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Overview:

Traditionally started as a social network to 
reconnect with or keep connected with friends, or 

meet new people, Facebook is now one of the top 

Internet sites. With its many applications and 
features, Facebook is becoming a hotspot for 

organizations and business to get involved with.

Millions of people use Facebook, so it is a great tool 

to use to get out information about your 

organization. By having information listed with 
Facebook as a Group or Page, it provides an option 

to to link your organization’s website. This feature 
gives your organization another way to be found 

with search engines such as Google.
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Course goals

• 1. To understand the concept of Facebook as a 

web optimization tool.

• 2. To know how to set up a secure account.

• 3. Understand the differences between Groups 

and Pages.

• 4. To know how to set up a Facebook Group.

• 5. To know how to set up a Facebook Page.
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Lesson 1

General Facebook Information
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What is Facebook?What is Facebook?
• Facebook is a social networking tool, that can be taken 
advantage of by organizations, as a free tool for website 

optimization.

• Facebook is largely used by many types of individuals. 

Therefore, if you want to get information out about your 
organization, you can use Facebook as an optimization tool 

for your website.

• Information entered into Facebook, with the proper 

settings selected puts that information into search engines.
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StatisticsStatistics

• Over 140 million active users

• More than half are outside of college

• Fastest growing demographic is 25 years and older

• 2.6 billion minutes are spent on Facebook each day

• More than 2.5 million users become fans of Pages 
each day.
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What are the Best Options?What are the Best Options?

The best web optimizations techniques offered by 
Facebook are Groups and Pages. Both are similar, but 

also have their advantages and disadvantages. This 
guide describes both types, and how to set them up.

In order to set up a Group or a Page, you must be a 
registered user of Facebook. If you don’t already have 

an account, and want to set one up just for your 
organization, use the following steps to set up a secure 

account.
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Setting up an AccountSetting up an Account

Note

The following steps will outline setting up an account with 
the highest privacy settings. This is for users who do not 
want to engage in any other Facebook features or 

applications.

If you already have a Facebook account, you can skip to 
Lesson 2.

Facebook: Networking for the Web



General Facebook Information

10

Go to www.facebook.com

Fill in your information. You have to use a 

name, Facebook won’t accept names such as 

‘Vccaps Association.’

Press Sign Up

1

2

2

3

3
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• A screen will be display to let you know they sent a 
confirmation email to the email address you provided. 

• Go to your email, open the message from Facebook and 

click on the link provided.

Facebook: Networking for the Web



General Facebook Information

12

The link you click in your 

email will open page 
similar to the one on the 

right. 

Step one allows you to 

add friends you have in 
your email’s address 

book. 

Skip this step.1
1
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Step 2 allows you to fill 
out education information.

Skip this step.

Step 3 asks you if you 

want to join a city network.
Skip this step.

2

2

3

3
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To ensure total privacy you need to edit a few 

settings. 

Click “View and edit your profile” to get started1

1
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Under your Basic
Information you 

can unselect 

“Show my sex in 
my profile”

Under your 

Birthday 

information you 
can select “Don’t 

show my birthday 
in my profile.”

1

1

2

2
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On the main menu bar, under “Settings,” select 

“Privacy Settings.”

1

1
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First we will control who can see your profile and 
personal information.

Click “Profile.”1

1
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By default, “Only 

Friends” is selected 
for all of these 
options.

Click the “Contact 

Information” tab.

1

1
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On this page you 
might want to 

change all of these 
settings to “No one.”

Do this by selecting 
the option from the 

drop-down menu.

Click “ Save 

Changes” when you 
are done

Click “Privacy.”

1

1

2

2
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Now we will control who can search for your 
information.

Click “Search.”1

1
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If you really want to limit 
your Facebook account, 

change Search Visibility 

to “Only Friends”

Unselect all of the 

checkboxes to limit what 

people who search you 
can see.

So that your account 

information isn’t listed in 
a search engine, unselect 

this box.

Click “Save Changes”

1

1

2

2

3
3

4

4
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Now that you have a 

Facebook account, you 
can create Groups and/or 

Pages.

You can edit your Profile 

Information and Privacy 
Settings at anytime. You 

can also Deactivate your 
account at anytime. 

However, you will lose 
ability to edit any groups 

or pages you created.
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Facebook groups can be created about anything. They are 

a place for members with interest in the group to join. 
Members of a group can share photos, discuss topics, post 

on the wall, and receive messages.

The creator and administrator of a group can control 
content that is posted, including features available to the 
group members. 

What is a Group?What is a Group?
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When a group is created it can be made public (anyone on 
Facebook can join) or private (members must be invited). 

As a web optimization tool, your website will be linked here. 
You can also post any other link your website might have 

information listed on, such as Wikipedia, Google Earth, or 
You Tube.

When you search your organization in search engines, a 

Facebook result will appear. However you must be a 
Facebook user to view the information.

What is a Group?What is a Group?
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• Facebook users are familiar with Groups

• You can send messages to all members inboxes

• They are easy to set up

Pros of Facebook GroupsPros of Facebook Groups
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• Limited customization

• 5000 person limit for sending messages 

• Can’t add applications

•Only visible to Facebook members

Cons of Facebook GroupsCons of Facebook Groups
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In your Facebook Home, in the top right search 

field type “Groups” and press Enter.

How to Setup a GroupHow to Setup a Group

1
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To create your new group, click the “Create 

New Group” button.

1

1
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Step 1: Group Info

This is where you 

enter the basic 
information about 

your Group.

**Make sure you 
type your Group 

Name carefully, it 

can’t be edited.

Click ‘Create Group’
to move to Step 2.

1

1

2 2
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Step 2: Customize

This is where you select which 
functions you want your group 

to have. 

You might want to only allow 

admins to post videos, pictures 
or links.

Under ‘Access’ select how you 
want your group to be 

accessed.

Press Save and Continue to 

move to Step 3.

1

1

2

2

3

3
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The final step is to 
invite people to 

join your group. 

To go back to 

view your main 
Facebook Group 

Page select “Back 
to Your Group 
Name.”
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Now your Group 

is created! 

You can edit 
information any 

time you like by 
choosing options 
on the right hand 

menu.
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Facebook Pages are similar to groups in the type of 

features they have, however they can only be created 
about an organization, brand, product, artist, band or public 

figure. A Page can only be set up by an official 
representative.

Pages are a way to optimize your website, because pages 
can be directly linked with your website. Pages are also 

indexed with Google better than groups.

What is a Page?What is a Page?

Facebook: Networking for the Web



Facebook Pages

36

• Pages are visible to non-Facebook members.

• Some Facebook applications can be added.

• There are visitor statistics.

• Pages are more customizable.

• Can control related pages.

• Can created targeted advertisements.

Pros of Facebook PagesPros of Facebook Pages
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• Can only send updates to the Page Fans, which isn’t as 

effective as messages.

• Facebook members aren’t as familiar with Pages.

• More difficult to set up.

Cons of Facebook PagesCons of Facebook Pages
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How to Setup a PageHow to Setup a Page
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In your Facebook Home, in the top right search 

field type “Page Manager” and press Enter.

1

1
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Click ‘Create Facebook Page’ to get started.
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If your business 

type doesn’t exist, 
choose ‘Other 

Businesses.’

Type the name of 

your organization. 
This will become 

the name of your 
Page.

Click ‘Create Page.’
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A Facebook Page is 

very similar to your 
own Profile.

You edit information 
the same way you 

would your profile.

A page also has a 
wall where you can 
post information, or 

Fans can leave 
messages.
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To add more tabs to your Page, press the + button, and 

choose the tab you want to add. This tab will appear next 
too the Info Tab. You can add more than one tab, just 

repeat the process.
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When you are 

ready to make 
your Page public, 
click ‘publish this 

Page.’
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Facebook Groups and Pages are both free tools that 
organizations should take advantage of to optimize their 
website by making it more searchable, and available to a 

larger group of people.

Groups and Pages both have their Pros and Cons. The 
one benefit is, you can have both! Groups are easier to 
maintain and Facebook users are more familiar with 

them. Pages are slowly gaining popularity, and can be 
viewed by anyone. 

So take advantage, and set up both a Group and Page to 

benefit your organization.
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The End


