Tutorial: How to Set-Up & Begin Using Facebook

Begin by typing http://www.facebook.com in the URL box at the top of
your internet browser. The following page will appear:

On the right hand side, under the green “Sign Up” button, click “Create
a Page”. Your internet browser will refresh to the following page:

Click on the gray box that says “Local Business or Place”. A form will
replace the image and look like this:

Fill in the requested information. First, select your category from the
drop-down menu (titled “Choose a Category”). Then, enter the name of
your business and street address. When you begin typing the city
name, a list will appear in a drop-down menu. Select your appropriate
city and state. Then, enter your zip code and phone number.
Click the box next to “I agree to Facebook Pages Terms.
Then click the blue “Get Started” box.
Your Internet browser will refresh and bring you to the following page:

On this page, you need to choose between “I already have a Facebook
account”** or “I do not have a Facebook account”.
If you do not have a facebook account, enter your information in the
blanks. First, enter a working e-mail address (you will need to receive
an e-mail confirmation to complete the sign up process). Second,
choose a password that is easy to remember.
Next, enter your personal date of birth. Your birthdate will NOT show up
on the Business’s Facebook Page. (It will, however, show up on your
personal page. Facebook needs this information to protect users that
are under the age of 18).
Lastly, complete the “Security Check” section. Enter the letters that
appear in the box. (Occasionally, the letters will be hard to read. If this
is the case, take your best guess. The security check only tests to
ensure that spam and junk viruses cannot create a page.)
Then, click the blue “Sign Up Now!” box.

***If you do have a Facebook account, do not fill out the blanks.
Instead, select “I already have a Facebook Account”. Your next screen
will look like this:

Then, enter your e-mail address and password that you used to sign up
for Facebook and click the blue button labled “Log In”.

Whichever option you selected, your next screen will look like this:

Choose an image that represents your business. You can either
choose “Upload an Image” which means that you can search through
files on your computer to find the picture you would like to use, or you
can select “Import a photo” which allows you to use one off of your
website.
Then, select the blue “Continue >” Box.
Your next screen will look like this:

If your company has a client list by e-mail address, which you have
saved onto an Excel (.XLS) Spreadsheet, click on the gray “Import
Contacts” box.
Otherwise, select “Skip” next to the blue box at the bottom right corner.
Your next screen will look like this:

First, enter your website URL (ex: http://www.mywebsite.com) into the
“Website” box. Then, enter a brief description for your business. If you
have a website, this would be a great place to post the information
shown on your home page or “about us” page on your website.
Then, click the blue “Continue >” Box.
Your next screen will look like this:

This is your Business’s home page. Here, you can post updates,
upload pictures, share videos, or “Like” posts from customers.
On the right hand side, under “Admins”, you can view notifications,
purchase Facebook advertisements, or view your insights.
Your administrators should be anyone who you would like to allow to
make changes or posts to the page. I would recommend adding and
managers, marketing staff, or MediaTree to your administrators. That
way, more people can post content to your site and make necessary
changes. Administrators can also invite friends to become fans of the
page.
Insights is similar to Google Analytics. It will tell you how often posts on
your page are being viewed, shared by fans, and show your fan growth
over time. Your insights page will look like this:

As you begin using your Facebook Page and interacting with friends,
your insights will have actual numbers instead of zeros.
Next, go back to your home page and click “Info” on the left hand side
of the page (under the profile picture box).
Your internet browser will refresh and bring you to the following page:

From here, click the blue pencil icon under your business name
(business name not shown in the above image). Your internet browser
will refresh and show the following page:

Now, simply fill in your business contact information, hours, and
anything else you might want your customers to know.
After your information is complete, you are ready to start posting!
Return to your home page (shown below):

In the box under the gray bar that reads “Wall”, under the series of
images and headers, there is a white box titled ‘Write something…”
Type an update in the white box and click the blue “Post” button. This
will share the update on your Wall.
If you would like to post a photo, simply click the icon with the pictures
next to the bold “Photo” link. Then, select an image and click the blue
“Post” button.
If you would like to post a video, simply click the icon with the video
camera next to the bold “Video” link. Then, select the video you would
like to upload and click the blue “Post” button.
After a few updates, your Facebook page should look as busy and
interactive as the one shown below.

Last, but not least, should you need to log back in at any time, simply
type http://www.facebook.com into your internet browser, enter your email address and password in the top right corner, and click the “Log
In” button. (Shown below)

