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We will begin by showing you how to setup your Facebook account 
and a Facebook Business Page. 

Then we will look at Facebook privacy settings and linking to your 
Twitter account

Step 1
Type ‘Facebook’ into
your search engine 
and then click on ‘Wel-
come to Facebook’. 
This will bring up the 
Facebook sign-up 
page.

Step 2
You will need to enter your name, a
valid email address and a password.

Facebook also needs to know your date
of birth; we will show you how to keep
it private in the security settings in the
next module.

Choose between the ‘Female’ or ‘Male’
options and then click on ‘Sign up’.

Facebook will offer to ‘find
your friends’ by searching
through your contacts to see
if any of your email contacts
match a Facebook account. If
you are going to use Facebook
privately, this is a good place to
start.

Setting up a Facebook account and Facebook Business 
Page

Find people you know on Facebook to get you started

As we are only going to use Facebook as a page for the business, we 
will skip this step.

TOP 
TIP

Use numbers and letters in 
your password
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Step 3
Upload a profile picture. Click
on ‘Upload a photo’ and 
select a photo you have 
stored on your computer. 
The minimum size is 
180 pixels by 180 pixels.

Now that your picture is
uploaded, you will be taken
to the Facebook welcome page. Take a few minutes to have a look
around.

Step 4
To create your Business Page, look to the top
right-hand corner of the screen and you will
see a small triangle. Click on it and a 
dropdown menu appears. Now click on 
‘Create Page’.

Step 5

Next, click on “Local Business or Place”.

Facebook needs you to select a category
for your business. In our example we have
selected hotel, as this is the only category
that relates to tourist accommodation
businesses.
You will be given the opportunity to refine
the category in Step 6.

There is also a category for “Attractions /Things to Do”

Step 6
Now fill in your location details.

Agree to the terms and conditions and click 
on ‘Get Started’.

Now add additional details,
including a more
accurate category e.g. bed
and breakfast.

TOP 
TIP

Add additional 
relevant  categories

TOP 
TIP

Take the 
Facebook tour
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Step 7
Click ‘Yes’ to tell Facebook that you are a real person and not a robot,
then agree that you are authorised to create a page for the business.

Click on ‘Save Info’.

Step 8
To upload a profile picture, click on ‘Upload from computer’. This will
be a square-sized image that will sit on the top left-hand side of your
Business Page.

Select your business logo from a folder on your computer and click
‘Upload’.

Make sure photo is the 
correct size first

TOP 
TIP

Step 9

By clicking on ‘Add to
Favourites,’ your page is
more easily accessed when
you log on to Facebook, as
it will appear as one of your
favourites in the menu bar on
the left-hand side of the screen.

Facebook will now give you the opportunity to promote your page
with a paid-for Facebook ad. Facebook ads are discussed in the
Advertising Online module and you can skip this step.

For easy access later on add the page to your Facebook favourites

Step 10

Upload a cover picture. Click 
on ‘Add a Cover’.

Your cover photo should be just that, a photo – not an advert for your 
business.

Upload a photo just as 
you did for your profile 
picture.

Once uploaded, 
use the handles to 
reposition it to suit 
your requirements. 
The perfect size is 851 
pixels wide by 315 high.

You have now completed setting up a Facebook page for your business.

Do not use the banner 
image as an advert

TOP 
TIP
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We will now take a look at privacy settings for your Facebook Profile, 
including how to hide your birthday and link your Facebook Business 
Page to your Twitter account.

Step 11

When you have logged in to Facebook
click on the small triangle in the top
right-hand side corner and then click on
‘Settings’ from the drop-down menu. 

Facebook privacy settings and linking a Twitter account

Here you can change a number of
settings for your Facebook Personal
Profile. Most settings can be left as they
are for the moment but you can choose
to hide your profile from everybody if
you wish to do so.

You can choose to hide all of your personal information from everybody.

Step 12
Click again on the small triangle and you
will see your Business Page in the
drop-down list. You can also see it on
the left-hand side under favourites,
because we added the Business Page
to your favourites when we set it up
earlier. Use this drop-down menu to
switch between using Facebook for your
personal profile and your Business Page.

“You can easily switch between your personal profile and Business Page”
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TOP 
TIP

Step 13
Facebook will now give you 
the opportunity to take a tour 
of the different areas of your 
Facebook page. Take a few 
minutes to familiarise yourself 
with these.

Using the ‘Hide/Unhide’ button you can choose to see your admin
panel. Only you can see this and it is not visible to anyone else who
views your page. The admin panel will tell you who has liked your
page, commented on your business or left a review and display any
messages. You will have access to a greater level of statistics when 50
people have ‘liked’ your page.

To hide the admin pane click on the ‘Hide’ button. You will now have
the same view of your page as anyone else who views it.

View who has liked or
commented on your 
Business Page every week

Step 14 

To update your page information, click on the
‘Update Page Info’ button. Enter information
about parking, pricing, public transport links,
your email address and website details. You
should also enter a long description about
your business.

Select the hours of operation of the
business.

Step 15

To hide your birthday details click on ‘Edit Profile’
at the top left-hand side of the screen.
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Step 16
Link your Facebook Page to Twitter so that content posted on your
Facebook Business Page will be posted to your Twitter feed as well.

You will see a box 
in the middle of the 
screen suggesting 
that you link your 
page to Twitter. Click 
where it says ‘Click here’.

This is an action you can
only perform when you
are using Facebook as
yourself, so Facebook will
ask you to switch from
using Facebook as your
business to using it as yourself.

Always click
‘Save changes’

TOP 
TIP

You can share the same content on Facebook and Twitter

Step 17
Click on ‘Link my profile to Twitter’.
Fill in your Twitter username – don’t
forget the @ symbol goes before
your username and then your Twitter
password.

Now deselect all the options for
sharing from your personal profile, so
that there is no chance that any private
information might end up on Twitter.
Click on ‘Save Changes’.

Now link your page to Twitter by clicking
on the ‘Link to Twitter’ button.

On the right you will see the ‘Basic 
Information’ section. Click on the
icon to the right of your birthday
details and select ‘Only Me’
from the drop-down list. This
means nobody else can see your
birthday. Remember to save the
settings by clicking on ‘Save Changes’.

Step 18

Now link your page to Twitter.

The next module discusses content on Facebook.

Don’t forget the
@ Symbol

TOP 
TIP




