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Using Facebook
What is Facebook?

The

Story

On February 4th, 2004 Mark Zuckerberg launched The Facebook, a social network
that was at the time exclusively for Harvard students. It was a huge hit. In 2 weeks,
half of the student body at Harvard had signed up. Other schools in the Boston area
began demanding a Facebook network. Within four months, Facebook added 30
more college networks.
Facebook’s growth in the fall of 2007 was staggering. Over 1 million new users
signed up every week, 200,000 daily, totalling over 50 million active users. Facebook
received 40 billion page views a month. Long gone were the days of Facebook as a
social network for college students.
Today 11% of Facebook users are over the age of 35, and the fastest growing
demographic is users over 30. Facebook has also seen huge growth internationally.
Fifteen percent of the user base is in Canada. Facebook users’ passion, or addiction,
to the site is unparalleled: more than half use the product every single day and users
spend an average of 19 minutes a day on Facebook. Facebook is the sixth most
trafficked website in the United States and the top photo sharing site with 4.1 billion
photos uploaded.
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Using Facebook
What will you find on Facebook?
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1. Facebook Username – Takes you to your Wall, the place where Profile
information, recent Facebook activity and list of Facebook Friends is displayed
2. News Feed – Displays your Friends’ most recent Facebook activity
3. Profile – Allows you to edit or update your personal information
4. Find Friends – Helps you find people you know on Facebook
5. Home – Takes you to your News Feed, lets you edit your Account and Privacy
Settings, get Help and Logout
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Using Facebook
How do you sign up for Facebook?

Sign up for Facebook
1. Go to facebook.com
2. Fill in the information on the sign up page and click Sign Up.

Click
3. Go to your email. Facebook will send an email to the address you provided.
4. Click on the confirmation link to complete the sign up process.
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Using Facebook
How will people find you on Facebook?

Set up your Facebook Profile
Your “Profile” is what friends and family will see about you on Facebook. It reflects
all the things they know about you in real life and anything else you want to tell them
about yourself. Your profile gives friends an easy way to see where you live, where
you work and more.
Create a Profile
1. After you have completed the sign-up process, the screen below will appear.
Click on Skip this step.

Skip the step
2. Another box will appear and click Skip this step at the bottom right-hand
corner.
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Using Facebook
How will people find you on Facebook?
3. The Profile Information box will appear. Fill out information that you would
like to appear in your profile and click Save & Continue.

Save & Continue
4. The Profile Picture box will appear. You can choose to attach a photo from
your files, take a photo with your webcam or choose to not attach a photo.
When finished, click on Save & Continue.

Save & Continue
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How will people find you on Facebook?

5. Now you are set-up to start using Facebook and the Home page will appear.

6. To update your profile, click on the Profile button at the top of the window.

Click

7. A new window will appear where you can:
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How will people find you on Facebook?

1.
2.
3.
4.
5.

Update Info about yourself
Find Friends
Add Photos
Add/Edit Profile Picture
Update Status, Photos, Places or Events

4

1

3

3

5

2

3

7

Using Facebook
How will people find you on Facebook?

Smile, you’re on Facebook
A “profile picture” identifies you on your Facebook page.

Upload a Profile Picture
1. Click on Profile.
2. Place your cursor over the profile picture.
3. Click on +Add Profile Picture and then Upload Photo.

Click

4. Click on Browse to select a photo from your computer.
5. Select the photo.
6. Click on Open. Facebook will load your new profile picture.
7. You can also click Take Photo to take a picture of yourself if you have a
webcam on your computer.
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Using Facebook
How do you find friends on Facebook?

Search for Friends by Name
1. Type in the name you are looking for in the Search bar.
2. Press enter on your keyboard.

Type name

If you get no results, check to make sure you didn’t misspell or use a former name. You
can also try searching by the person’s email address.
Find Friends Other Ways
1. Click on Find Friends.
2. Use the checkboxes to discover people you know.
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Using Facebook
How do you add friends on Facebook?

Add a Friend
1. Find someone you would like to ask to be a Facebook Friend.
2. Click on their name to bring up their Profile page.
3. Click the Add Friend button on their page.
A message will be sent to the person you’ve asked to be a Facebook Friend, who will
then need to accept your request. When that happens, you are a Facebook Friend.
Accept a Friend Request
Once you are on Facebook, others may send you a Friend request. To accept a Friend
request:
1. Click on Friend Requests.
Click

2. Click Confirm (or Not Now if you want to deny a request).
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Using Facebook
How do you share photos on Facebook?

Share photos on Facebook
To share photos on Facebook you will upload photos and then create an album for the
photos.
Create an Album
1.

Click on Profile.

2.

Click on Photos.

Click
3. Click on Photos.

Click
4. Click on Add New Photos.
Click
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Using Facebook
How do you share photos on Facebook?

5. Select photos by holding down the “Ctrl” key and clicking on the photos you
want to add.
6. Click on Open.
7. Type the title in the “Untitled Album” box.
8. Your pictures are now ready to share.
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Using Facebook
How do you share photos on Facebook?

Add Photos to an Album
1. Click on Profile.
2. Click on Photos.
3. Click on the album.
4. Click on Add Photos.
5. Press “Ctrl” and click on the photos you want to upload.
6. Click Open to load your photos.
Tag Photos
“Tagging” means attaching a name to a person in a picture. Then, when the cursor
hovers over the picture, the person’s name appears.
Tag From an Album
1. Click Tag

when viewing any album.

2. Enter the name of the person you wish to tag.
3. Click on that person’s face in the picture/s.
4. Click Save Tags.
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How do you share photos on Facebook?

Tag From a Photo
1. When viewing an individual photo, click Tag Photo.
2. Click on the face of the person you want to tag.
3. Type in the person’s name.
4. Click Done Tagging when you are finished.

Type name here

Click
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How do you protect your privacy on Facebook?
It is easy to view and edit your privacy settings on Facebook. You can customize who
can see and comment on things you share, things on your Wall and things you're
tagged in.
Edit your Privacy Settings
1. Click on the drop down arrow on Home.
2. Click on Privacy Settings.
3. Adjust your privacy settings.

Click

4. You can adjust who will see your posts by simply choosing Public, Friends or
Custom.
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Using Facebook
How do you protect your privacy on Facebook?

“Everyone” means anyone who is on Facebook can see the things you share.
“Friend of Friends” means your Facebook Friends as well as their Facebook Friends can
see the things you share.
“Friends Only” means only people who are your Facebook Friends can see the things
you share.
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How do you protect your privacy on Facebook?

UnFriend Someone
1. Go to that person's Profile.
2. Hover over the Friends box at the top of their Profile.
3. Click Unfriend in the menu that appears.

Block Someone from your Facebook Page
You can use the block feature to end all interactions with someone on Facebook by
entering their name on the “Block List”.
1. Go to your Profile page.
2. Type the name of the person you want to block in the “Search” box or click on the
person’s name from your friend’s list to go to their Profile. Click on the Settings
down arrow .
3. Click Report/Block below your list of friends in the left hand column.
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How do you protect your privacy on Facebook?

Stay Safe on Facebook
 Never share your password with anyone
 Adjust your privacy settings to match your level of comfort and review them often
 Be cautious about posting and sharing personal information, especially
information that could be used to identify you or locate you offline
 Block and report anyone who sends you unwanted or inappropriate
communications
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What else can you do on Facebook?

There are many things you can do on Facebook. Here are just a few of them:
Visit Your Friends’ Pages
1. Click on Profile.
2. Click the Friends link on the left hand side of the page.
3. Click on one of your Friend’s names to go to their profile page.
Click

Send a Message to a Friend
1. Click on your Profile.
2. Click on Messages. Type in person’s name and click on picture when it appears.
When finished, press send.
Type name here

Type message

Press Send

Remember - messages are private and comments are public!
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What else can you do on Facebook?
Get the News
1. Click on Facebook or Home.
2. Click on Sort to choose how your news is sorted: with Top Stories or Most
Recent.
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Using Facebook
What else can you do on Facebook?

Update Your Status
Set your status to let people know what you’re doing, thinking, or feeling, and see if
anyone responds.
1. Click either Home or Profile.
2. Click on Update Status.
Click

3. Click in the text box and type your thoughts.
4. Click Post.
Join a Network
Joining a network will help centralize Facebook around your area, workplace, or school.
1. Click on the Home drop down arrow.
2. Click on Account Settings.
3. Click on Networks.
4. Type the network you would like to join.
5. Click Save Changes.
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Using Facebook
What else can you do on Facebook?

Express Yourself and Connect
You’ve probably already filled out some parts of your profile, but now you can fill in your
interests and favourites as well.
1. Click on Profile.
2. Click on Info and tell your Friends about yourself.
Share Common Interests
1. Type a name or subject in the Search box at the top of the page.
2. Filter the results by clicking on Places, Pages or Groups.
3. Click Like.

Type name or subject

Play Quizzes, Games, and More
Facebook has many different “Applications” – games, quizzes, pools, news feeds and
much more.
1. Type a name or subject in the Search box at the top of the page.
2. Click on the App to find out more.
3. Click on Like to add the application to your Facebook account.
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What can you get help on Facebook?

Get Facebook Help
If you have trouble finding how to do something on Facebook, you can go to the Help
page.
1. Click on the Home drop down arrow.
2. Click Help.
3. Type your question in the box
4. Click Search.

Click

You can also go to: www.facebook.com/help.
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