sections, “Basic Info” and “Detailed Info.”

Under Basic Info, please enter your school’s address. Under Detailed Info please enter your school’s
website under the “Website” section. Here you can enter in parking information (street, parking lot or
valet) or public transit information/directions for visitors to your school.

Mobile
Allows you to register for Facebook text messages which will be sent directly to your mobile device. You
will also be able to update your Fan Page from your mobile device.

Discussion Boards
Allows you to create a discussion board where fans can discuss various topics.

It is recommended that you build out your schools content on its wall, photos, and videos first and then

look at how best to leverage Mobile and Discussion Board applications. The majority of Facebook users
expect the photo/video/wall applications to have interesting and engaging content.
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SECTION Il ATTRACTING FANS TO YOUR PAGE

Suggest your Fan Page to Friends
The first way to attract fans to
your site is to invite your own
friends to become fans (Note: this
is not possible if you have created
an account for the sole purpose of
setting up a Fan Page and you do
not have any Facebook friends).
To invite your friends to become
fans of your page click the link
underneath the profile picture for
your Fan Page entitled: Suggest to
Friends. On the next screen that
appears use the Find Friends box
to one at a time, type in the
names of the friends who you
would like to suggest become fans
of your page. You can select your
friends by clicking on their profile
pictures. When you have
compiled the list of individuals

facebook  tome

Edit Page

Promote Page with an Ad
Add Fan Box to your site
Send an Update to Fans

Suggest to Friends

Virite something about St, Matthew
Schoal,

Information
Founded:

2005

Insights

See All

*
ODcstQuaht\,r

Profile  Friends Inbox

St. Matthew School

wall  Info

Photos  Boxes MNotes

Matt Gembedki  Settings

Video » +

Suggest St. Matthew School to friends.

Find Friends: ' Start Typing a Mame

Filter Friends

Adam Roche
Hartford, CT

Send Invitations Cancel

Adrienne
Kates
uva

Alanna
# McShane

B Aaron Adam
Bl Baienson “ Buzzacco
P Viestcheste, Layolz Chi...

m Selected (0)

¢ ) Adam
Laroche
UMass (Amh..,
Agnese
Amata
Ta Fordham
Alznna
Morreale
§ Mew York, NY

12 3 Next

who you would like to become
fans of your page, click Send Invitations at the bottom of the screen.

Add a Page Badge to your Website

Another great way to attract new fans to your site is to create a Page Badge that can be inserted on
your school’s website. Visitors to your school’s website can click on the Page Badge and will be directed
to your Facebook Fan Page. At that time they can become a fan of your page and begin receiving
updates.

To do this go to Edit Page and then click on the Get Your Badge link located underneath the title
Promote with Facebook Badge. On the next screen select the tab on the left entitled Page Badges.
Then click on the box entitled Other. A link will appear underneath the box entitled Other. Copy and
paste this link and send it to your website’s administrator. They will be able to add it to your school’s
website.

facebook Home Profle Friends Inbox MattGembedi  Setfngs  Logout Q
Page Badges

Widgets Home

Fan Box Preview: St. Matthew School Choose where to add the badge: Edit this badge

= " 8 o
— Copy the code below and paste it on your website.
|-~ Facebook Badge START --=<a href="http:/fuw
-
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A preview of what the Page Badge will look like is provided to the left of the link under the heading
Preview. If you would like to edit the appearance of your Page Badge before adding it to your website
click the Edit this Badge link on the right side of the menu. Under the edit menu you are provided with
options to edit the Layout, as well as which Items will be included on your Page Badge.

Widgets Home Edit:
Fan Box
s e
= (O Horizontal Marme:
O 2 Columns St. Matthew School

Items: W Name
¥ Status
¥ Picture
[¥ Fans

Save

Status:
Catholic Alumni
Partnership

Fans:
1

Promote your Page — Paid Advertising

Facebook offers an advertisement service where your Fan Page will be displayed to all Facebook users.
This is a useful tool for attracting fans and reconnecting with your alumni who may be on Facebook.
Note: this service costs a fee, therefore it is only recommended to use advertisements if you have already
established a strong Fan Page. It is also recommended that you update your page regularly in order to
fully take advantage of the advertisements. Advanced Facebook Pages use advertisements to promote
specific events as opposed to their page in general.

In order to create an advertisement first visit the Ads and Pages (please see the Finding your Fan Page
section above). Next click on pages, and then click on Create an Ad.

facebook search
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s} | Ads Msgager | Pages | Helg

Pages You Admin

e ——
Create an Ad

|+ Create Page |

Home Profile  Account v

Create an Ad

The Skin Spa x
j y  Give
N - . < Instant
—— Catholic Alumni Partnership 1 600 a3 l'@’\/ e
Edit Page | Advertise Page | View Insights | Delste Page 5 Fans
Purchase Gift Cartéicates
Instant print & smail daivary
Give Instank Love this
Good Shepherd, NYC Valenting's Day, Email and
Edit Page | Advertise Fage | View Insights | Delete Page 392 Fans instant print gift certificates
available online,
) Like
Holy Name of Jesus, Yalhalla
4 Edi Page | Advertise Page | View Insights | Delete Page 64 Fans Try Facebook Ads *
Sacred Heart of Jesus School
2 Edit Page | Advertise Page | View Insights | Delete Page 56 Fans
Reach the exact audience
wou wank with Facebook's
: customizable targeting, Click
St_' Benedict B_Chuul' Br.unx . 41 7' here ta learn more abaut
Edit Page | Adwertise Page | View Insights | Delete Page Fans advertising on Facebak,
) Like
\/ o .
- St. Francis Xavier School, Bronx 3 52 NYC For Sale %
Edit Page | Advertise Page | Yiew Insights | Delete Page Fans

f > St. Matthew School, Manhattan

IAE
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