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Introduction

With more than 400 million active users and growing, it’s hard to ignore
the buzz about Facebook. It’s a hot topic these days, and shows no signs of
letting up. If you're ready to get to the bottom of this Internet sensation
and find out how to use this social networking phenomenon for yourself,
this is the book for you. Social networks are a bit daunting at first, but
don’t worry. This book shows you how to navigate the site and make use
of its various features in no time at all. By the end, you’ll feel like you can
Facebook with the best of them!

About This Book

As part of the Sams Teach Yourself in 10 Minutes guides, this book aims to
teach you the ins and outs of using Facebook without wasting a lot of pre-
cious time. Divided into easy-to-handle lessons that you can tackle in 10
minutes each, you learn the following Facebook tasks and topics:

» How to painlessly set up a Facebook account

» How to create and manage a profile page, including how to add a
profile picture

» How to connect with friends and make new ones

» How to communicate by messaging, chatting, and posting status
updates

» How to track what your friends are doing and what they’re up to
on Facebook

» How to upload photos, links, and videos to share with friends
» How to share your common interests and hobbies through groups

» How to add applications to get more out of your Facebook
experience

» How to sell and buy stuff in the Marketplace
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» How to use Facebook’s mobile features
» How to create pages for a professional business or organization
» How to keep yourself safe on Facebook

» How to conduct yourself on the site and follow Facebook’s terms
of service and unspoken etiquette rules

After completing these lessons, you’ll know everything you need to know
to get the most out of your time on Facebook.

Who This Book Is For

This book is geared toward anyone interested in learning his or her way
around Facebook. Whether you’re a new user or a seasoned participant, or
you’re just learning how to navigate the new and improved interface, this
book shows you each major feature of the site and how to make use of it.
For example, have you always wanted to start your own group? Have you
ever wondered how to invite people to a party? Or perhaps you’ve always
wanted to look for more applications to try but didn’t know how to find
them? You’ll learn how to do these tasks, and more.

Each lesson focuses on a particular subject, such as communicating on
Facebook or using the Photos application. You can skip around from topic
to topic, or read the book from start to finish.

What Do | Need to Use This Book?

To use this book, all you really need is a healthy dose of curiosity to find
out what you can do on Facebook. To use Facebook itself, you’ll need a
computer (PC or Mac), a web browser (any kind will do), and an Internet
connection. That’s it. Facebook is free to use, so if you’ve got those three
things, you’re all set and ready to go.
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Conventions Used in This Book

Whenever you need to click a particular button or link in Facebook, you’ll
find the label or name for that item bolded in the text, such as “click the
Delete button.” In addition to the text and figures in this book, you’ll also
encounter some special boxes labeled Tip, Note, or Caution.

TIP: Tips offer helpful shortcuts or easier ways to do something.

NOTE: Notes are extra bits of information related to the text that
might help you expand your knowledge or understanding.

CAUTION: Cautions are warnings or other important information you
need to know about consequences of using a feature or executing
a task.

Screen Captures

The figures captured for this book are mainly from the Internet Explorer
web browser (version 8.0) captured on a PC. If you use a different browser
or a Mac, your screens might look slightly different.

Also keep in mind that the developers of Facebook are constantly working
to improve the website. New features are added regularly, and old ones
change or disappear. This means the pages change often, including the ele-
ments found on each, so your own screens may differ from the ones shown
in this book. Don’t be too alarmed, however. The basics, though they are
tweaked in appearance from time to time, stay mostly the same in princi-
ple and usage.
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LESSON 1

Introduction to
Facebook

In this lesson, you learn about the Facebook phenomenon, where it came
from, and what you can do with it.

What Is Facebook?

Facebook is a social networking website. To flesh out this definition a bit
more, it’s an online community—a place where people can meet and inter-
act; swap photos, videos, and other information; and generally connect
with friends, family, coworkers, fellow students, fellow hobbyists and
enthusiasts, and numerous others in their social network. Facebook con-
nects people within cities or regions, work or school, home or abroad, and
so on. Built on an architecture of profile pages that allow individual users
to share information about themselves and communicate with others,
Facebook seeks to create an environment in which members log in regular-
ly to keep track of what friends and colleagues are doing, share their own
activities, interact about interests and hobbies, send messages, and join
groups and networks—just to name a few things.

Facebook is the number-one social networking site on the Internet, sur-
passing the previous leader, MySpace, in the number of registered users.
Offering free access and dozens of tools for connecting people in social,
school, and workplace environments, Facebook has more than 400 million
active users and is growing, with 200 million logging in daily to use the
site. More than 100 million users access Facebook through mobile devices.
Perhaps you’re wondering at this point why so many people are flocking
to Facebook? That’s easy: It’s incredibly simple to use.

What started out as a college-based social networking site, two-thirds of
Facebook’s members are now outside of the college startup base and
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include users of all ages and walks of life. In other words, Facebook isn’t
just for college kids anymore. One of the fastest-growing segments of
users is the 35- to 54-year-old crowd.

Facebook is also a global phenomenon. More than 70 translations of the
site are up and running, with others in development. Currently, 70% of
users are outside the United States, but those numbers are changing as
Facebook rapidly catches on stateside.

At its heart, Facebook is all about connecting people with people.
Facebook users do a variety of things with the site: track news about
friends far and wide; make new friends often based on common interests;
share photos, music, links, and videos; organize and invite people to
events; play games; spread the word about charities and causes; buy and
sell stuff; market products; and much, much more.

As a website, Facebook is accessible to all Internet users, where permitted.
In addition to connecting people, third-party developers are creating a
wide variety of applications—programs that run within the Facebook
framework—to entertain and inform. Applications range from the silly to
the serious, and new ones are added each day. What makes Facebook such
a huge hit are its features and tools and the willingness of its users to net-
work with each other in their communities locally and globally.

Facebook History

Social networks have been around for awhile now, and most are focused
on connecting friends and colleagues. Bulletin Board Services (BBS) and
Usenet groups were examples of early forms of social networks. As the
concept evolved, generalized communities, like Geocities and Tripod (back
in the mid-1990s), brought people together through chat rooms and
forums. Today, social networks are flourishing all over the Web, including
the ever-popular MySpace, Twitter, and LinkedIn. Some social sites, like
Classmates.com, specialize in connecting former schoolmates, whereas
other social sites, such as SixDegrees.com, focus on indirect ties between
people. Some sites specialize in niche groups, whereas others aim for more
generalized populations of people. Internet business strategies are recog-
nizing the opportunities inherent in social networks and are happy to cater
to different groups of people and their networking needs.
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So where does Facebook fit in? Facebook is quickly becoming a front run-
ner in the social networking race. Originally called The Facebook,
Facebook started out in 2004 as a network geared toward college students
at Harvard University. Founded by a computer science major, Mark
Zuckerberg, and his roommates, Dustin Moskovitz and Chris Hughes, the
project quickly gained popularity among students. With financing assis-
tance from Eduardo Saverin, the site grew seemingly overnight.

The original idea was based on hardcopy “face books” commonly used to
acquaint students with the campus community, including staff, faculty, and
incoming students. Initially, the website was available only to Harvard stu-
dents, but rapidly expanded to other universities in the Boston,
Massachusetts area. Eventually, the concept spread to other universities
and high schools, and today, anyone with a valid email address can join
the fray. Facebook swiftly became an Internet sensation, and in 2005, the
facebook.com domain was purchased and the base of operations moved to
California.

Although the site is free to join, it generates revenue through advertising,
including banner ads. New features and updates are added regularly, and
the Facebook folks are quick to heed the ideas, wants, and needs of its
members. In 2007, the Facebook Platform was launched, allowing a
framework for software developers to create applications for the site.
Today, tens of thousands of applications are available for Facebook, with
more added daily.

Facebook Uses

So what does a Facebook member do on the site? What exactly does the
site have to offer? More importantly, what can you get out of the experi-
ence? Here’s a list of various activities and pursuits to get you started on
the road to answers to those questions:

» Connect with people. Connect with friends, family, colleagues,
and fellow students. Reconnect with old friends, acquaintances,
and family members scattered about the globe. Make new friends
who share your interests.

» Keep track of your friends’ activities, while they keep track of
yours.
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» Share messages, links, photo albums, and video clips.
» Blog with the Facebook Notes feature.

» Organize events and invite friends to parties, concerts, band per-
formances, meetings, and gatherings of all kinds.

» Play games with friends.
» Send virtual gifts, birthday greetings, and other digital objects.

» Join in groups and networks to connect with people sharing simi-
lar interests.

» Become a fan of a celebrity, politician, band, television show, or
business.

» Buy and sell stuff in the Facebook Marketplace.
» Share a resumé, or find an employer or an employee.
» Collaborate on project info at work or school.

» Market yourself, your products, or your company.

This list is just the tip of the iceberg. There’s plenty more to do and see,
and plenty of people to meet. So what are you waiting for? Log on and
start socializing!

Looking at Facebook Pages

The Facebook makers have kept the site fairly simple, which is a major
part of its appeal. Naysayers complain that there are not enough customiz-
ing options; but truthfully, most customizing that takes place on personal
web pages these days usually ends up making the pages distracting and
difficult to follow. Navigationally, Facebook includes a login page as the
starting point for entering the website. After you pass that, you’re present-
ed with a Home page, shown in Figure 1.1, and links to other pages. At the
top of every page, you can find a blue navigation bar with links to the
Home page (which is always your starting point at every visit), your pro-
file page, and the Account menu. If you click the Account menu, you can
access settings, the Help Center, and a log out option.
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FIGURE 1.1 Here’s an example of a Home page on Facebook, where a
scrolling news feed appears, along with advertisements and other bits of
information.

The left pane area of the page offers more links to Facebook features, such
as messages, friends, and photos. The left pane also keeps a running list of
friends currently logged in at the same time as you. The right pane lists
events and notifications, such as friend requests, suggestions, and advertis-
ing. If you scroll to the bottom of any Facebook page, you’ll find links for
advertisers, developers, terms of service, help, and more.

The Home page is sort of like Grand Central Station for news about your
friends on Facebook. It tracks the ongoing status updates of your friends,
published photos and videos, shared links, fan pages they’ve joined, and so
forth. All the activities come together on a scrollable page that’s constantly
changing (if you refresh the page, that is). The Home page is where you
go to see and be seen on Facebook.

As mentioned previously, the focus in Facebook is on profile pages—the
place where you add information about yourself to share with others.
Figure 1.2 shows an example of a profile page. A typical profile page
includes a picture, a status text box so you can let the rest of the Facebook
world know what you’re up to or what you’re thinking, a Wall of activities
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you’re pursuing and communications from friends, and tabs for accessing
other pages and features. For example, to add or edit profile information,
you can click the Info tab to view your details and make changes.

facebook = & B e ——

Sherry is waiting for a delivery of mulch today.

wall  Info  Photes  Bowes  Flhir Notes B 4

Create an Ad

Attach: BB % [ 60 - PR share |
Cl, Options
Sherryis waitng for & delvery of misdch
today.

20 @ - Comment * Lie

sherry
tercard Boardwalk Start
Information s 32 found " " N o e

Friends ’
108 fiens See M
‘ . ' ' m o

1% Chak (5}

FIGURE 1.2 Here’s an example of a profile page on Facebook.

You can view your friends’ profile pages to check out what they’re doing
and what they’re up to on Facebook. The information you see listed on
your Facebook pages is always changing based on your activities and the
activities of your friends, so be sure to refresh your pages often.

So far, I’ve described just a few of the pages you’ll encounter. There are
lots more. Now that you’ve had a brief tour, you’re ready to jump in, right?
If you haven’t created an account yet, Lesson 2, “Setting Up a Profile,”
shows you how. If you’re already a Facebook member, move on to the
other lessons detailing how to use the site and get the most out of your
social networking experience. Enjoy!



Summary

Summary

In this lesson, you learned about social networking sites and how
Facebook got its start. You also learned about the various things you can
do on the site and what to expect when you start viewing pages. In the
next lesson, you learn how to sign up for a Facebook account and start
building your profile page.

11
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LESSON 2
Setting Up a Profile

In this lesson, you learn how to sign up for a Facebook account, create a
profile, and specify a current status. This information covers everything
you need to get started as a Facebook member.

Signing Up for an Account

If you’re new to Facebook, the first thing you need to do is sign up for an
account. Joining Facebook is free, and the only requirements are that you
have a working email address—in other words, a real email address—and
you must be 13 years of age or older. At the end of the registration
process, Facebook sends you a confirmation email you must follow to fin-
ish setting up your account. The process is relatively painless and fast.

NOTE: If you want to create a professional account, such as a pro-
file page for a band or business, you can click the Create a page
for a celebrity, band, or business link located on the Facebook Sign
Up page (see Figure 2.1). Learn more about the professional and
promotional sides of Facebook in Lesson 13, “Understanding
Pages.”

When creating a Facebook account, you need to use your real name. The
whole social networking architecture of the site is built on the authenticity
of its users. Odd nicknames, pseudonyms, or aliases are simply not
allowed. In fact, if you try to use an odd-looking name, it will probably be
flagged by Facebook as a possible bogus account. For example, if you
attempt to create an account for Lone Ranger, chances are it will not make
it. If the name happens to be your real, honest-to-goodness name, you can
appeal to Facebook by clicking the Help link on the Sign Up page.
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To sign up for an account, follow these steps:

1. Use your web browser to display the Facebook Welcome page,
www.facebook.com.

2. You can start the registration process by filling out the initial
sign-up form, shown in Figure 2.1. Click inside the first form box
and fill in your first name.

Facebook helps you connect and share with
the people in your life.

Sign Up
It's free and anyone can join

Frsthiame:
L Lot
our Emak:
= Hew Passwond:

Tom: Select Sex: v

Brthoay: moehc W | Oay: ()| Tear:

i w01 mand m it wa?

Creale a Page fur a erlebrity, band or business.

FIGURE 2.1 Facebook’s Sign Up page is the place to start when you want
to create a new account, as well as where you log in to use your account.

3. Type in your last name.
4. Type in your email address.

5. Establish a password. As with most passwords you use on the
Internet, choose one that contains both numbers and letters for
maximum security.

6. Click the I am field and select your gender.

7. Click the Birthday fields to specify your date of birth. Don’t
worry—you don’t have to show this on your profile page if you
don’t want to. This information is a security measure to make
sure you’re old enough to use the site.

NOTE: If you already have a Facebook account, you can use the
login fields at the top of the page to enter your email and password
to log in.
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8. Click the Sign Up button when you’re ready to continue.

9. The next phase of the registration process is the security check.
Type in the words shown on the screen.

TIP: If you have difficulty reading the wavy words on the Security
Check page, you can click the option for changing the words to a
new set or listening to an audio file instead.

10. Click the Sign Up button to continue.

NOTE: It’'s a fact that people rarely read the terms of service and
privacy policy when signing up for things. In case you were wonder-
ing, Facebook’s policies basically say you're not allowed to send
spam or post pirated material, and you're expected to be honest
and nice to everyone online. They also say you cannot hold
Facebook accountable if you get into trouble. See Lesson 4,
“Finding Help with Facebook Services and Etiquette,” to learn more
about the terms of service.

This next page is the first section of creating your Facebook account. You
might notice that in your browser tabs, these pages are labeled Getting
Started. There are actually several pages you’ll jump through as the next
phase of your registration. Each page asks you to do something, such as
look up friends using your email contacts, specify profile info about your
education or job, add a profile picture, and specify interests. You can
choose to pursue each page’s options right then and there and add all the
necessary details, or you can skip the steps and fill in the information at a
later time. We’ll opt for the latter in this lesson. Keep in mind that
Facebook may change its sign-up steps from time to time, so your own
steps might vary slightly.

In Figure 2.2, Facebook wants to know whether you want to look up
friends by searching through your contacts list and seeing if any matches
already have Facebook accounts. You can learn all about how to find
friends in Lesson 3, “Connecting with Friends.” For now, just click the
Skip this step link at the bottom of the page to continue onward. If you do
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opt to find friends now, click Find Friends and follow the instructions.
You can click the Save & Continue button to proceed to the next step.

Your maik | walacewilard Bymail.com

Fenail Password:
Vind Friends
8 Faczbosk vl not stoe your password. Leam Mere.

Facebook 2010 Englsh (L5} About Acvertisng Developers Careers Terms « Fird Friends Privacy Moble Help Center

FIGURE 2.2 Step 1 allows you to search for existing friends on Facebook
using your email contacts list.

Figure 2.3 shows the second step in the procedure. This time, Facebook
wants to get you started on your profile by adding high school, college or
university, or company information. You can take the time to fill this out
now, or you can do so later. Skip this by clicking the Skip link and move
on. If you did fill out the info, click Save & Continue instead.

facebook sewch e

Step 1
Find Friends

Step 2
Pealie [ntrmaon

Step 3 step 4
Profie Pcture Ada Interests

Fill out your Profile Info
Thes information wil Pl you Sind your frends on Facebook.

Hagh s bk
Callege/Universily:
Fenployer:
- N i
Facebook © 2000 Englsh (LS) About Advertisng Developers Careers Terms « Find Friends Privacy Mobde Melp Center

FIGURE 2.3 The second step lets you specify your education or work asso-
ciations.
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The third step, shown in Figure 2.4, prompts you to add a profile picture.
You can click the Upload a Photo option, or if your computer has a web
camera, you can click Take a Photo and create a new picture. You can
also save this task for later and just click the Skip link. If you added a pic-
ture, click Save & Continue.

facebook Search Account *
Step 1 Step 2 Step 3 Step 4
Find Friends #Profie Information Profie Pcture JAdd Inberests.

Set your profile picture

Upload a Phota

From your computer
on

Take a Photo
With your webcam

sk Rl v o comtmc |

Facebosk © 2000 ragheh (L15) Bbout Achewtireg Developare Carmers Tevme o Firnd Frimcs Brivacy Moble Help Center

FIGURE 2.4 The third step lets you add a profile picture.

The final step, shown in Figure 2.5, enables you to select any interests you
want to connect to your profile, such as a favorite band or celebrity. The
window lists some popular Pages, special profile pages for celebrities,
bands, or businesses. By choosing a special interest, you can include auto-
matic news about the interest along with your regular news feed. You don’t
have to complete this step, either, but if you do, just click the items that
interest you. Otherwise, click the Skip step. If you do make selections,
click Save & Continue.



18 LESSON 2: Setting Up a Profile
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FIGURE 2.5 Step 4 lets you choose interests you may want to associate
with your Facebook profile.

After you jump through all the registration hoops, Facebook finally shows
you a customized Welcome page featuring your name (see Figure 2.6).
The first thing you need to do is confirm your email address as prompted
at the top of the page; go check your email. Facebook sends you an email
confirmation. When you open the email message, click the link or cut and
paste it into your browser to finish the registration process. You’ll end up
at the Welcome page, but the confirmation message is now gone.

CAUTION: Depending on your browser setup, the confirmation
process may cause several of the same Facebook pages to open.
Use the newest window and close the others as needed.
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FIGURE 2.6 The Welcome page prompts you to confirm your email
address.

Now that you have an account, you can begin customizing your profile,
searching for people you know, adding your mobile device, and so on. The
next section shows you how to add nitty-gritty data to your profile page.

By the way, now that you’re officially a member, you can log out and in
again using your email address and password at the main Facebook page.
You’ll see boxes (form fields) at the top of the page to enter both these
pertinent pieces of information. You can even tell the site to remember
you so you don’t have to keep typing in the info each time. As for logging
out, you can click the Account menu and click Logout to exit the site at
any time.

Building Your Profile

After you’ve registered on Facebook and navigated the Getting Started
pages, you can start customizing your personal profile right away. A
profile is just a collection of information about you, such as your hobbies
and interests, where you go to school or work, favorite music or television
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shows, favorite quote, and so on. Your Facebook profile is visible to your
friends and anyone on your network. After you complete the registration
process, Facebook starts you out with a bare-bones profile page. It’s up to
you to add the meat.

In the land of Facebook, profiles are for individuals, but pages are for
bands, celebrities, politicians, businesses, and other groups. We focus on
your individual profile in this lesson. To see your profile, just click the
Profile link located in the navigation bar at the top of any Facebook page.
You’ll open a page similar to Figure 2.7.

Wallace

Wal Info +

& Tellus about yourself, begn sditng your orafie below, ®

About Me / an

Add Education and Work Informaton

Contact Information

b
§
F

FIGURE 2.7 The bare-bones profile page.

As you can see in Figure 2.8, the page starts out with several tabs listed at
the top of the page: Wall, Info, and the giant plus sign (which is actually
the “Add a New Tab” tab). There’s also an empty profile picture. Any
information you added in the sign-up process already appears below the
photo area or on the Info tab. To learn how to add to your profile, see the
next section.
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NOTE: A help area, which offers you tips on what to do, might
appear on your screen as you work with your new profile; click
Close to hide the feature.

Adding to Your Profile

Ready to start filling out your profile information? You can click the Edit
My Profile link located under your profile picture area on your profile
page, or you can click the Edit Profile button back out on the Welcome
page, With either method, Facebook takes you to a page where you can
edit your profile’s different categories, similar to Figure 2.8. You decide
what you want to input. You can choose to make a comprehensive profile,
or just dole out little bits of information about yourself. As you can see in
Figure 2.8, profile info is grouped into several categories, as follows:

Basic Information This group of info includes birthday, gender,
hometown, relationship status, and political and religious views.

Profile Picture Click this link to view a page where you can
upload a profile picture to your account. See the next section,
“Adding a Profile Picture,” to learn how to add a photo.

Relationships Use this category to set a personal status, such as
single or married, and list family members in your profile text.

Likes and Interests This category has fields for entering activities
and interests, listing favorite books, movies, and so on.

Education and Work This category includes fields for listing
your education and employment information, such as which school
you attend, where you work, degrees earned, and so on.

Contact Information Use this category to input information about
how to contact you, such as address, cell phone number, website,
and so on.




22 LESSON 2: Setting Up a Profile

P Dasic Information
* pPersonal Information
¥ Contact Information

¥ [ducation and Waork

College Lniversity: Class Year: (¥

Conceniration:
Add Another Concentraton
Remeve Scheol

Add Another School

High Schock: | Marion High Schadl [1380 v/

Remove High School

Add Another High School

ity Town:
Time Period: o] I currently work here.

:Mun'Jl: -‘: :Yel: -‘: to precent.

Add Another Job

FIGURE 2.8 Profile info is grouped into categories.

Click a category to view the form for entering associated profile informa-
tion. To edit any field on the form page, click inside the box and start typ-
ing. Some fields are text boxes; others are drop-down menus with selec-
tions you make. You may notice as you type that Facebook tries to help
you with common words and phrases in a pop-up box that appears. You
can make selections from the pop-up box and insert them immediately, or
you can just ignore the suggestions and keep on typing.

As you make changes to the data in each category, you must click the Save
Changes button at the bottom of the form page to keep your changes. To
forgo the edits, click the Cancel button instead.

When you have finished filling out the profile information, you can click
the View My Profile button at the top of the page.

You can edit your profile information at any time and make changes to
your info or add new info. You can click the Edit link on the Info tab of
your profile or click the Edit My Profile link under your photo. You can
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also find a pencil icon in the upper-right corner of any info area box; click
this icon to return to the category and make changes to the data.

TIP: If you have an account with an instant messaging service, you
can add your screen name or alias to your Facebook page using
the Contact Information category options.

Adding a Profile Picture

You can add a picture to your profile to help people recognize you or gen-
erally add visual interest to your page. Facebook uses your picture as an
avatar, an image that represents you as you interact with other profiles,
groups, and so forth.

If you have a digital image of yourself stored on your computer, you can
quickly place it on your page for all to see. If you don’t have a portrait
photo readily available, you can also insert another type of picture that
represents you, such as your favorite hobby or sport. A profile picture can
be up to 4MB in file size.

You can choose from several options when adding a picture, as follows:

Upload a Picture This lets you upload a picture you have stored
on your computer.

Take a Picture If your computer has a built-in camera, you can
use it to take a picture of yourself to place on your Facebook page.
Just follow the directions.

Choose from Album Use this option if you want to grab a picture
from an existing album you have already placed on Facebook.

Edit Thumbnail This option lets you crop your picture different-
ly, as you see fit.

Remove Your Picture Choose this option to remove the existing
profile picture.

Follow these steps to add a picture stored on your computer:

1. From your profile page, move your mouse pointer over the pic-
ture area until you see the Change Picture link; click the link. (If
you’re back at your special Welcome page, you can just click the
Upload Photo link.)
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2. Facebook displays a pop-up menu of options, as shown in Figure
2.9. Click Upload a Picture.

Felit youir Profile Pichire

T Upload a Picture

[ Take a Picture
@ choose from Album
# Edit Thumbnail

% Remove your Picture

FIGURE 2.9 Use this menu to choose how you want to add a picture.

3. The Upload Your Profile Picture dialog box appears, shown in
Figure 2.10. Click the Browse button.

Upload Your Profile Picture

Selecl animage filke on your wonpuler ($MB max):

Browse... |

FIGURE 2.10 The Upload Your Profile Picture dialog box.

4. The Choose File dialog box opens. Navigate to the image file
you want to use and double-click the filename (or click it and
click Open).

Facebook begins uploading the file. Depending on the file size
and your connection speed, the process may take a few moments.
When the upload is complete, Facebook adds the profile picture
and a Photos tab to the top of your profile page.

TIP: You can add more than one profile picture to your account and
switch between them as the mood strikes you. Facebook stores
your profile pictures in the Profile Picture album. Click the Photos
tab at the top of your profile page and click the Profile Pictures
album to view, edit, and add new pics.
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Adding Something About Yourself

Directly below your profile picture is a link for adding something about
yourself. You can use this feature to add a note about you, share a quip or
motto, pontificate about a subject, or just advertise your latest project. To
fill in this info, simply click the Write something about yourself link.

An empty text box appears. Type in your information (see Figure 2.11),
and then click anywhere outside the box. You can always change the info
again by clicking the pencil icon in the upper-right corner of the box area.

Edit My Profile

"Mature does nothing uselesely,” 4

Aristotle, the Greek Philosopher

FIGURE 2.11 Type in your info, such as a quote or quip.

Viewing Your Wall

One more thing about your profile page as you’re setting things up: You
need to check out your Wall. The Wall is a spot where direct social inter-
action occurs, where you and your friends exchange public messages, and
where you and others can see your Facebook activities. You can view your
Wall by clicking the Wall tab on your profile page. New users to Facebook
see a Wall similar to Figure 2.12. The Wall is relatively empty at first.
First-time users will notice a yellow help box at the top of the Wall
explaining the Publisher feature, and a help area at the bottom of the
screen detailing information about the Wall feature. You can close each of
these areas if desired; just click the associated Close links.

The Wall is a dynamic, scrollable viewing area, keeping track of your
activities and social exchanges. The top of the Wall has a special area for
sharing your status (called “What’s on your mind?”). Officially, Facebook
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calls this feature the Publisher. Below that are some tabs for filtering your
view and the scrollable Wall area itself. As you do more with Facebook,
more entries are added to the Wall. Others on your Friends list or networks
can also view your Wall. You can learn more about using the Wall in
Lesson 6, “Tracking Wall Postings, News Feeds, and Notifications.” For
now, let’s focus on changing your status.

NOTE: You can now create your own personal URL to your Facebook
profile page using a unique username. This new feature is handy if
you want to direct people directly to your page. To create a
Facebook URL, follow this link to set it up: www.facebook.com/
username.

Home  Profde  bad Prends Acount -

Wallace Willard
wall  Info photos 4
This ks your Publisher, Lss [t b post csntent, ke phatos of bris 1o your wal, &

s s o @ 52 (2 41 . 23 ‘
Vatre does noting usslessy,” 4 4, oo -

Artati, the Greek Phiosopher

Information ’ Wallace has no recent posts,

Bt 32 ke

Friends

fiiends

@, Fre progie you ko

e Bk

Your Profile » Wall = Your Wall i & place where you and your frends can post 007 use the Publisher to post for others =
Hep ceenent, such as phatos and messages. f[ tosee.

FIGURE 2.12 Behold, the Facebook Wall. It's a mostly empty area when you
first start using Facebook.


www.facebook.com/username
www.facebook.com/username
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Changing Your Status

One way to let others know what you’re up to is to post a status update.
You can use your status to share a thought, tell people what you’re doing
at the current moment, or mention other points of interest. Anything you
post in the “What’s on your mind?” box appears in the newsfeeds of your
friends, as well as on your own profile page at the top of your Wall.

To change your status, follow these steps:

1. Click in the What’s on your mind? box and type an entry (see
Figure 2.13).

2. Click the Share button.

Facebook adds the status to the top of your profile page (see
Figure 2.14), as well as on your Wall. Others can now respond
with a comment.

As you’re filling out your status, a help box pops up offering help with pri-
vacy settings. By default, the status is viewable by everyone on Facebook
unless you change the privacy setting. To change it, click the lock icon and
choose a setting, such as Only Friends. You can learn more about these
settings in Lesson 5, “Guarding Your Privacy.”

Is trying to figure out Facebook.

Attach: 5 W [ €1

Wallace has no recent posts.

FIGURE 2.13 You can update your status to let people know what you're
thinking or what you’re doing.
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FIGURE 2.14 Facebook adds the new status to your page.

Notice that your status update on the Wall includes a thumbnail size pic-
ture of your profile picture or avatar. You can also add links, photos, and
video clips to your status updates. You’ll learn more about using these fea-
tures in Lesson 6.

TIP: Need to clear your status? Just click the Clear link or Remove
link next to the status entry on your profile page.

Accessing Your Account Info

You can always access your Facebook account info to make changes to
your email address, name (if you get married, for example), password, and
other settings. To do so, move your mouse pointer over the Account menu
at the top of the Facebook page, and then click Account Settings from the
drop-down menu.
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The My Account page appears, as shown in Figure 2.15. To change any
account information in the Settings tab, click the Change link next to the
area you want to edit and then make the appropriate changes.

To return to your profile page again, click Profile at the top of the
Facebook page.

TIP: Learn more about changing account settings, such as privacy
settings, in Lesson 5. Learn how to control notification settings in
Lesson 6.

facebook Wome Brofile Findfriends  Accoust =

My Account

[EE=T0 victworks | motifications | tabile | Language | Payments | Tacebook Ads

Linkad Accounts

Security Question

Privacy manege

Deactivate Account

FIGURE 2.15 The Settings tab lets you change basic account details.

Summary

In this lesson, you learned how to sign up for a Facebook account and how
to begin building your profile page, including adding information and a
photo. You also learned how to update your status and access your account
information. In the next lesson, you learn how to start connecting with
friends.
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LESSON 3

Connecting with
Friends

In this lesson, you learn how to use the Facebook Friends features to con-
nect with friends online. You learn how to find friends, respond to friend
requests, and view and organize your lists of friends.

Finding Friends

Because you can’t really have a social network without friends in some
form or fashion, let’s get started with learning how to connect with people
on Facebook. Many people find themselves invited to join Facebook by
their friends who are already online. If this is the case for you, you already
have some friend connections to get you started. If you’re brand-spanking
new to Facebook, you’ll have to start finding friends from scratch.

Looking Up Friends

It’s easy to look up people on Facebook and establish online connections.
For example, if you want to find an old high school chum or look to see
whether a family member has a profile on the site, you can use the
Facebook tools to perform a search. You can search for friends to your
heart’s content using features found on the Friends page, shown in Figure
3.1. Just click the Friends link on the left side of the Home page to navi-
gate to the Friends page. If you’re a new user, you can also click the Find
Friends link on the navigation bar at the top of the Facebook page.
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e
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FIGURE 3.1 Use the Friends page to locate friends on Facebook or through
your email account.

The Friends page is all set up to help you locate friends through your
email account, to offer friend suggestions if you already have some friends
online, and to search for people by name. If you already have some friend
requests to process, they appear listed at the top of the page. The first
friend-finding option appears under the Find People You Email category,
and it focuses on finding friends based on your email client’s address book
or contacts list. In other words, Facebook checks your email address book
against users’ email addresses on the site and tells you about any matches.
You’ll have to okay access to your email client to perform this task.

NOTE: To search through your contacts or address book, you must
give Facebook the password for the email account. If you're not
comfortable doing this, you might want to forgo this search method
entirely. To learn more about Facebook’s privacy and security set-
tings, see Lesson 5, “Guarding Your Privacy.”

If you’ve already added some friends, the middle of the page lists sugges-
tions based on people you’ve already added to your list. These are typical-
ly friends of friends. As a new user, you won’t see friend suggestions until
you start adding friends. If you do see some listed, you can click the Add
as Friend link beneath a name to invite them to be your friend. This area
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of the page also lists pages you can become fans of, if interested, that your
friends are already supporting.

The bottom portion of the page, shown in Figure 3.2, displays a search
tool you can use to look for specific names on Facebook. There’s also a
tool for looking for connections via your instant message (IM) names.

':{, Search for People G_‘p Find People You IM

messenger buddies into

FIGURE 3.2 You can use the Search for People tools to look for people you
know on Facebook.

To search for someone on Facebook, just click in the text box under the
Search for People area of the page and type in a name; then click the
Search button or press the Enter or Return key. Facebook displays a
results page with any matches, similar to Figure 3.3. Depending on how
common the name is, you may have to scroll through and view each match
to determine whether it’s the right person. If in doubt, you can always send
an email message using the Send a Message link inquiring whether it’s
the person you think you know.

From the results page, you can use the filtering tools at the top and con-
duct a more detailed search based on profile information, such as location,
school, or workplace. Click the Refine Search button to filter the results
page some more based on the criteria you entered.

TIP: To search for AOL Instant Messenger or Windows Live
Messenger buddies, choose a link under the Find People You IM
area of the Friends page. You can look up people you contact using
instant messaging.

You can also conduct a search for someone using the Search field at the
top of the Facebook page on the blue navigation bar. Simply click in the
Search box, type a name, and click the Search button or press Enter
(Return).
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FIGURE 3.3 When you conduct a search, Facebook displays a results page
with possible matches. It's up to you to figure out who exactly you're looking
for.

When you do finally find a friend on Facebook, you can send him or her a
friend request by clicking the Add as Friend link. When you click the
link, a box pops up, as shown in Figure 3.4. Facebook lets you know that
the person will have to confirm you as his or her friend first. You can use
the box to add a personal message to the request. You can also choose to
categorize the friend if you have organized your friends into lists (which
you learn more about later in this lesson). Click the Send Request button
to continue. If you want to send a message, click the Add a personal mes-
sage link.

Add Sherry Gunter as a friend?

sherry will have to confirm that you are fends.

# Add a personal message... Send Request i Cancel

FIGURE 3.4 You have the option of sending a personal message along with
your friend request.
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TIP: When you add a new friend, you can use Facebook’s friend sug-
gestion feature to connect the person to other friends you both
know. This feature is especially helpful if your friend is new to
Facebook. Open the person’s profile page and scroll down a bit
under his or her profile picture to find the Suggest Friends for link;
you might have to scroll halfway down the page to find the link.
Click it to open a box for selecting friends to suggest and send
along to the people you think might be interested in knowing the
new friend.

Next, Facebook then asks you to type in a top-secret code if your account
is fairly new (only brand-new users have to jump through this extra step).
It’s actually just a Security Check box (as shown in Figure 3.5) that helps
to verify you’re an actual person making the request and not a computer.
Type the text and click Send Request. Finally, another prompt box
appears, this time informing you the request has been sent. Click Close.

Add Sherry as a friend?
Security Check

Enter both words below, separated by a space.
Can't read the words below? Try different words or an audio captdha.

me® @

Sick of these? Verify your account.

Text in the hoe:
BT | Cancel

FIGURE 3.5 Type the words you see displayed in the Security Check box
exactly as you see them.

Responding to Friends Who Find You

While you’re busy inviting people to be your friend, don’t forget to look
for friend requests from other people. When you’re the lucky recipient of
an invitation from another Facebook user, it appears on your Home page
as a friend request in the Requests area located on the right side of the
page. Facebook also alerts you with an email if you’ve turned on the
requests feature. In the Requests area of the Home page, shown in
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Figure 3.6, Facebook lists any notifications you have, such as friend
requests or invitations.

Requests See All

X, 2 friend requests

(l_:'e 1 friend suggestion
Eq 1Page suggestion
E# 15 other requests

FIGURE 3.6 Remember to check your requests area for requests and
invitations.

Click the friend requests link to open the Requests page, shown in Figure
3.7, which lists all kinds of requests, including invitations for joining
groups, causes, responding to party invites, game challenges, and more.
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FIGURE 3.7 The Requests page displays a running list of all your current
requests, including new friend requests.

If you’re having trouble remembering who the person is or how you’re
acquainted, you can click the person’s picture to view his or her profile
first, and then decide to add that person as a friend or not. You can also
click the mutual friends link to learn which mutual friends you have in
common. If you’re still having trouble figuring out who the person is, you
can click the Send Message link and fire off an email message—perhaps
to diplomatically authenticate that it’s the person you think it is, or maybe
just to say hello.
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If you’ve organized your friends into lists (which is covered in the next
section), you can choose to categorize the person to a particular list using
the Add to List pop-up menu before you actually confirm him as a friend.

If you decide you’d rather not befriend the person on Facebook, you can
click the Ignore button. This makes the request disappear without
approval.

To process a friend request and make it official, you can simply click the
Confirm or Add as friend button next to the person’s picture, as shown in
Figure 3.7. Facebook immediately adds the person to your Friends list and
gives you the option of viewing his or her profile, as shown in Figure 3.8.

£z, You have no more friend requests.

You are now friends with Wallace. Next, view Wallace's profile.

FIGURE 3.8 Facebook displays this information immediately after you con-
firm a friend request.

Viewing and Editing Friends

After you start accumulating friends on Facebook, you’ll want to view
their profiles from time to time and see what they’re up to online, or check
out their latest photo or video postings. For starters, when you open your
profile page, Facebook displays a random list of friends in a little Friends
box area on the left side of the page. You can click a friend to view his or
her profile. You can also click on a friend listed on the Home page in the
news feed, or you can click on a friend listed on your Wall postings. You
can also open your entire Friends list and access profiles from there, too.
As if this all isn’t enough, you can also choose to filter which friends
appear in your news feed on the Home page. Just look for the Edit Options
link at the bottom of the news feed; click it to open the News Feed
Settings box where you can choose to who to include and who to hide.

TIP: All the box areas on your profile page are editable, including
the Friends box. Just click the Edit button—the button that looks
like a tiny pencil icon—in the upper-right corner of the area and
choose an option. In the case of the Edit box for friends, you can
choose to increase or decrease the number of friends displayed in
the area, or choose to show only certain friends.
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Viewing Friends

To see everyone on your Friends list, click the See All link found in the
Friends box area on your profile page. This opens a page similar to the one
shown in Figure 3.9. If you’re using a Mac or another web browser, it
might open a dialog box instead.

Create New List >
(£ Fired Friends
5 tmte Friends
Add to List ~
O, Browse
[ Phonebook
Add to List =
5, Recently Added
& Recently Updated
Add to List =
Lists
28, Friends
1list +
] rages
28 SMS Subsariptions
Add to List =
o] Famiy
Facebook . Add to List =
‘ Add toList =
Add to List ~

FIGURE 3.9 The Friends list is simply a listing of all your Facebook friends.

To view any friend’s profile in the list, just click the person’s name or
photo. You can use a couple of filters on the left side of the page to filter
the list. You can click the Browse link, for example, to browse friends
based on their network or how recently you’ve added them. If your friends
have added phone information to their profiles, such as a cell phone num-
ber, you can click the Phonebook link and view their contact information.

Organizing Friends into Lists

If you like organization, you’ll love Facebook’s various Friends lists. You
can group your friends into lists, which is particularly useful if you have
hundreds of them on Facebook. For example, you may have a list for fami-
ly and another for close friends, and still another list filled with casual
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acquaintances. Lists can help you keep track of different groups at differ-
ent times, or send out messages to everyone in a group all at once.

If you’re like most people, you probably talk about some subjects with
everybody and other subjects with only those who are close to you. For
example, you may freely express your political or religious views, but not
everyone on your Friends list or network may want to share in those
views. So, you end up having private conversations with some, and more
public conversations with others. You can make sure your separate worlds
don’t collide on Facebook using Friends lists as a tool for communicating
and organizing.

To create a Friends list, follow these steps:

1. From your profile page, click the See All link in your Friends
box (located on the left side of the page), or from the Home
page, click the Friends link in the left pane to display the
Friends page.

2. Click the Create a List button at the top of the page. If you’ve
already created a list previously, you can click the Create New
List button to start a brand-new list.

3. In the Create New List box (see Figure 3.10), type a name for the
new list and press Enter or Return.

4. You can scroll through and click on people you want to add to
the new list, or you can type their names in the field at the top of
the box.

5. When you finish adding friends to the list, click the Create List
button.

After you create a new list, Facebook saves it and displays it on your
Friends page in the left pane area. To view the list, just click the list name.

You can easily add names to a list, or remove names. The list is just for
you; no one else can see your lists. To edit your list, return to the Friends
page and click the list. Click the Edit List button and make your changes.
When you finish, click the Save List button.

To remove a list entirely, display the list and click the Delete List button;
then click Delete List from the box that appears.
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FIGURE 3.10 You can use the Create New List box to whip up a specialized
list of Facebook friends.

You can use Facebook’s emailing features to email everyone on a list all at
once. To learn more about sending messages in Facebook, see Lesson 7,
“Communicating Through Facebook.”

Un-Friending Friends

As your Friends list grows, you may encounter an occasion in which you
want to “un-friend” someone. For example, if the person turns out to be a
notorious spammer or you have a falling out of some kind, you can
remove the person from your list, or perhaps you want to pare down your
list to just people you actually know in some way. There’s no official dec-
laration of this action; however, if your friend goes looking for you in her
Friends list, your name won’t appear anymore.

To remove a friend, display his or her profile page and click the Remove
from Friends link located near the bottom-left area of the page. A prompt
box appears, as shown in Figure 3.11. Click the Remove From Friends
button to finalize the removal.
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FIGURE 3.11 A friend removal action is permanent.

There’s no undo button for a friend removal. If you do want to “re-friend”
them again at a later time, you’ll have to beg them to be your friend again
through a friend request.

TIP: What about when someone un-friends you for no good reason?
When you discover you've been un-friended, try not to take it per-
sonally. Sooner or later you're bound to encounter someone in your
group who gets angry and goes on a tirade un-friending people, like
a relative on the warpath or a vengeful coworker. It might even hap-
pen by accident. Just shake it off and keep enjoying the more “sta-
ble” friends you have left.

Joining a Network

One of the easiest ways to start connecting on Facebook is to join a net-
work. On Facebook, a network is an online community to which you
belong. Colleges and universities, high schools, companies, and organiza-
tions can all be networks on Facebook. When you join a network, anyone
else on the network can view your profile (unless you change your pro-
file’s privacy setting).

When joining a network, such as a school or workplace, you are required
to have a working email address through the organization in order to sign
up on their network. To join a network, follow these steps:

1. Click the Account drop-down menu on the navigation bar at the
top of the Facebook page, and then click Account Settings.

2. From the My Account page, click the Networks tab. Facebook
displays any networks you’ve joined listed on the left and a field
on the right for joining a network, as shown in Figure 3.12.
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FIGURE 3.12 Use the Networks tab on the My Account page to join
networks.

3. Under the Join a Network area, click in the Network name box
and start typing the workplace, city, region, or school name.

If Facebook recognizes the entry, it displays a list of possible
matches. Click one to join.

4. Type the associated email address when prompted.
5. Click the Join Network button.
After you join a network, it’s added to the list on the Networks tab. You

can use the associated links to change your network region or leave the
network entirely if you no longer want to participate.

TIP: If you don’t see a network for your area or company, you can
contact Facebook and ask them to create one.

Summary

In this lesson, you learned how to join a network, look for friends on
Facebook, and respond to friend requests. You also learned how to view
your Friends list and organize your friends into other lists. Finally, you
learned how to “un-friend” a friend. In the next lesson, you learn how to
use Facebook’s Help Center and find some tips about how to behave your-
self on the website.



LESSON 4

Finding Help with
Facebook Services and
Etiquette

In this lesson, you learn about Facebook’s terms of service, what to expect
with the social do’s and don’ts of using Facebook, and how to find help
with the website.

Understanding Facebook’s Terms
of Service

Facebook operates under the guidance of a set of values, goals, and rules
for how the site works and how users interact. These guidelines are impor-
tant for the general well-being of its members and for the smooth and
seamless functioning of the site. When you sign up for Facebook, you’re
agreeing to uphold and follow their terms of service. If you’re like most
people, however, you didn’t take the time to read all the legalese and fine
print. In a nutshell, the terms of service are broken down into several cate-
gories, such as privacy, information sharing, safety, account security, and
topics along those lines.

You can read the terms yourself by scrolling to the bottom of any
Facebook page and clicking the Terms link. The link always sits at the
bottom of a page, along with links to Facebook’s Help Center page and
privacy principles. When you click the Terms link, Facebook opens a page
detailing a statement of rights and responsibilities, as shown in Figure 4.1.
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FIGURE 4.1 Facebook’s terms of service page.

You can certainly take time to read all the fine print, but if you just want a
quick overview, here are a few details about the terms:

Privacy Facebook promises to do their best to keep your informa-
tion private or at least disclose to you if they share it with others. It’s
up to you to control your own privacy settings, however. (Learn
more about changing privacy settings in Lesson 5, “Guarding Your
Privacy.”)

Sharing content and information You’re the owner of the con-
tent and information you post on Facebook. However, by posting it,
you're giving Facebook permission to use any content covered by
intellectual property rights (kind of a license to use the content until
you cancel your account).

NOTE: Keep in mind that if you delete content or even your entire
Facebook account, much of that content still resides somewhere on
the servers. For this reason, do not post content that you do not
want others to access or control.
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Safety Under this broad category, you cannot collect information
from other users, send spam, upload viruses, solicit login informa-
tion from others, bully other users, or use Facebook for illegal pur-
poses. In other words, behave yourself.

Content You cannot post content that is hateful or threatening to
others. You cannot post pornographic material, or nudity of any
kind. You’re also not allowed to post anything featuring gratuitous
violence. This terms of service category is basically about using
common sense and being a good citizen, conducting yourself in a
way that would make your parents proud.

Account security You cannot supply Facebook with false or out-
dated information, and it’s up to you to keep your password safe and
prevent unauthorized access. You cannot use Facebook if you’re
under 13 years of age. You cannot use Facebook if you’re in a coun-
try that is currently under embargo. If you’re a convicted sex offend-
er, you're not allowed on Facebook.

So what happens if you violate the terms of service? Facebook has the
right to terminate your account for any misdeeds, misconduct, illegal activ-
ities, and so forth. They can remove questionable content you post if it
violates the terms of service. Basically, you’ll get in trouble if you don’t
play nicely with others. Most of us learned this concept early on. However,
there’s always someone out there looking for trouble. If you encounter
such a person, you can report them on Facebook (as discussed more fully
in Lesson 5).

If you’re interested in reading more about Facebook’s privacy policies,
such as exactly what information is collected from you and shared, click
the Privacy link at the bottom of any Facebook page. You can also get to
the page by clicking the Privacy Policy link found amid the terms of ser-
vice information.

Like many large-scale websites, Facebook’s terms and privacy policies
change over time. You can always revisit the terms of service and princi-
ples pages to read up on the most current rules and regulations.
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Facebook Etiquette

As you can probably guess, anytime you throw together a bunch of people
from diverse backgrounds, ages, experiences, political leanings, religions,
and computer proficiency, things happen—expectations differ, assumptions
are made, worlds collide. Just like interacting in the real world, interacting
in the online world takes some skill and diplomacy. Sure, you might have
joined Facebook just to have fun with your friends, but maybe your ver-
sion of fun differs from the people you have assembled on your Friends
list. So what are the social do’s and don’ts of using Facebook?

There’s no real guide to interacting other than your own common sense
and intuition. As in real life, in online life, the golden rule still applies:
Treat others as you want to be treated. If you’re looking for a few tips any-
way, here they are.

Facebook Do’s

Do be tolerant of others, particularly when you get friend requests
from people you don’t immediately recognize or know. They may be
looking for someone with the same name. If you don’t want to
respond, just ignore the request.

Do set your privacy settings to the levels in which you feel comfort-
able and safe. By default, many of the privacy settings are set for
everyone to see your profile information and other postings. It’s a
good idea to adjust these settings to include just your friends. (See
Lesson 5 to learn more about Facebook settings.)

Do report threatening behavior or inappropriate postings. Facebook
takes this sort of thing very seriously. You can visit the Help Center
page to find a report feature.

Do be considerate of other people’s feelings. Communicating elec-
tronically is often a challenge because people can’t see your face or
hear the tone of your voice. Remember this when posting on Walls
and making comments.

Do reply to Wall comments and personal messages when applicable.
It’s mannerly to at least acknowledge people who attempt to com-
municate with you.
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Do keep your Wall postings civil and free of foul or questionable
language. Remember, that person’s other friends see your comments
(perhaps even that person’s mother).

Do choose an appropriate profile picture. Tacky or questionable pic-
tures are not the way to go unless that’s really the message you want
to convey to friends, family, coworkers, or your boss.

Do use your head about what information you share on Facebook
and how you conduct yourself. When it comes to the issue of saying
too much online, let discretion be your first instinct. It’s always bet-
ter to say too little than too much.

Facebook Don’ts

Don’t think of your Friends list as a competition to see who has the
most. It’s not. Quality over quantity is the best approach. If you’re
sending friend requests right and left to people you don’t intend to
know, you’re in this for the wrong reasons.

Don’t give out your personal information unless you really know the
person. And when you do share personal information, do so via pri-
vate email messages, not the public forum that is the Facebook Wall.
Always be cautious about sharing personal or confidential informa-
tion—never give out your information to someone you don’t know.

Don’t irritate people with your postings. Keep in mind that not
everyone wants to hear about your pet rabbit every single hour of
every single day.

Don’t annoy people with too many “pokes” or other application
actions. It’s fun the first time, but over and over again all day is too
much. (See Lesson 12, “Adding Applications,” to learn more about
applications.)

Don’t use Facebook as a tool for revenge, bullying, or threats. Such
activities will get you kicked off faster than a speeding bullet.

Don'’t feel obligated to befriend everyone on Facebook. If you don’t
want a particular person snooping around your profile, you can deny
his or her friend request.

Don’t share company information online—that’s a big no-no.
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Don’t make your romantic break-ups and get-togethers public
knowledge. Save that sort of information for private forums.

Don’t lower your guard just because you’re with “friends” on
Facebook. Accounts can be hijacked, and shared links can take you
to questionable places or encourage you to download files that turn
out to be viruses or malware.

Finding Help with the Help Center

You may encounter times in which you need a little extra help with your
Facebook experience—for example, if you’re having a technical issue with
your account or want to know more about a particular feature. Check out
the Facebook Help Center for answers. The Help Center, shown in Figure
4.2, is just a click away. To view the page, click the Help link at the bot-
tom of any Facebook page. You can also click Account on the navigation
bar at the top of the page and click Help Center from the drop-down
menu that appears.

i Using Facebook Help Center m

B2 Cames and v

Using Facebook Mew privacy features

Macked accoents and spam

iy 17 vo bekeve: yeus nccount b b
hacked or phishes!, please fice this
Ik

FIGURE 4.2 Visit Facebook’s Help Center page when you need help.

The upper-left corner of the Help Center page organizes content into sever-
al categories, as outlined here:
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Using Facebook Lists topics for Facebook usage, such as Friends,
Networks, Profile, and so on. This is the main Help Center page.
Click this link whenever you want to return to the main page.

Games and Apps Lists topics for Facebook’s main applications
and third-party developers you’ve added to your profile. Click a link
to visit the app’s support page.

Help Discussions Lists links to common Facebook topics and cur-
rent discussions or questions asked by other Facebook users.

Getting Started Displays tutorial content about how to get started
using Facebook, such as finding friends, setting up a profile, and
exploring the site.

Safety Lists safety topics for using Facebook and how to keep
yourself secure online.

Click a category to view more links.

The main Help Center page groups help topics into sections. To read more
about a topic, just click it to open a page with more details. If you don’t
find the answer you’re looking for, try clicking another topic.

To look up a topic, click in the Search box at the top of the Help Center
page, type in the word or phrase you want to look up, and press Enter or
click the Search button.

Click the Getting Started link to view tutorials (see Figure 4.3). You can
read to learn more about finding friends, setting up a profile, and exploring
the website.

Be sure to visit the safety content to view information about Facebook’s
safety policies and how to keep yourself online. The info includes a list of
frequently asked questions, tips for parents of children on Facebook, and
links to other sites offering safety information.
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FIGURE 4.3 You can find some tutorials about using Facebook on the
Getting Started tab.

TIP: If you're still having trouble finding help, try one of the many
Facebook-centric blogs outside of Facebook, including http://blog.
facebook.com or www.allfacebook.com. If you're an advertiser on
Facebook, the Inside Facebook blog is worth checking out at www.
insidefacebook.com. If you're having a technical issue, try the
People-Powered Customer Service for Facebook board at http://
getsatisfaction.com/facebook.

Summary

In this lesson, you learned about Facebook’s terms of service, a few tips
for following proper social networking etiquette, and how to find help in
times of trouble using Facebook’s Help Center pages. In the next lesson,
you learn how to use the privacy settings to control who has access to your
information.
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LESSON 5
Guarding Your Privacy

In this lesson, you learn how to protect yourself on Facebook by logging in
more smartly, changing your privacy settings, and learning how to keep
yourself safe.

Understanding Privacy and
Security Settings on Facebook

Privacy and security are the number-one concerns on the Internet, and are
particularly relevant in the world of social networking. Identity theft is
growing daily, and spammers lurk behind every website trying to nab your
email address. It’s more important than ever to guard yourself online.
Along with these dangers, a social networking site like Facebook also
throws in the risks of humiliation, embarrassment, and criticism if you end
up posting information you’re not supposed to or revealing far too much
information to the wrong people. So, how do you begin to protect yourself
and still network freely?

The reality is anything you post on Facebook has the potential to be pub-
licly available. This includes your picture and your profile information,
such as political views, relationship status, and so on. Facebook does do
all it can to protect your personal information, but things happen, hackers
can attack, and so on. It’s easy to think that only people you allow to be
your friends on Facebook can view your info, but that’s not the case. There
are ways of finding someone’s profile on Facebook. Potential employers,
law enforcement, teachers, and anyone else determined to do so can find a
way to see your profile. If your privacy settings are lax, even a simple
search engine can access your profile.

Companies and third-party developers that partner with Facebook can also
access your information when allowed. Per Facebook’s policy, advertisers
who sell products on Facebook can access your information, so it’s up to
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those companies to also safeguard the info. Hundreds of third-party appli-
cations are available on Facebook, and to make use of them, you must
allow them access to your information. In doing so, there is the potential
for unscrupulous third-party developers to misuse your data. Because
you’ve allowed them access to the info by adding the application to your
account, there’s not much Facebook can do about it.

The bottom line is it’s up to you to take steps to protect yourself.
Thankfully, you can pursue some strategies to help battle privacy and secu-
rity breaches, and stop them before they ever occur.

Pursuing Protection Strategies

Despite the possibilities for exposure and risk, don’t let the fear of privacy
and security keep you from enjoying your Facebook experience. You can
keep yourself relatively safe just by following a few simple practices:

» First and foremost, use common sense when participating in any
online endeavor. If something seems risky, it probably is. If
someone from your Facebook network emails you about a get-
rich plan, you can be sure it’s a scam, so don’t take the bait.

» Never give out personal or sensitive information in a public
forum. For example, don’t post your cell phone number so that it
can be read in everyone’s Facebook news feed. You're just asking
for trouble.

» If Facebook users stalk you or harass you, you can block their
access to your profile and report them to Facebook.

» Although the profile information form (see Lesson 2, “Setting Up
a Profile”) has places for it, you’re not required to place personal
information of any kind in your profile. For example, if you don’t
feel comfortable adding your home or work address and phone
numbers, don’t do it. You can share this type of information
through a private email on a “need-to-know” basis.

» If you’re worried about spammers, consider using a free email
address from a site like Google or Yahoo! for your Facebook
account. This can help you protect your main email address from
unwanted exposure.
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» Always be leery of links to sites outside of Facebook that come
to you via friends. Make sure the site is legitimate before giving
out information. Phishing, the practice of tricking people into
revealing sensitive data, is widespread, but you can usually spot
these threats by their poor grammar and typos, so keep your eyes
peeled.

» Even though Facebook advocates honesty, people aren’t always
what or who they seem to be online. Be skeptical, cautious, and
vigilant when it comes to meeting new people online.

» When it comes to deciding whether to post something, just ask
yourself if your mom or your employer would be comfortable
with it. For example, do you really want your mom or your boss
to see a picture of you at that wild party last weekend? Better to
err on the side of good judgment when it comes to your personal
information and pictures.

» Finally, make use of the controls Facebook offers to help you
stay safe on the site. Why let useful privacy control settings go to
waste?

The rest of this lesson shows you practical steps you can take to protect
your privacy and security on Facebook.

Controlling Account Access

The best way to control your Facebook account is to use some smart login
practices. When you log in to your account from the top of the main
Facebook page, shown in Figure 5.1, you have the option of checking the
Keep me logged in check box. This feature tells Facebook to keep you
logged in until you decide to log out using the Logout link. Although this
might seem like a handy way to avoid typing in your ID and password
each time you access your account, it’s actually a problem if you’re using
Facebook on a shared computer. For example, if you’re using a computer
at a public library, school, or workplace, other users access the computer
after you. If you forget to log out, the next user at the computer can access
your account. In other words, you’ve left the door to your information
wide open.
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FIGURE 5.1 Facebook’s login page.

TIP: Worried about a breach with your Facebook account? You can
reset your Facebook password with just a few quick clicks. Good
passwords always include a combination of letters, numbers, and
symbols. To reset a password, click the Account menu and click
Account Settings to open the My Account page. Click the Settings
tab, and then click the Change link next to the Password option.
Type your old password, type a new password, and retype the new
password again to confirm it. Click the Change Password button to
finish the procedure.

To prevent unwanted access, make sure the Keep me logged in check box
is deselected when you log in to your account. Second, always log out of
the site when you’ve finished by clicking the Account menu on the navi-
gation bar at the top of any Facebook page and then clicking the Logout
option.

Customizing Your Privacy
Settings

By default, the Facebook privacy settings are often set to their lowest lev-
els unless you specify otherwise. For example, your photos are automati-
cally viewable by everyone on Facebook when you publish them unless
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you change the setting. You can quickly turn some controls on or off using
the Facebook Privacy pages. Log in to Facebook and click Account at the
top of the Facebook page, and then click the Privacy Settings option from

the pop-up menu that appears (see Figure 5.2).
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FIGURE 5.2 Access privacy settings through the Account menu.

Facebook displays the Choose Your Privacy Settings page, similar to
Figure 5.3. The page features links to controlling privacy settings for your
profile, how you appear to others in Facebook’s search tools, contact infor-
mation, applications and websites, and a member block list.

FIGURE 5.3 The Choose Your Privacy Settings
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Controlling Basic Directory Information

Some information that’s associated with your Facebook account is always
public, such as your name, profile picture, gender, and network. Facebook
has made this information automatically public so it’s easy for others to
find and connect with you. It really wouldn’t be a social network without
this very important aspect of “social” activity. However, you can control
other basic information and functions, such as how friend requests are han-
dled and whether your hometown is visible to everyone or not. To exert
some control over basic directory information, you can open the Basic
Directory Information page, shown in Figure 5.4. From the Choose Your
Privacy Settings page, click the View settings link listed under the Basic
Directory Information heading.

Choose Your Privacy Sellings  Basic Directory Information
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FIGURE 5.4 The Basic Directory Information page.

As you can see in Figure 5.4, you can control your overall visibility on
Facebook, how friend requests and private messages are sent to you,
whether others can see your friend list, and visibility for work or education
information, current city and hometown, or specified interests and Pages.
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To start setting privacy levels, just click a drop-down menu next to the
option you want to set and choose a level. The levels available vary based
on the option:

Everyone The most open level of privacy, allowing anyone on
Facebook to view the information.

Friends of Friends Only friends and friends of friends can view
the information.

Friends Only Only people you’ve friended on Facebook can view
the information.

Customize Enables you to customize exactly which friends can
view or not view the information. See the next section to learn how
to use this feature.

Unlike other areas of Facebook, you don’t need to save your new privacy
settings. They’re set as soon as you make your selections on the page.

After changing your privacy settings, you might want to see what others
see when they look at your profile and find out if things look as private as
you think you’ve set them to be; click the Preview My Profile button at
the top of the page and type a friend’s name. When you complete the name
or select it from the list that appears, Facebook shows you what that par-
ticular user sees on your profile. You can click the Back button on your
browser window to return to the Profile Information page again and
change what appears on the profile page.

To return to the main Choose Your Privacy Settings page again, just click
the Back to Privacy button at the top of the page.

TIP: If you're worried about people seeing your picture on your
Facebook profile, consider using an image other than an actual
photo of you. For example, you might use a picture related to your
hobbies or interests instead. Visit Lesson 2 to learn more about
adding and changing a profile picture.




58 LESSON 5: Guarding Your Privacy

Customizing Shared Information

The Choose Your Privacy Settings page (refer to Figure 5.3) displays a
table in the middle of the page detailing the settings for information you
share on Facebook, such as your status updates, bio, or email address. To
edit which bits of information from your profile are shared online, click
the Customize settings link. Facebook opens a Customize settings page,
shown in Figure 5.5. You can use the options on this page to control who
sees the things you share on your profile and the things other people share
with you, such as Wall postings and tags.

To change a privacy level, just click a drop-down menu next to the option
you want to set, as shown in Figure 5.5, and choose a level: Everyone,
Friends of Friends, Only Friends, or Customize. These are the same
four settings described in the previous section, and they are commonly
used throughout Facebook.

Choose Your Privacy Sellingss Cuslomize sellings
| 4 Back to Privacy | Preview My Profile

Customize who can see and comment an things you share, things on your Wall and things you're tagqed in.

Thimgs I share Pusts by me & Friends of Friends
Family 8 rrends of Fricnds -
Relationships & Fricnds of Fricnds ~
Interested i and koking for B Friends of Friends ~
Bio and favorite quotations @ Friends of Friends =
Website & Friends of Friends ~
ieligiaus and political views @ rriends of friends v
Birthday & rricnds of Fricnds +

Edit album privacy for exsting photos.

Things athers share Phatos and videas I'm tagged in B Fricnds of Fricads v

* Chat [0
Can comment an nosts. ﬂ-.--ni.n-.l._l ot (9)

FIGURE 5.5 The Customize settings page lets you control what information
is shared on Facebook.
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When you select the Customize option, a dialog box similar to Figure 5.6
opens. To limit who sees the info, click the These people drop-down menu
and choose Specific People, and then start typing out the names to
include. To hide the info, click inside the These people field and type the
names of those you want to exclude. Click Save Setting to save your
changes.

+# Make this visihle tn

These people: | [Ril=u=ERe0 -

# Hidc this from

These people: | Enter a Name or List

[soveseuny [[00

FIGURE 5.6 The Customize Privacy dialog box lets you specify exactly who
can and cannot view your info.

To return to the main Privacy Settings page again, just click the Back to
Privacy button at the top of the page.

Controlling Contact Privacy

You can find privacy settings for contact information listed among the
Customize settings. Reopen the Customize settings page again (click the
Account menu at the top of the Facebook page, click Privacy Settings,
and then click the Customize settings link). After you’ve opened the page,
scroll down to find the Contact information options, as shown in Figure
5.7. You can click a drop-down menu and choose a privacy setting for each
contact item. You can choose from the same four levels: Everyone,
Friends of Friends, Only Friends, or Customize.

It’s up to you to decide how much of your data is viewable. Take time to
look through all the settings and choose which levels best suit your
Facebook usage. To return to the main Privacy Settings page again, just
click the Back to Privacy button at the top of the page.
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Contact information

Heligicus and roltical views

Birthday

Photas and videos I'm tagged in

Can comment on pasts
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FIGURE 5.7 Use the Contact Information options to control who can view
your contact information.

Controlling Applications, Games, and

Websites

Applications and games are add-on programs that work with Facebook.
They come in a wide variety of types and functions, from the serious to
the silly. Some applications, or apps for short, are part of your Facebook
account by default, such as the Notes and Photos applications. We cover

applications in greater detail in Lesson 12, “Adding Applications,” but as it

relates to privacy, let’s talk about how to control them a bit here so you’re
better informed when more apps start crossing your path later.

Here’s a fact: Most of the applications and games you add in Facebook
access your profile information. You typically can’t use an application
unless you allow this. Sounds logical, yes? But did you know that applica-
tions your friends allow access to can also access information about you
just because you’re their friend? Sneaky, eh? You can de-authorize this
access using the Applications, Games and Websites page as part of the
Facebook privacy settings. You can also control what types of information
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are shared. To find your way to application privacy settings, click the Edit
your settings link located under the heading Applications and Websites on
the Choose Your Privacy Settings page. The Applications, Games and
Websites page, shown in Figure 5.8, offers several options:

What you’re using Lists all the applications, games, and websites
you’re using with Facebook. You can remove apps or turn them off
using the options listed here.

Game and application activity Control who can see your game
and application activity on newsfeed posts.

Info accessible through your friends Control what information is
shared from your profile when your friends use Facebook-enhanced
applications and related websites.

Instant personalization Turn on or off personalization shared
with Facebook’s partner sites, such as Docs.com or Yelp, when your
friends use them.

Public search Enable or disable public search controls regarding
your profile. Although technically this isn’t related to apps and games,
it is sort of related to website searches, so the option appears on this
page. Learn more about this privacy setting later in this lesson.

activity

Choose Your Privacy Settings- Applications, Games and Websites
4 Back to Privacy

What you're using Youlre using 20 appications, games and websites, indudng:

=B yMia®
Yok B @

Game and application Wha can see your recent actity on ther games and applications 8 Friends Only ~

dashboards,

Info accessible through your  Control what nformation i avalsble 1o sppbeations s websies Edit Settings

when your friends use them.

Tastant persanalization Lets you see relevant information about your friends the moment Fdit Settings

Yo srive on velect partrer websites.

Public search Show a preview of your Facebook profile when people look for you Edit Settings

usng a search engne.

FIGURE 5.8 The Applications, Games and Websites page lets you control
what information applications and partner websites can access.
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To control individual applications themselves, you must visit the
Application Settings page, shown in Figure 5.9. To find your way to this
page, click the Account menu link at the top of the Facebook page and
then click Application Settings. By default, the page lists applications
you’ve recently used. To view more or fewer, click the Show drop-down
menu and choose what you want to see listed.

Apphcation Seltings - Authorized

Displaying 28 appheations you have suthorized, show: | Authorized L%
v Applications on Facebook
B Addicted to rirefly
BB pddicted to Lost
Q1 Ads and Pages
E3 sirthday Calendar

# Compare People

[ Fuents
{8 sifts

9 Goodreads Books

R, GroupCard Edit Settngs

(1] Groups Edit Settings Profie

B Know-1t-All Trivia

% ukeness

#1l Links Edit Settngs

Markertplace Edit Settngs Profie x

FIGURE 5.9 The Application Settings page keeps a running list of your
Facebook applications.

From the list of applications, you can edit the settings, read more about the
application itself, or remove it entirely:

Click the Edit Settings link to open a dialog box of controls for the
application where you can further fine-tune how the app works with
your information.

Click the Profile link to open the app’s profile page and view its
information.

To remove an application entirely, click the X button at the far-right

end of the application listing and click Remove. You’ll be prompted
when the process is over; click Okay.
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To learn more about applications and how they work in Facebook, see
Lesson 12.

Controlling Searches

You can also use Facebook’s privacy settings to control who can see your
search result in Facebook and through search engines on the Web. The
option for controlling public searches is tucked away in Faceook’s
Applications, Games and Websites page. To get there from the Choose
Your Privacy Settings page (refer to Figure 5.3), you can click the Edit
your settings link listed under the Applications and Websites heading.
Next, click the Edit Settings button next to the Public search option. This
opens the Public Search page, shown in Figure 5.10, where you can
choose to enable or disable your visibility on Facebook searches.

Choose Your Privacy Settings- Public Search

4 Back to Applications.

Public search Publc search controts whether things you've speafically chosen to share with everyene show up in searches on and
aoff Facehaok. Tt also controls whether people who enter your name in a search engine will see a preview of your
Facebook profie. See preview

[ tnable public search

FIGURE 5.10 The public search option lets you control who can see your
search result on Facebook and outside of Facebook.

Blocking People

The final option to cover under Facebook’s privacy controls is how to
block other Facebook members. Click the Edit your lists link listed under
the Block Lists area on the Choose Your Privacy Settings page to open the
Block Lists page, shown in Figure 5.11. This particular feature is used to
block someone from bothering you or accessing you on Facebook. When
you block users, they can no longer see your profile information or interact
with you through Facebook features. This also means you can no longer
see them on Facebook either. Blocking them only knocks them out of con-
tacting you in Facebook. Outside of Facebook is another matter.
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Choose Your Privacy Settings- Block Lists
1 Back to Privacy

Block users Once you block someone, that person can no knger be your friend on Facebook or interact with you (except within
appications and games you both use),

MHame: Block This User
Emaik Block This User
Block application invites Once you block appication iwites from someons
friend. To bledk imvites from a speafic friend, dick the Tgnere All Lnvwates F

request,

Black invites from:

FIGURE 5.11 Use the Block People area to block other Facebook mem-
bers.

To block someone, just type his or her name in the text box and press
Enter (Return) or click the Block This User button. This opens the Block
People dialog box. Simply identify the correct person you’re blocking,
click the Block button next to their name, and the deed is done. The
blocked user’s name is added to the Block Lists page. You can add more
people to the list, or even block them based on their email address instead.

You can also use the Block Lists page to block application invites. For
example, if your friend is constantly inviting you to play FarmVille or
Mafia Wars, you can stop all the application invites from that friend,
including FarmVille and whatever other apps the friend is freely sharing
with you. Just type your friend’s name in the Block invites from field.

Reporting Abuse

Facebook tries to maintain a safe environment, but like the real world, the
online world is often fraught with illegal, offensive, and inappropriate
material and conduct. Nudity, pornography, harassment, hate speech, and
unwelcome contact is against the rules. If you spot something along these
lines, you can report it to Facebook. To contact them directly, you can
email abuse@facebook.com, and they’ll look into the problem. In addition
to this route, you can find Report links scattered throughout the Facebook
pages. You can click a link to report a problem. For example, if you
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encounter a pornographic picture in someone’s photo album, you can click
the Report This Photo link.

You can check out Facebook’s Security page for more help with question-
able material and conduct and how to find help. To access the page, click
the Help link at the bottom of any Facebook page to open the Help Center,
and then click the Security link to view related links. You can also click
the Account menu at the top of the Facebook page and click Help Center
to find your way to the security info.

TIP: Anytime you want to refresh your knowledge of Facebook’s
terms of service, click the Terms link at the bottom of any
Facebook page. This opens a page with information, links to privacy
settings, and so on.

Summary

In this lesson, you learned all about Facebook’s privacy settings and how
to keep your data safe while using the website. In the next lesson, you
learn how to work more with news feeds and manage your scrolling Wall.
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LESSON 6

Tracking Wall Postings,
News Feeds, and
Notifications

In this lesson, you learn how to keep track of news and activities on
Facebook. You'll learn how information flows on the site, and how to man-
age your Wall, news feed, and notifications to keep abreast of the latest
information.

Understanding Facebook
Information Flow

As a social networking site, Facebook acts much like a broadcasting ser-
vice, sharing news about its members wherever they are. However, rather
than tuning in to see general news about everyone on the site or stories
selected entirely by Facebook, your news is narrowed down to just the
people you know—your friends, family, coworkers, or colleagues. The
news that is shared, whether it’s status updates, photos, or the latest group
someone joined, is referred to as stories on Facebook. This news is also
called feed stories, stream, or news feed stories. The information that
appears on the Home page is a constant stream of stories about the activi-
ties and pursuits of your friends. The official name for this is news feeds,
so that’s what we’ll call it, too. The stories that appear on your profile are
referred to as mini-feeds because they’re all about you.

For example, anytime you post a status update on your Wall, it’s a story on
your mini-feed—information dedicated to you. When your friend shares a
photo, for example, it appears on his Wall as a mini-feed about him. Out
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on the Home page, both stories may appear listed as news feed stories
where other friends you both know can see.

What exactly constitutes as news on Facebook, you may wonder?
Anything you do on the site is considered a story. If you join a group, for
example, or share a link, it appears as part of your mini-feed, and might
even potentially be listed in the main news feed. If you don’t want to share
all your Facebook activities, you can turn off some of this through your
privacy settings. (See Lesson 5, “Guarding Your Privacy,” to learn more.)

Another part of this ongoing stream of broadcasting is a Facebook feature
called notifications. Notifications are messages from Facebook telling you
about something that happened on Facebook involving you somehow, such
as being tagged (pointed out) in a photo or if someone wrote on your Wall.
Typically, these notifications are emailed to you or sent via your mobile
connection. On Facebook, they appear on the Notifications pop-up list.
Unlike mini-feeds that are generated by you, or news feeds that detail the
activities of others, notifications involve you indirectly.

Let’s get down to the nitty-gritty details of how to manage your mini-
feeds, news feeds, and notifications.

Managing Your Wall

The Wall on your profile page is your public forum for communicating
with your Facebook friends and they, in turn, with you. The Wall is a big
part of your profile page, located smack-dab in the middle of the page.
You can use your Wall to share comments and musings, photos and
videos, links to interesting sites, and more. Anytime you update your sta-
tus, the information appears on your Wall. Friends who view your page
can also write on your Wall, or comment on your existing postings. This
ongoing spot for social commentary is essentially a mini-feed of news
focused solely on you. The news items you post on your Wall, whether it’s
text or links or photos, are interchangeably called stories on Facebook.
Figure 6.1 shows an example of a typical Wall. The Wall appears by
default when you display your profile. If, by chance, you’ve clicked anoth-
er tab on your profile page instead, you can click the Wall tab to return to
the Wall view at any time.
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Sherry ate too much for dinner, AGAIN.
wall info Photos Roxes Flalr Notes » o+
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Sherry Alas, poor Squeaky the Chicken Is ne
ﬁ mare,

Friends ¢ e
104 friends See M #
Lifee on the farm isn't as romantic as it
might seem, huh?
sbout a minute aga - Delete

FIGURE 6.1 Use the Wall to share information, such as what you're currently
doing, postings of your favorite video clips, and more.
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As you add new information onto your Wall, previous postings scroll
down to make room for the latest items at the top. You can use your
browser window’s scrollbar on the right to scroll up and down your Wall
stories. Based on how much you or your friends add to your Wall, the
postings may change hourly, daily, or weekly. You can use the Older
Posts link at the bottom of your Wall to view older postings. The more
you log in and interact on Facebook, the more activities show up on your
Wall. You can do lots of things to work with and manage your Wall. This
section shows you how.

TIP: You can adjust privacy settings for your Wall and news feed
activities. Move your mouse pointer over the Account link at the
top of the Facebook page and click Privacy Settings. This opens
the Choose Your Privacy Settings page, and you can click the
Customize Settings link under the Sharing on Facebook informa-
tion to change Wall postings. To control Wall postings, check out
the Posts by Me, Friends Can Post on My Wall, Can Comment on
Posts, and Can See Wall Posts by Friends options and set them the
way you want for your profile Wall.
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Updating Your Status

To post something on your own Wall, fill out a status update and share it.
Essentially, this creates a story on your page. Click in the text box at the
top of your profile page, as shown in Figure 6.2, where it says something
like “What’s on your mind?.” In previous versions of the Facebook inter-
face, the box had different titles. The name or text may change at anytime,
but the intent remains the same: to share something that you’re thinking or
doing, some random remark, observation, or witty thought. Type out your
status update, and then click the Share button to post it on your page.
Facebook adds the information to your Wall, as well as to the news feed
that appears on your Home page and your friends’ Home pages.

Wall  Info  Photos  Boxes  Flair  Notes 2 +

Attach: T3 W0 [ 1 ~ 8-

FIGURE 6.2 Use the status update box to post an update about what
you're doing or thinking.

TIP: You can also fill out the update box on your Home page to
update your Facebook status. When you click in the box, additional
buttons appear for adding photos, video, events, or a link.

The update box is technically known as the Publisher. When you activate
the What’s on your mind? box, which you can do just by clicking inside
the field, you can use the additional buttons below the field for sharing a
link, photo, event, or video along with your comment text. If you have
other applications loaded, you can click the arrow button at the end of the
row of buttons and add an application action to the comment, too. If you
click the Link button, for example, you can add a link to another web page
to share along with your comment. To learn more about sharing links, see
Lesson 7, “Communicating Through Facebook.” To learn how to share
photos, see Lesson 8, “Sharing Photos.” To learn how to share videos, see
Lesson 9, “Sharing Videos.”
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How often you update your status is entirely up to you. It really depends
on how often you log in to Facebook and how much you want to share
about what you’re doing or thinking. Some users like to post updates sev-
eral times a day; others like to post more sporadically based on things that
happen throughout their day. Other users like to update their status once a
day or, if feeling not so social, once a week. Facebook Walls are really all
about connecting with your friends, so it’s up to you to decide how much
to participate and share.

Removing Wall Postings

Sometimes you might need to edit your Wall postings—for example, per-
haps you misspelled a word or need to remove a questionable posting a
friend left on your Wall. You can remove the story with the error and
replace it with a corrected version. To remove a posting or story, point to
the item on the Wall to display a tiny Remove button to the far right of the
posting. Click the button to open a Delete Post box, as shown in Figure
6.3. Click the Delete button to confirm the removal.

Are you sure you wanl o dedele Bis posl?

Delete

FIGURE 6.3 You can easily remove a posting from your Wall.

TIP: If removing postings from a particular person is a pain, consid-
er adjusting your privacy settings to prevent future postings. Click
the Account link at the top of the Facebook page and click Privacy
Settings. This opens a Choose Your Privacy Settings page where
you can edit your settings, including customizing who posts on your
Wall. Click the Customize Settings link to open the Customize
Settings page. Under the Things Others Share group of options, you
can disable the Friends Can Post on My Wall setting so that no
one can leave posts, or you can prevent a person from seeing your
Wall posts by clicking the pop-up menu next to Can See Wall Posts
by Friends and choosing Customize. This opens a dialog box where
you can type in the name of the person who is no longer allowed to
view your Wall.
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Filtering Your Wall Postings

You might notice a tiny link labeled Options at the top of your Wall area.
Click the link to display three blue words at the top of the Wall:
YourName + Friends, Just YourName, and Just Friends. These are filters
that control what’s displayed on the Wall. By default, the Wall displays
postings by both you and your friends. You can choose to filter the post-
ings by displaying just your own postings, or viewing only the postings
left by friends. Just click a filter name at the top of the Wall, as shown in
Figure 6.4. Facebook immediately shows the postings based on your selec-
tion. To return to the default setting again, click the first filter (YourName
+ Friends). Filters apply only to your view of your Wall, not your friends’
view of your Wall.

Wall  Info Photos Boxes Flair Notes » +
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FIGURE 6.4 Use the filters to filter your Wall postings.

You can use these same filtering tools on your friends” Walls. When you
open a friend’s profile page, you can click the Filters link to display the
same filter buttons. Of course, instead of your name on the buttons, the
friend’s name appears.

Writing on a Friend’s Wall

You saw how easy it is to write on your own Wall by posting a status
update with the Publisher box. You can also post comments on your
friends’ Walls. Start by displaying a friend’s profile page. You can do this
from a variety of pages, such as the Home page or Friends list, just by
clicking your friend’s name link. After her profile is open, click in the
Write something box, as shown in Figure 6.5, and type your text. Oddly
enough, it’s the same box you use to update the status on your own profile
page, just featuring a slightly different label. As soon as you click the
Share button, the comment is added to your friend’s profile page and also
appears on the Home page as one of your activities.
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If you’d prefer to add to something someone else has already written
instead, just click the Comment link below the posting and add your two
cents, or click in the Write a comment box and type in your comment
text. You can also comment on your own postings on your own profile
page. When you add a comment, it appears beneath the original story item.
If lots of people comment to a story, you can scroll down the comments
and see what everyone says. Sometimes entire conversations unfold under
just one story posting.

Lisa Katy tells me I'm weird, but that's ok. 1 like weird. Weird makes the world a more interesting place.
I'm preaching to the choir here, aren't I?

Wall Info  Photes Boxes Fair  Goodreads »

Create an Ad

Nrite something,
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FIGURE 6.5 You can write on your friend’s Wall using the Write something
text box.

TIP: If you don’t have time to type up a text comment, you can
always signify your approval of the story by clicking the Like link
instead. This adds a thumbs-up icon to the story along with your
name.

Viewing Wall-to-Wall Conversations

One aspect of communicating via Walls is the appearance of disjointed
snippets of conversation scattered about the page. Your friend might have
written one pithy comment two days ago, to which you replied, and anoth-
er comment in response today. However, other activities are listed between
the conversation comments. This can be a bit confusing as you’re trying to
read who said what. You can solve this dilemma by activating the Wall-to-
Wall feature. Click the See Wall-to-Wall link below the comment to open
another page in which the entire ongoing conversation appears without
interruption.

Friends who also view your profile page can use the same tool to read the
conversation.
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Customizing Your Mini-Feed

You can customize how your stories appear on the Wall. You can click the
Settings link in the upper-right corner of the Wall page to view settings
you can turn on or off. If you don’t see the link, click the Options link
and the link changes to Settings. When the link is activated, a page similar
to Figure 6.6 appears. You can control how imported stories are posted,
whether comments are expanded, or even whether you allow postings
from others. Simply make your selections; then click the first filter link to
return to your regular Wall view. Any changes you made are now reflected
on the Wall.
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FIGURE 6.6 You can customize your Wall stories using these settings.

Tracking News Feeds

Whenever you want to see what everyone else is up to, click Home on the
navigation bar (the blue bar at the top of any Facebook page). The Home
page, shown in Figure 6.7, displays the constantly updating stories, or live
stream, that comprise the news feed about your friends and what they’re
up to on Facebook. You can read through the list and find out what’s hap-
pening, view thumbnails of photos, and find out what silly quizzes they’re
taking or what applications they’re using.
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You can filter your news feed display using the filters on the top. For
example, to view only the real-time status updates of your friends, click
Most Recent. Click the Top News filter if you want Facebook to display a

random collection of content.

You can choose to hide the stories from people you don’t want to see.
Move your mouse pointer over the story and look for a Hide link that

appears in the upper-right corner of the story. Click it, and Facebook hides

all the stories in the news feed from that particular person. To add them
back in again, scroll to the bottom of the Home page and click the Edit
Options link. This opens a dialog box that keeps track of people you’ve
“hidden” from view. You can add a person back in again at any time.

You can also hide postings from applications in the same way. Just click

the Hide link, and then click the application name.

Here are a few more things you can do with the news feed:

» You can click a person’s name in your news feed to immediately

open the person’s profile page.

» You can add to the person’s story by clicking the Comment link

and adding a comment.
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» Rather than type up a comment, you can click the Like link in
the story.

» You can click a photo to open the album and view a larger picture.
» You can click a link to view the associated web page.
» You can click a video to view a video clip.

» You can click a “take this quiz” or “vote on this poll” or similar
link to participate in the same activity listed.

» You can click an application link to add the listed application for
yourself.

» When you scroll to the bottom of the Home page, you can click
the Older Posts link to view more stories.

TIP: In earlier versions of the Facebook interface, you could easily
customize how stories were displayed in the news feed. As of this
writing, you have to work a bit harder to control which activities
generate stories. If you don’t want Facebook pasting information
about every application activity and page you join, you can turn off
the postings. Click the Account menu, click Application Settings,
and then make sure the Show filter is set to Authorized. Next to
the Ads and Pages option, click the Edit Settings link, click the
Additional Permissions tab in the dialog box that appears, and
then deselect the Publish Recent Activity check box. Click Okay to
save your changes.

Managing Notifications

As mentioned at the beginning of this lesson, notifications are messages
from Facebook to alert you to stories or activities that involve you some-
how. If a friend tags you in a note, for example, or joins your group, you’ll
see a notification. Some applications you use also generate notifications
concerning you automatically. You can view a brief listing of notifications
by clicking the Notifications icon in the upper-left corner of the Facebook
page, as shown in Figure 6.8. The icon often has a red number that pops up
next to it, indicating how many notifications you have waiting to be read.
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For a full-on display of all your notifications, however, you need to open
the Notifications page. Click the Notifications icon, and then click See All
Notifications. This page, similar to Figure 6.9, displays notifications sent
from you or received from others. From here, you can view notifications
and control which ones are active.
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) Marie likes your status. 38 mines

[[] Melissa commented on your photo. z5cu an

'E Liea commented on your photo, 2 hows 250

@) Lisa commented on your photo. 2k

See All Notifications

FIGURE 6.8 Activate the Notifications icon to see a menu of recent notifi-
cations.
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FIGURE 6.9 You can view all your notifications on the Notifications page.
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TIP: You can subscribe to your notifications on Facebook, turning
them into an RSS feed (which stands for Really Simple Syndication,
formats for web feeds of updated content) that you can read
through an RSS reader (like Google Reader or Bloglines). Just click
the Your Notifications link just below the notification settings on
the Notifications page and follow the instructions.

Notifications are grouped chronologically by date, so today’s notifications
appear at the top of the page. Depending on the type of notification, you
can click a link to read the message. You can use the check boxes on the
right side of the page to control which notifications you see. For example,
if you’d rather not see feed comments from applications, uncheck its check
box. As you’ll quickly learn, the more applications you add to your
Facebook experience, the more notifications you’ll see. You can easily stop
pesky notifications from annoying applications by turning them off. Just
deselect the individual application’s check box on the Notifications page.

NOTE: It’s easy to confuse notifications with requests, and with
some applications, the information may appear in both formats.
Notifications focus on notifying you, like a mini-news bulletin.
Requests focus on inviting you to action, such as befriending some-
one or joining a group. Just remember, requests appear on the right
side of the Home page. Notifications appear when you click the
Notifications icon.

Summary

In this lesson, you learned how to inform and stay informed on Facebook.
You learned the lingo for Facebook news feeds, mini-feeds, and notifica-
tions. You also found out how to manage your Wall, write on your friends’
Walls, remove postings, and view Wall-to-Wall conversations. You learned
how to use the news feed stream on your Home page to view news about
your friends. Finally, you learned how notifications work in Facebook and
how to view them. In the next lesson, you learn more about communicat-
ing through Facebook.



LESSON 7

Communicating Through
Facebook

In this lesson, you learn how to use Facebook tools to communicate with
your friends, coworkers, family, and so on. You’ll learn how to send pri-
vate messages using the Facebook inbox, share links and actions, blog
with the Notes feature, and chat live.

How to Communicate on
Facebook

You can’t have a social networking site without avenues to communicate,
and Facebook has plenty. You’ve already learned how to express yourself
on your profile page by writing on your Wall. This particular form of com-
munication is generated by you for the purpose of letting people know
what you’re up to. When they pop by your profile page, they see your
activities and any status updates you post to the Wall. You’ve also learned
how to add a status update directly from the Home page so it appears out
in the news feed for others to see on their Home pages, too.

Wall communication goes both ways—friends can write on your Wall, and
you can also write on your friends” Walls to communicate with them. You
might write a new posting, or comment on existing postings on a friend’s
Wall. Anyone else who views the friend’s page can also see your postings
and comments.

If you join a group, you can communicate through postings on the group
Wall. You can learn more about Facebook groups in Lesson 10, “Joining
Groups.” Like any other Wall communication, when you share postings in
a group, everyone in the group can see them.
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Communicating with Wall postings can be a bit limiting at times. If you’re
looking to share a longer chunk of text than will fit in a status update, for
example, you can use Facebook’s Notes application. Notes are perfect for
sharing larger amounts of text, and you can use the feature to communi-
cate by blogging. With the Notes application, you can even include some
basic HTML coding to enhance the note text.

If you’re looking for more direct, less-public ways to communicate, you
can use the Facebook Messages feature to send and receive messages. Just
like any email client you use, the Messages feature has options for reading
messages, creating and sending messages, and organizing received mes-
sages. If you’re looking for more immediate communication, try
Facebook’s live chat feature. You can talk with your friends (via your key-
board) who are logged in at the same time as you.

Finally, you can also communicate through sending Facebook actions and
gifts. Sounds, weird, right? Don’t knock it until you try it! The remaining
sections in this lesson show you how to use many of the communication
avenues mentioned here, including how to communicate with actions and
gifts.

Sending and Receiving Messages

You can send and receive messages through the Facebook Messages page.
It works just like an email client, letting you send personal messages to
your Facebook friends using a central page that acts like an inbox. You
don’t have to know the person’s email address to send him a message; you
just need to know his name. You can also attach items to a message, such
as a photo or link.

To view the Messages Page, click the Messages link on the left of the
Home page. Figure 7.1 shows an example of a typical Messages page.

When you click the Messages link, two additional options appear listed
below the link—Updates and Sent:

Updates Use this tab to find updates on fan pages you subscribe to
or support.

Sent Messages Click this tab when you want to view all the mes-
sages you’ve sent.



Sending and Receiving Messages 81
facebook o B —
W Sherry i Messages arch Uminage + Mew Hessage

2 s mote
[ reewee Fead =
| &) Messages (31) ] cetect A, mesd, e e I e
[ 1' siom
>0 o youe igh schos s reurion
0 oo
= L e TS M Satudayn
1‘ . pes )
o —_—
e[l " (o Soorn..) pnenoqm_n-u__r
— _l‘ Chat (&) “

FIGURE 7.1 Use the Messages page to send personal messages to your
Facebook friends.

TIP: Facebook lets you know how many unread messages or
updates you have waiting in the inbox by displaying the number
next to the Messages link on the Home page.

When you click the Messages link, a list of all the messages you’ve
received appears, with the most recent messages at the top of the list.
Messages include the sender’s picture, if applicable, subject, and the first
line of the message text. Facebook also includes the time and date of the
message. To read a message, click it to open a message window, similar to
Figure 7.2. You can click the message title or content line to open the mes-
sage. Once opened, you can write a reply to the message, attach other
items to the reply, and send it back to the person.

To reply to a message you’ve received, click in the Reply box in the mes-
sage window and type out your reply, and then click the Reply button.
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FIGURE 7.2 When you open a message to read it, a new window opens,
along with a Reply box you can use to send back a reply.

If you’re messaging one person and keep replying to the original message,
the message text accumulates like a thread on a news posting or discussion
board. You can see the previous messages along with a Reply box for con-
tinuing the conversation.

CAUTION: Be careful about replying to messages that were
addressed to multiple people. Because they were sent out to a
bunch of people, the reply goes to the entire group, too. You'll
notice with group messages that the Reply box becomes the Reply
All box, and the Reply button becomes the Reply to All button. So,
don’t accidentally type anything you don’t want the whole group to
know about. If you do want to reply to the sender only, look for the
Reply link next his or her name in the message.

Managing Messages

You can use the message indicator icons located on the far-left side of your
messages to see the status of each message in your inbox (see Figure 7.3).
You can also click in the column where the indicators appear to make
changes to the status of a message, such as marking a message as read or
unread. One way to tell read messages from unread messages is by their
background shading. Unread messages appear with a light, bluish shading
as their background color. Read message have no shading.
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FIGURE 7.3 Look to the message indicators to learn more about a mes-
sage’s status.

Here’s what each message indicator means:

» A blue dot to the left of a message means the message is unread.
This mark disappears when you read the message.

» An arrow icon means you’ve replied to the message already.

» A plain old empty check box means you’ve read the message
already.

Here’s how you can manage your messages:

» To mark it as unread again, move the mouse pointer to the left of
the check box and click the dot that appears. You can also click
the check box and then click the Mark as Unread link at the top
of the page to mark a message as unread.

» To mark a message as read again without opening the message,
click the blue dot icon next to the message, or check the box and
then click the Mark as Read link at the top of the page.
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» You can delete messages you no longer want to keep. Select the
message by clicking its check box (on the far-left side), and then
click the Delete link at the top of the page. You can also click the
X link on the far-right side of the message in the list.

» To mark multiple messages with a new status or for deletion,
click the check box in front of each one, and then click a link at
the top of the page.

» To search through your messages, click inside the Search
Messages field in the top-right corner and type a word or phrase
you want to search for, and then press Enter or Return.

TIP: You can also mark a message as unread when you open the
message in its own window and click the Mark as Unread button at
the top of the message. You'll also find a link there for deleting the
message.

Sending a Message

You can send messages to other Facebook users, or to people you know
outside of the Facebook environment as long as you know their email
address. To send a message on Facebook, display the Messages page and
follow these steps:

1. Click New Message.

Facebook opens the New Message window, as shown in
Figure 7.4.

New Message

Toc | Lisa
Subject: | Lunch

Hessage | Ara you free for lunch next Saturday?|

artach: I§) S 4 - m cancel

FIGURE 7.4 The New Message form.



Sharing Links

2. On the New Message form, the To field is selected and ready to
go. Type in the name, friend list (if you want to email a group of
friends on Facebook), or email address. As you start typing,
Facebook displays a list of possible matches to choose from; you
can select a name from the list or keep typing.

To remove a name that’s added to the To field, just click its X
button, or select the name and press Delete.

3. Click in the Subject field and title your message.
4. Click in the Message box and type in your message text.

Optionally, you can use the Attach links to attach a video, link,
photo, and so on. You may also see icons for other applications
you’ve installed that allow you to send items.

5. When you’re ready to send, click the Send button.

You can message more than one person—just add additional names to the
To field. You can add up to 20 names per message.

Sharing Links

You can share web content you stumble across on the Internet with your
friends on Facebook. For example, if you find a YouTube clip you want
others to see, or if you read an interesting news article you want others to
read, you can share a link to the material. When you add a link using
Facebook’s Links application, the link appears on your profile page and
also on the news feed on the Home page.

To share a link on your profile page, click in your status update box (the
box that says “What’s on your mind?,” also known as the Facebook
Publisher). As soon as you do, Facebook displays some action icons you
can add to the update, including one for links. Click the Link icon to
expand the status update to include a field for adding a link, as shown in
Figure 7.5.

85
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Here's a funny dog video!

#]] Link
hittp:/fvavew.youtube.com/watch?v=FySLQEv3ias Attach

FIGURE 7.5 Use Facebook Publisher to add a comment and a link to your
status update.

Facebook Publisher automatically adds the http:// prefix for you. Click in
the field and type the URL to which you want to link. You can also paste a
link you’ve copied from your browser window. Click the Attach button;
then click Share. Facebook may display a Security check box; type in the
words that appear and click Submit. When you’ve finished, Facebook
adds the link to the update. In Figure 7.6, a video link is added. With pho-
tos and videos, you can choose which thumbnail image of the link to add.
To add a comment to the link, just fill out the status update box. For exam-
ple, you might write up an explanation of the link or why you’re posting it.
When you’re ready to post the link, click the Share button.

Wall  Info  Photos +

Amach: @) S [ €1 a m

wallace Here's a funny dog video!
=
Y k. B Funny Dog Video
J - "

FIGURE 7.6 After you add the link, it appears on your profile page.

TIP: You can choose to view only posted links by your friends by
clicking the Aecount menu, clicking Application Settings, and then
clicking the Links link. If the feature link isn’t visible on the
Application Settings page, just click the Show drop-down menu and
choose Authorized. When you activate the Links application,
Facebook displays the Friend’s Links page, and you can view all the
links posted by your Facebook friends.
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If you want to link to a particular page on Facebook, such as an event, a
group, or a note, you can quickly share it with others by clicking the
Share button conveniently located on the page. (You may have to scroll a
bit to find it.) When activated, this feature opens a Post to Profile box,
similar to Figure 7.7, or as a Send as Message box, and you can choose to
post the link publicly on your profile page or send it privately as a mes-
sage to a friend. (Depending on which box appears, you can click the
Send as Message instead link to swap boxes or click the Post to Profile
instead link.)

a

[ Send as a Message instead a- m Cancel

FIGURE 7.7 You can share a link to another Facebook page as a posted
link on your profile page or as a message to a friend.

TIP: You can bookmark a website in your browser and share the
link on Facebook using the Share Bookmarklet tool. To do so, navi-
gate to the Links page (click the Account menu, click Application
Settings, and then click the Links application from the list). When
the My Friends’ Links page appears, look for the Share on
Facebook button, a gray button located on the right side of the
page. You can drag it to your browser’'s Bookmarks bar. When you
do, you can click it anytime you find a web page you want to share
back on Facebook.
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Sending Actions and Gifts

You can find lots of applications on Facebook that involve actions of some
kind. The most famous is the default Poke application, probably because
new members tend to overuse it. A form of nonverbal communication, you
can “poke” someone digitally as a way to say hi, much like a gentle punch
to the shoulder or a nudge to the ribs, all without the need to type in any
words. When you’re viewing a friend’s profile page, you can click the
Poke link located underneath his or her profile picture (see Figure 7.8). If
someone pokes you, Facebook lets you know with a notification. You can
poke a person back, or ignore it.

Hundreds of third-party applications send other kinds of actions. For
example, SuperPoke lets you send a kiss or a hug, cook a meal, karate
chop, pinch, and so forth—all digitally imagined, of course. When you
send someone an action from another application, that person sees a
request and can respond by loading the application and sending an action
in return, or by ignoring your action entirely. For the office, you might try
Office Poke, or for the comedy inclined, you might install SuperPoke.

5 r Ralph
<

Iph a Message
Poke Ralph

Subecriba via SMS

FIGURE 7.8 Use the Poke feature to digitally poke a Facebook friend.

You can also send electronic gifts—and by electronic, I don’t mean stereos
and televisions, but rather digital artwork representing various items such
as cupcakes, balloons, flowers, and so on. When you send a digital gift, a
graphical icon of the gift appears on your friend’s Gift Box area on his or
her profile page. You might send a gift on a friend’s birthday or anniver-
sary, for example, or send a gift to cheer up someone.
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There’s a catch to gifting on Facebook, however. Gifts cost credits, which
you must purchase online with a credit card. Most gifts cost about 10 cred-
its, which is equivalent to a dollar. You can buy more credits, if needed,
and purchase gifts whenever you want to send someone something special.

The Gifts application is a default part of Facebook. You can access it
through your friends’ profile pages. Just open a friend’s page, and then
click the Gifts icon below the Write Something box (aka Publisher). The
Gifts display opens, as shown in Figure 7.9, and you can choose and pay
for a gift (or gifts) to send.

You can learn more about adding other applications to your Facebook
experience in Lesson 12, “Adding Applications.”

B8 Gits
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FIGURE 7.9 Use the Gifts application to send digital gifts to your Facebook
friends.

Blogging with Notes

The Notes feature is another of Facebook’s default applications. You can
use Notes to share longer chunks of text than will fit in the typical status
update box. You can even add photos to your notes. Notes are perfect for
blogging on Facebook and sharing the blog with your friends. When you
post a note, it appears on your profile page and in the news feed. You do
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have the choice of setting a privacy level for the note. You can choose for
everyone to see it, people on your networks and your various friend lists,
friends of friends, only friends, or customize and only allow select friends
to see the note. After a note is published, others can add their comments to
the note.

To use the Notes tool for the very first time, follow these steps:
1. Click the + tab on your profile page and then click Notes.
The Notes page tab is added to your profile page.
2. Click the Write a New Note button.

Facebook displays the Write a Note page with a blank note form,
as shown in Figure 7.10.

] write a Note

Tithe: Tag people in this note

Body:

In this note

Fetlng beld? Format your note

Photos:

Upload a photo: hesse s

Note Privacy:

& tveryone -

revew | sovenrat | oward

FIGURE 7.10 Fill out the note form to create your note or blog.

3. Click in the Title box and type in a title for your note.

4. Click in the Body box and type in your note text.
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TIP: You can easily copy and paste text from another program into
your Facebook Notes feature. For example, you might compose your
blog in Microsoft Word and copy the text into the Facebook form.

Optionally, you can tag Facebook friends you mention in your
note using the Tag people in this note field. This lets them know
with a notification that they’re somehow involved in your note.

Optionally, you can click the Browse button (or Choose File in
other browsers) to add a photo to the note, or add one from an
existing Facebook photo album. When you add a photo, addition-
al options appear for controlling the photo’s position on the note
page, and a box for adding a caption.

5. Scroll down the note form to find the privacy setting, click the
Note Privacy drop-down menu, and choose a privacy level for
the note.

6. To preview the note first, click the Preview button and check out
how your note will look on Facebook. You can publish it from
the preview page or click Edit to return to the Notes page.

If you prefer to save the draft and open it again later, click the
Save Draft button. To change your mind about the whole note
idea entirely, click the Discard button.

7. To publish the note, click the Publish button.

To view your note at any time, click the Notes tab on your profile page.

You can add pizzazz to your note text using HTML coding. In the bottom-
right corner of the Body text box of your Write a Note page is a little link
that says “Feeling bold? Format your note.” Click this link to view a list-
ing of HTML tags you can type in to add formatting to your text. If you
already know HTML coding, you can type it straight in as you compose
your note. If you don’t, you can use the handy cheat sheet offered by
Facebook; print it out and have it handy.

You can also filter your news feed on the Home page to show your
friends’ recent notes, including your own. Just click the Notes link.
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Chatting with Friends

If messages, notes, and digital pokes aren’t enough ways to communicate
on Facebook, you can also talk directly to friends using the Chat tool. If a
friend is logged on the same time as you, you can have real-time conversa-
tions. If you’ve chatted with other Chat programs, like Yahoo! Messenger,
you’ll find that the Facebook Chat tool works the same way.

The first thing to do is check your online status. Look for the Chat icon
bar at the bottom of the browser window. If you’re already “online” for
chatting, the icon just says Chat. If you’re offline, or unavailable for chat-
ting, the icon says Chat (Offline). To toggle your offline status on again,
click the Chat icon bar, click the Options button, and then click the Go
Offline option. You can toggle this command on and off. When it’s on, a
green dot appears next to the Chat icon. If it’s off, the dot changes to gray.
After your status is green, you're good to go (see Figure 7.11).
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FIGURE 7.11 Turn your Chat status to online.
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Now you have to find someone to chat with. Click the Chat icon again to
see a list of your Facebook friends who are currently online. (You can also
see who else is online by viewing the Friends Online list located on the
left pane of the Home page.) If they’re available for a chat, you’ll see them
listed in the Chat menu when you click the Chat icon. To start chatting,
click the friend’s name in the list. Facebook opens a mini chat window,
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similar to Figure 7.12. Type in what you want to say in the field at the bot-
tom of the chat window, and press Enter or Return. The text appears in
the conversational area of the window, and continues to scroll by as you
keep chatting. You can use the scrollbar to revisit parts of the conversation.
You can chat with multiple users, but you cannot carry on multiple conver-
sations with many users in one chat window.

To close the window and stop chatting, just click the window’s Close button
(X) in the upper-right corner. You can also minimize the window to move it
out of the way. If the window is minimized, Facebook displays a red bal-
loon icon to let you know the other person has typed in more conversation.

Hi, Kalph! How's your day going?

Ralph 4:4%p
Slower than I like it to, but okay just the Il

Me 4:45p ‘
same! |
|

Halph [ ]

?

FIGURE 7.12 You can type in the bottom area of the chat window to start
chatting.

To create a larger chat window, click the main Chat icon again and click
the Options button. Next, click the Pop out Chat command. Facebook
displays a large chat window you can view more easily. Repeat the steps
(choosing Pop in Chat this time) to return the window to a mini-window
size again.

When you click the Options button in the main Chat menu, you can see
additional chat options to choose from, as follows:

» Play Sound for New Messages Sounds an alert noise when a
new conversation line is added to the chat window.
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» Keep Online Friends Window Open Keeps the Chat menu
listing of online friends open at all times, until minimized
by you.

» Show Only Names in Online Friends Hides the profile pic-
tures in the Chat menu to save some space.

» Friend Lists A button next to the Options button, this feature
lets you display a Friends list and display the lists in Chat.

Summary

In this lesson, you learned how to communicate with friends on Facebook
using messages, silly actions, blogging, sharing links, and chatting. In the
next lesson, you’ll learn how to share photos and videos.



LESSON 8
Sharing Photos

In this lesson, you learn how to view and add photos in Facebook. You’ll
learn how to create an album, upload pictures, and publish the whole
thing on Facebook. You’ll also learn how to tag people in your photos and
organize your photos within Facebook.

Sharing Photos on Facebook

Would you believe that Facebook is the largest photo-sharing site on the
Web? It’s true. It surpasses popular sites like Photobucket and Flickr,
among others. Facebook users upload millions of photos each month.
Why? Because it’s easy, a fun way to share stuff about yourself, a perfect
way to connect with others, and a great marketing tool, just to list a few
reasons. It might also help that Facebook lets you post gobs of photos. As
of 2010, users have uploaded more than 15 billion photos on the social
networking site. That’s a lot of pictures.

Photos you add to Facebook are organized into photo albums, just like
you’d do with actual photographs at home. An album can hold 1 photo or
up to 200. You can also create as many albums as you like. You might
make an album of vacation pictures, artistic images, snapshots of your
friends and family, and so on. When you post photos, you can add captions
and tag people in the photos, and other users can add comments to your
photos.

All your photo activities on Facebook are handled through a built-in appli-
cation called, appropriately, Photos. The application, which is part of the
default apps available when you start your Facebook account, offers tools
for uploading photos, organizing photos, and sharing photos. You can uti-
lize three different uploaders: applications to help you move your photos
from your computer or camera onto Facebook, one of which is made for
Mac users.
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You can share photos on your profile page, in the news feed out on the
Home page, in messages and notes, in group postings, and more. One of
the easiest ways to view your friends’ photos is when you see them posted
as a story on the news feed on your Home page, as shown in Figure 8.1.
Just click a photo to open the image in its own window, or click the album
name located below the photo to open the associated album.
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FIGURE 8.1 Posted photos often appear as stories on the news feed on
your Home page.

Another way to view photos is on profile pages. For example, if you’re
viewing your friend’s profile page, you can click a photo in her mini-feed
stories, or you can click her Photos tab and view her listed albums. Figure
8.2 shows an example of photos posted on the mini-feed of a profile page.
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FIGURE 8.2 Another way to view photos is on profile pages.

If you’re looking for an all-encompassing spot to view photos, visit the
Photos application page. The next section tells you how.

Viewing the Photos Application
Page

To find your way to the Photos application, you can click the Photos link
on the left-side pane of the Home page. When clicked, the link takes you
to the Photos page, as shown in Figure 8.3. You can use this page to
peruse recently posted albums from your friends or upload your own. You
can view a photo album, which displays thumbnails of the images it con-
tains, or you can view the individual pictures in an album.
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FIGURE 8.3 Use the Photos page to view your friends’ photo albums or
upload your own.

The Photos page features the following categories listed in the left-side pane:

Video Displays recently posted videos from your friends.

Recent Albums Displays recently posted albums from your
friends.

Mobile Uploads Displays photos uploaded from mobile devices
(cell phones).

My Uploads Displays your own photo uploads.

You can peruse various albums and images among the categories. To view
a photo, just click the picture. Your friend’s album opens to show the
photo, as shown in Figure 8.4. You can click the Previous and Next but-
tons at the top-right corner of the photo to move back and forth through
the album’s pictures like a slide show. You can also navigate back to the
original album page or the profile page using the links on the top left.
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FIGURE 8.4 You can view photos individually in their own window, and
progress through each image like a slide show.

At the bottom of the album page (see Figure 8.5) and the bottom of each
picture page, there’s a place where you and your friends can add com-
ments. This feature is a great way to converse about the picture, the sub-
ject, or the experience it represents. It’s not uncommon to see entire con-
versations unfold in the comment section of a photo or album cover.
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FIGURE 8.5 You can also view an album to display thumbnail images of the
pictures it contains.

TIP: Tagging is when you identify someone in the photo, and
Facebook sends out a notification to the person and mentions it in
their mini-feed. Learn more about tagging later in this lesson.

The picture page also includes options for sharing the photo with others,
tagging someone in the photo, or reporting any photo that violates the
Facebook terms of service. Not that you need to be reminded, but some
restrictions apply as to what types of photos you can share on Facebook.
So if you’re hoping to start your own online pornography magazine,
Facebook is not the way to go. You can check out Facebook’s Terms of
Service page to learn more about rules and conduct on the site. See Lesson
4, “Finding Help with Facebook Services and Etiquette,” to find out more.

Take a look at a typical album page, as shown in Figure 8.5. Here you can
view thumbnail images of the album’s content. Like the individual photos,
you can also add comments to an album and find options for sharing it
with friends.
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Speaking of sharing, to share a photo or album with another friend, you
can click the Share button on the picture page or Share This Album link
on the album page to open the Share dialog box. From there, you can
share the album by posting a link on your news feed or by emailing a link
to a friend.

Adding Your Own Photos

Now that you know a little about how to view photos in Facebook, it’s
time to add some of your own. First you need to locate and decide which
photos you want to share online. After you’ve figured that out, you’re
ready to create an album and upload some photos.

The process of adding photos occurs in three phases. The first phase is to
establish an album to hold the photos on Facebook. The second phase is to
use the Photo Uploader to actually select and upload the photo files. The
third phase is to publish the photos.

Creating an Album

You can easily create a new photo album from your profile page. You can
also control who has access to your photos using the Privacy controls. The
default privacy setting is Everyone; however, you might want to narrow
this down to just friends, or you can customize it to include only certain
friends or networks.

Follow these steps to start an album for the first time:

1. From your profile page, click the Photos tab to open your pho-
tos page.

NOTE: If this is your first time using the Photos app, you may have
to add its tab to your profile page. Click the Add a New Tab button
(the giant plus sign); then click Photos. Now you're ready to go.

2. Click the Create a Photo Album button.

The Add New Photos page appears, as shown in Figure 8.6.
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3. Click in the Album Name text box in the Create Album tab and
type a name for the album.

4. Optionally, in the Location box, type in the location in which the
pictures were taken.

5. Click in the Description box and type up a description of the
album, such as what it’s about, and so on.

6. Click the Privacy drop-down arrow and select a privacy setting for
the album. The setting is Everyone unless you choose differently.

TIP: When you activate the Customize option in the Privacy drop-
down menu, a separate dialog box form opens, and you can specify
who you want to allow and even who you do not want to allow
access to your photos. You can specify certain people by name,
and you can choose to allow an entire network.

7. Click Create Album.

NOTE: If you've uploaded photos before, you can click the Select
Photos button to continue to your default uploader and upload pic-
ture files.

& Add New Photos
[T e ot

Album Hame:  Spring Phatns
Location: Arcund the Town

Descriphion:  protas from the manth of May

Sl & Everyone -

FIGURE 8.6 Fill out the album form.
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The next phase of uploading is to select an uploader to use, as explained in
the next section. If you’ve previously created photo albums in Facebook,
the Select Photos box opens instead, and you can use it to choose your
photos to upload.

NOTE: Back in Lesson 2, “Setting Up a Profile,” you learned how to
add a profile picture. The same techniques are used to add other
photos. You can add more profile pictures whenever you like. All
your profile pictures are organized in a default album called, appro-
priately, Profile Pictures. To view this album, just look for it among
the other albums on your Photos tab. You can edit existing photos,
add new ones, and remove ones you no longer want.

Uploading Photos

You can choose from several different uploaders to help you move pictures
from your computer or camera onto Facebook. Depending on your brows-
er of choice, your methods may vary a bit. One method is to use the
Facebook Plug-In browser extension, which is a Java-based ActiveX con-
trol, a specially designed application for moving files. The first time you
upload a picture, Facebook may prompt you to install the browser exten-
sion (see Figure 8.7), which you can do by clicking the alert bar at the top
of the browser window and following the instructions for installing the
application. You typically have to grant the application authorization to use
it, especially if this is the first time. If you prefer not to use a Java-based
application, you can use the Simple Uploader application instead. Look for
a Try the Simple Uploader link in the fine print listed on the Upload
Photos page (see Figure 8.7). You might also be asked during the process
to verify that the photos are yours and distributable by you. That’s all part
of Facebook’s quest to keep the site legal and on the up-and-up.

If you’re a Mac user, you can install and use the iPhoto Exporter to do the
same thing but using different steps. The iPhoto Exporter is used within
your iPhoto program. Regardless of your uploader choice, the end result is
a few simple steps to upload photos onto your Facebook account.
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FIGURE 8.7 The first time you create an album, the Upload Photos page
appears, and you need to choose how you want to upload your pictures.

Follow these steps to upload photos using the Java-based Photo Uploader
shown in Figure 8.8:

1. From the Upload Photos page (see Figure 8.8), use the left pane
to navigate to the folder containing the pictures you want to
upload.

2. Select the photo or photos you want to add to the album by click-
ing check boxes for each photo. You can use the scrollbars to
move through the list. To select all the photos, click the Select
All button.

3. When you’re ready to upload, click the Upload button.

The photos are uploaded, and a Facebook Upload box appears so
that you can monitor their uploading status. Depending on how
many photos you chose and your connection speed, the process
might take a few seconds or a few minutes.

4. When the upload is complete, click OK.
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FIGURE 8.8 Use the Photo Uploader to choose your pictures and upload
them to your album file.

To use another uploader instead of the Java-based one explained here, skip
ahead to the section “Using Other Photo Uploaders.”

Publishing Your Photos

After you upload photos, Facebook displays the Edit Album page, as
shown in Figure 8.9. You can use this page to add captions to your photos,
choose an album cover, or organize the photos into other albums. The
album cover is just the photo that appears in the listing of albums and
when the story is posted on your profile or news feed. By default, the
Photos application makes the first photo the album cover, but you can
choose any photo in the album as the cover.

You have several options to choose from on the Edit Album page, as follows:

» To publish the photos as is, without any changes, click the
Publish Now button.
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FIGURE 8.9 The Edit Album page lets you add captions and publish your
photos.

»

To add a caption, click in the Caption box in front of each photo
and type one up.

To make a photo the album cover, click the This is the album
cover radio button.

To remove a photo you decide you don’t want to include, click
the Delete this photo check box.

To relocate the photo to another existing album, click the Move
to drop-down arrow and choose an album from the list. If this is
your first album, you won’t see this option.

To forgo publishing the photos right now, click the Skip button at
the top of the page.

To save all the changes you make to the Edit Album page, click
the Save Changes button located at the very bottom of the page.
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When you are presented with the Unpublished Photos prompt, as shown in
Figure 8.10, click Publish to publish the photos to your profile and the
news feed on the Home page. To skip the publishing process for now, click
the Skip button, and you can choose to publish the photos later.

Unpublished Photos

There are pholos whidh have nul yel been published W yow mofile or o News Feed,

[ | s [E50250

FIGURE 8.10 If you're ready to publish, click the Publish button.

If you do skip the publishing action for now, you can return to the album,
and publish the photos any time. To do so, open the album in your Photos
tab of the profile page and click the Edit Photos link. This opens the Edit
Album page again, and you can finish any edits and activate the Publish
command.

If you return to the Edit Album page, you can use the other tabs on the
page to add more photos to the album, change the order of the photos, edit
the album information (such as title, location, and description), or delete
the album entirely.

As you browse through individual photos in your album, you can also find
controls under the photo for rotating the image. Look for the icons with a
clockwise arrow and counterclockwise arrow; click to rotate one way or
the other.

Using Other Photo Uploaders

If you prefer not to use Facebook’s Java-based uploader, you can use the
Simple Uploader. There’s a link for it on the Upload Photos page. Click
the Try the Simple Uploader link to open the page shown in Figure 8.11.
Next, click the Browse button and navigate to the photo file you want to
open and select it. The Simple Uploader adds it to the first field. You can
continue adding more photos, as needed—up to five at a time. If you need
to add more, you’ll have to do so in batches of five. Be sure to check the
certification check box to tell Facebook the photos are yours and distrib-
utable by you. When you’re ready to upload the images, click the Upload
Photos button.
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NOTE: You can invite people outside the Facebook website to view
your albums using the public link Facebook provides. Open the
album to the Edit Album page and scroll to the bottom to find a
unigue URL you can copy and paste into an email message. The
recipient can then follow the link and view your images. Of course,
it would be cooler if they'd just join in the fun and make a Facebook
account.
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FIGURE 8.11 You can also use the Simple Uploader to upload photos.
Depending on your browser, the uploader may look a bit different from the
one shown in this picture.

The rest of the process is the same as using the Java-based Photo Uploader
covered in the previous sections.

If you’re a Mac user, you can add the iPhoto Exporter application to your
computer and use it to upload photos from the iPhoto application directly.
Look for a link at the bottom of the Upload Photos page that says “Use
iPhoto on your Mac? Check out the Facebook Exporter for iPhoto.” Click
it and download the Facebook Exporter for iPhoto application. You can
then install the application and use iPhoto to upload photos into a
Facebook album.

iPhoto Exporter simply adds a Facebook tab to the Export Photos dialog
box, as shown in Figure 8.12, where you can create a new album for
Facebook or insert the photos in an existing album. You can also use the
dialog box to add captions and tags before uploading the images. To navi-
gate to the dialog box and see for yourself, open iPhoto and select the files
you want to import. Next, click the File menu, and then click Export.
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When the Export Photos dialog box opens, you’ll have to log in to your
Facebook account to start the process. After your browser logs you in,
you're returned to the Export Photos dialog box, where you can continue
the process of uploading the files. Just click the Export button and follow
the prompts. When the import is complete, you can review the album on
Facebook and approve the uploaded images. After you’ve approved the
images, you can post the album to your profile, and you’re done.

If you have photos on a camera phone, you can upload them to Facebook,
too. Look for a link at the bottom of the Upload Photos page that says
“Got a camera phone? Upload photos straight from your phone.” When
you click this link, the Facebook Mobile page opens, and you can upload
your photos using a Multimedia Messaging Service (MMS). Learn more
about Facebook’s mobile features in Lesson 15, “Making Facebook
Mobile.”

Export Photos |

{ Facebook  File Export  Web Page  OuickTime™ |

I_Legin } Facebook Exporter for iPhato, v1.0.7

() Existing Album r - r
Narme: Flower Close Ups Location: | Optional
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Description: | Ootiona

Click through your photas to add captions and tags.

[ Caption: Finnia

In this photo:

Click on people in the
photo to tag them.

Remove Selecred Tags

Click “Export” to upload all photos 1o Facebook.

7 items ( Cancel ) ( Export j

FIGURE 8.12 Mac users can add a Facebook tab to iPhoto’s Export Photos
dialog box for uploading image files.
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Tagging People in Photos

Tagging is a popular activity on Facebook. Tagging is when you identify
someone in a story, photo, or video. When you tag people, Facebook lets
them know with a notification so they can go take a look at the story. The
tag also appears as a story in their mini-feed on their profile page. In the
case of photos, you can tag people to identify them in the picture. You can
even tag people in a photo who aren’t on Facebook and send them an
email.

To tag a person in a picture, follow these steps:
1. Open the photo you want to tag.
2. Scroll below the photo and click the Tag This Photo link.

3. The mouse pointer turns into a cross-hair pointer when you move
it over the photo. Click the person you want to identify in the
photo to open a tag box, as shown in Figure 8.13.

Chick o peopie’s faces in the photo (o tag them. Dune Tayging

Type any name or bag:
or chuose a person

[] sherry

)
(]
O
O
(]
(]
O

# hdd 8 capton

at: Matt (photos | remove tag)

Comment * Like » share

FIGURE 8.13 You can tag people in a photo to identify them.
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4. Click a name from the list or type in the person’s name.

If you type someone’s name who isn’t in your Friends list, you
have the option of emailing the person a link to the image.

5. Click the Tag button, and the person is tagged.

6. Click the Done Tagging button above the photo when you finish
tagging everyone in the photo.

When you add a tag, anyone viewing the photo can move his or her mouse
over the people in the photo and view the tag that points out who each per-
son is. Very handy, don’t you think?

To de-tag a person, you can reopen the photo and click the remove tag
link that appears beneath the photo under the caption text. People you’ve
tagged can also remove their tags from your photos using the same step.

You can also tag yourself in someone else’s photos, but they’ll have to
approve of the tag before everyone else can see it.

Organizing and Editing Your
Photos

It’s easy to organize and edit your photos after you have created an album.
For example, you may decide you need to reorder the photos, or add cap-
tions. Or you might want to delete a photo, or completely remove an entire
album.

One way to revisit an album and make changes is to click the Photos tab
on your profile page. Locate the album you want to work with, and then
click the album name or cover image to open the album. Facebook opens a
page similar to Figure 8.14. The links at the top of the photos take you to
various tabs on the Edit Album page to make changes. Always click the
Save Changes button at the bottom of the page you edit to keep any
changes you make. Because the button is often hidden from view, it’s easy
to overlook its existence.
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FIGURE 8.14 Open an album to find links for editing, organizing, and
adding more photos.

If you click the Edit Photos link on the album’s page, the Edit Album
page opens, similar to Figure 8.15, with the Edit Photos tab displayed.
You can use this tab to add or edit captions, delete a photo, move a photo
to another album, or designate a new album cover. Be sure to click the
Save Changes button at the bottom of the page to keep any of the changes
you make.

If you click the Organize Photos link on the album’s page, the Edit
Album page opens to the Organize tab, and you can rearrange the order in
which the photos appear. Just drag a photo and drop it where you want it
to appear. Don’t forget to click the Save Changes button to save the new
arrangement.

If you click the Add More Photos link on the album’s page, the Add
More tab opens, and you can use the same Photo Uploader (or another
uploader) to add more photos to the album. This is the same page you used
to upload the photos the first time around.
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FIGURE 8.15 When you open an album in edit mode, you can use the tabs

at the top to edit photos, add more photos, rearrange photos, edit info, or

remove the album entirely.

To edit the album information, such as the album name, location, or
description, click the Edit Info tab and make your changes. This is the
same screen you used to create the album by entering a title, location,
description, and privacy level.

NOTE: The photos you remove aren’t really gone. They still exist
somewhere in Facebook’s storage servers. For that reason alone,
always be careful about what photos you do post online, avoiding
photos that embarrass, or ones that violate the site’s terms of ser-
vice. You may think someone cannot find them again, but they're
still out there somewhere. It's better not even to post questionable
photos in the first place. When in doubt, opt out!

To remove an album entirely, click the Delete tab and click the Delete
button.
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Summary

In this lesson, you learned how to upload and publish photos to share on
Facebook. You learned how to tag people in a photo, use various uploader
applications, and edit albums. In the next lesson, you learn how to share
videos.



LESSON 9
Sharing Videos

In this lesson, you learn how to share your own original video clips on
Facebook. You’ll learn how to upload videos, play videos, record videos,
and edit video information.

Sharing Videos on Facebook

You’re not just limited to static images (that is, photos) on Facebook. You
can also share videos. Whether you call them movies, videos, or multime-
dia clips, the result is still the same—a dynamic clip that you can play and
watch. You can add videos to your profile page that, in turn, appear on the
news feed of the Home page. You can also add videos to your notes and
group pages, and even embed them on outside sites. Like photos, you can
tag people in your videos, and add comments to them.

There are a few stipulations with using videos on Facebook, as follows:
» The video must be made by you or your friends.

» The video must be under 1024MB in size and less than 20 min-
utes in length. If you’re a brand-new user, the limits may be
smaller for you until you verify your account.

» The video should contain you or a friend.

Basically, you're not allowed to upload illegal copies of television shows,
music videos, movies, or any content that’s not made by you or a friend.
The video content should be yours and yours alone. You're also expected
to comply with Facebook’s terms of service regarding the content you
post. In other words, don’t post copyrighted or pirated videos, or clips of
questionable taste or subject matter. Facebook even makes you agree to
this the first time you upload a video.




116 LESSON 9: Sharing Videos

You can upload video clips you’ve previously recorded, such as videos
from your camera or mobile device, or you can hook up your camera
directly and record a new video. If your computer has a built-in camera
and microphone, you can record directly from there. You can use
Facebook’s Video application to do all of these options.

TIP: To find out more about what’s in Facebook’s terms of service,
you can click the Terms link at the very bottom of any Facebook
page. To learn more, see Lesson 4, “Finding Help with Facebook
Services and Etiquette.”

Adding a Video

Adding a video is as easy as adding photos. You can use the Video tab on
your profile page as one way to access the built-in Video application. The
first time you display the tab, it’s blank. There are no videos to display,
just two buttons: Upload and Record (see Figure 9.1).

+ Upload I B Record

FIGURE 9.1 The video upload process works similarly to the photo upload
process.

To add a previously recorded video to Facebook, follow these steps:
1. From your profile page, click the Video tab.

If your Video tab isn’t added yet, click the plus sign (+) and click
Video from the menu that appears.

If your Video tab is added but hidden, click the double-arrow
tab and click Video.

If this is your first time using Facebook’s Video features, your
page appears mostly blank, with just an Upload and Record but-
ton in the corner, as shown in Figure 9.1.

2. Click the Upload button.

The Create a New Video page appears, as shown in Figure 9.2.
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FIGURE 9.2 The first phase of uploading a video is locating it on your
computer.

3. In the File Upload tab, click the Browse button, and then navi-
gate to and select the video file you want to upload. Other
browsers may label this button “Choose File” instead.

4. If this is your first time uploading a video, Facebook displays an
authorization box detailing the terms surrounding video usage on
Facebook. Click Agree.

Facebook displays an information form, as shown in Figure 9.3,
and the uploading process begins. Depending on your connection
speed and file size, the process may take a few minutes. While
waiting for the upload to finish, you can fill out the rest of the
form.

5. Click in the Title box and type a title for the video.

6. Click in the Description box and type a description for the
video.

7. Click the Privacy drop-down menu and specify a privacy level.

8. When the upload is complete or while it’s finishing, click the
Save Info button.

9. The video now appears on your Video page, as shown in Figure
9.4, as well as on your profile page and in the news feed on the
Home page. To play the clip, click the Play button.
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'™ Create a New Video
[EEETETl obile Video | Record Video Back b My Videos

Please wait while your viden is uploading.

Enter the following info while you wait for your upload to finish.

Title: | New Larmis Videro Clip

Description: | Brief footage of the new lamb booking around the
barnyard,

Privacy: | B Friends Only ~

FIGURE 9.3 Fill out a title and description for the clip and set a privacy
level.

New Lamb Video Cho

by

Brief footape of the new lamb locking around
the barmyard

FIGURE 9.4 The new video appears on your Video page.

You can also upload a video clip from your mobile device or record a clip
using your computer’s built-in camera recorder. On the Create a New
Video page, click the Mobile Video or Record Video tabs. Learn how to
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record a new video later in this lesson. Learn more about using Facebook’s
mobile features in Lesson 15, “Making Facebook Mobile.”

Viewing Videos

To view videos posted by others, you can click the Photos link on the
Home page, and then click the Video link on the Photos page to show all
the video clips your friends have posted. You can also play a video clip
directly in the news feed by clicking its Play button, as shown in Figure
9.5. This enables you to view the clip without opening it in its own window.

E‘ Sherry 1 News Feed Top Hews - Most Recent
 [—

(2] Mews Feed

[ passages (5
[ gvenss
! Aliee has esmpleted a callection in Farmville!

&1L Friends (3 ol

B3 appications .&

| cames

L3 acds and Pages
e SHOW 3 STMILAR POSTS
[ rearketplace o+ (1

g

f tes 3o vis Farmivile * Comment * Like * Get a collactible

e

! . ” m M

L]
Sherry Brief fostage of the new lamb leoking around
‘a the: barnyard.
’ Hew Lamb Video Clip

'ﬂ L k16

= tes 8go + B - Comment - Like - Share

FIGURE 9.5 You can play videos directly in the news feed on the Home
page by clicking the Play button on the video’s thumbnail image.

If you move your mouse pointer over the bottom of the video image while
the clip is playing, a bar of player controls appears (see Figure 9.6). The
player has controls for pausing the clip, muting the clip, or showing it full-
screen size. The controls appear only when the clip is playing.
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Sherry Brief footage of the new lamb looking around
"ﬂ Lhe barnyard.

008/ 016 D
New Lamb video Clip

Length: 0:16

FIGURE 9.6 You can move your mouse over the bottom of a clip to view
player controls.

Here’s how to use the player controls:

»

Click the Pause button to stop the clip. When the pause action is
in effect, the Play button appears in its place to start the clip
again.

To mute the clip, click the speaker icon.
To adjust the sound, drag the audio level up or down.

To view the clip in a full-size window, click the window icon on
the far-right end of the player controls.

If you do want to play a video in the news feed in its own window, click
the video title link beneath the thumbnail image.

If you’re viewing a friend’s profile page and she has a video clip, you can
click the Play button to view the clip in her mini-feed. To share the video
clip with someone else, click the Share link to open the Share box. You
can choose to post the clip to your own profile page for sharing, or send it
as a message. You can find this same Share link on the news feed on the
Home page, too.

You and your friends can add comments to your video clip in the same
way they add comments to photos: using a Comment box. You can add
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comments directly to a clip on the news feed by clicking the Comment
link to open a Comment box and typing in your text. You can also add a
comment to a video from its video window by clicking in the Comment
box below the video image and typing in your text.

To find your way back to your own videos, open your profile page and
click the Video tab. The tab lists all the videos you’ve posted. To play one,
click the video to open it in its own window and click the Play button.

Editing Your Videos

To edit a video and change the description or title, or tag the subjects, dis-
play your Video tab on your profile page, as shown in Figure 9.7.
Remember, only so many tabs show up on your profile page, so if you
don’t see it listed, click the double-arrow tab, and then click Video.

% Sherry I's hot, het, hot. e
ﬁ Wall  Info  Photos  Boxes  Flair  Video 7 % +

Sherry's Videos 3 videos

+ Upload | B Record

FIGURE 9.7 Your Video tab shows all your uploaded videos.

Next, click the video you want to edit from the list to open the Your
Videos page, as shown in Figure 9.8.

From here, you can do the following:

» Click the Edit This Video link below the video player and
make changes to the information, such as give it a new title or
description.
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ﬂN Your Videos

New Lamb Video Clip
by Sherry (videos)

;16

Drief Faatage of the new lamb looking arcund
the barnyard,

W Share

FIGURE 9.8 Use the Your Videos page to view a single video.

» Click the Tag This Video link to open a field below the player
area and type in the name of the person you’re tagging. Click the
Done Tagging button when you finish.

» Click the Delete Video link to remove the video entirely. You’ll
have to confirm the removal by clicking the Delete button that
appears when Facebook warns you that the deletion is permanent.

» You can use the rotation icons to rotate the video clockwise or
counterclockwise, if needed.

» Click the Embed this Video link to open an Embed Your Video
box containing the coding needed to embed the video on any web
page. Just copy and paste the coding.

Recording a New Video

If your computer has a built-in camera and microphone, or if you have a
digital video recorder you can hook up to your computer, you can record
your own video clips to post on Facebook. With a little help from Adobe’s
Flash Player, you can record and place the clips directly into Facebook,



Recording a New Video 123

where they can be viewed on your profile page as well as the news feed
out on the Home page.

Follow these steps to record a new video:

1. Open the Video tab on your profile page and click the Record
button.

2. Facebook displays the Create a New Video page, as shown in
Figure 9.9, and a tiny Flash Player Settings dialog box in the
middle requesting to allow Facebook access to your camera.
Depending on the box you see, click the Allow radio button or
the Allow check box.

&4 Create a New Viden

File Upload | Mobile Video Back to My Videas

Click belaw to start recarding. Maximum 20

AgdoDo Fiasn Fayor Sonngs

Prcy Q@
Algw 18000 90K 0T 10 D053 YO AME'D
micrap hana?

O Asow % i Deny
Asmambior Advarced._.

= &7 yd 2 [ Cowm

FIGURE 9.9 Before you start recording, you must allow Facebook access to
your camera.

3. Depending on your prompt box, you might need to close it to
continue; click Close.

4. When you’re ready to start recording, click the Record button, as
shown in Figure 9.10.
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%¥ Create a New Video

_. File Upload Mobile Video [ETTT-RUETYY Back o My Videos

Click below to start recording. Maximum 20 minutes

FIGURE 9.10 Click Record and yell “action,” and the movie is rolling, so to
speak.

5. Click the Stop button to stop recording (see Figure 9.11).
Facebook displays more video controls, as shown in Figure 9.12.

If the recording did not go well, you can click the Reset button
and try again.

FIGURE 9.11 Click the Stop button to stop at any time.
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FIGURE 9.12 When you stop recording, more video controls appear on the

page, allowing you to reset and start over again, or to save what you've
recorded.

6. If you’ve finished recording, click the Save button. Facebook dis-

plays a form for filling out details about the video recording, as
shown in Figure 9.13.

' Edit video

In this video: Sherry Remove Choose a Thumbnail:

Tag your friends who apgear in this vides.

Title:  Parky the Cat

Description: | He's paised for attack,

4 F | Thumb3of7?

Privacy: | @ Friends Only ~

EN
FIGURE 9.13 Fill out details about your video recording using the form.

7. If applicable, enter any names of friends (or yourself) to tag peo-
ple in the video using the In this video box.

8. Type a name for the video in the Title box.
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9. Type a description of the video in the Description box.
Optionally, you can choose a different thumbnail image for the

9,

video’s “cover” to represent the video.

10. Click the Privacy drop-down arrow and choose a privacy setting
for the video.

11. Click the Save button, and Facebook saves the recording and

adds it to your video list.

You can return to the Video tab on your profile page to view the recording.

Summary

In this lesson, you learned how to share your video clips on Facebook. You
learned how to upload existing clips, record new clips, and view clips
found all over Facebook. In the next lesson, you’ll learn how to join
Facebook groups.



LESSON 10
Joining Groups

In this lesson, you learn how to find and join Facebook groups. You’ll
learn how to search for groups of interest, join a group, view group pages,
and even create and manage your own group.

Socializing with Facebook Groups

Yet another way to socialize and network on Facebook is through groups.
You can use Facebook groups to mix and mingle with people outside your
Friends list and make new friends along the way. Groups are gathering
places generally organized around a common interest, such as a hobby, a
favorite topic, or a cause. Groups on Facebook run the gamut from silly to
serious, and it’s not uncommon to find all kinds of humorous groups to
join just for the fun of it, especially those attempting to break a record or
participate in some type of social experiment. Need to agonize with some-
one over your ongoing shoe-shopping problem? There’s a group for that.
Do you want to commiserate with fellow foodies over the quest for a good
steak? There’s a group for that. Do you want to link up with fellow aircraft
enthusiasts or civil war buffs? There are groups for that. The possibilities
are endless and waiting for you to explore, and you’ll quickly see that
there are hundreds and hundreds of groups out there.

Groups are the perfect venue for sharing ideas, passions, social and politi-
cal issues, or just creating a place to connect. Many groups offer discus-
sion boards, as well as the all-purpose Wall for communicating. You can
learn a lot from specialty subject groups, or find an avenue to post ques-
tions to others about a topic you want to know more about. Chances are,
you’ll find somebody willing to offer information in no time at all.

You can search for different kinds of groups, as well as create your own
group. You're bound to find a group to suit your needs. For example, if
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you’re into politics, you can find a group based around your political lean-
ings, or if you’re a reality TV show addict, you can find a group of fellow
fans to share news. Many companies, politicians, celebrities, musicians,
and even products have avid groups going on Facebook as well as on their
Pages. (Learn the difference between groups and Pages in Lesson 13,
“Understanding Pages.”) You can even find groups about Facebook itself.
If you can’t find a group for your topic of interest, you can create your
own group and invite others to join.

Groups can attract hundreds or thousands of people, or just a few. Groups
form to air grievances, express ideologies, or just gush about a favorite
actor or band. Groups can also be a powerful tool to spread a message,
organizing people into grassroots movements, social causes, and more.
Election years create a lot of groups on Facebook, as you can imagine.
Figure 10.1 shows an example of one of the more popular groups on the
site, “I Use My Cell Phone to See in the Dark,” a group that offers fellow-
ship for people who can’t live without their cell phones. As of this writing,
the group has more than 786,000 members and growing.

1 Use my Cell Phone to See in the Dark | [0 om
Wall Info Discussions  Phatos

B dsansed onte
Indormation dacussan board
12mare smbar stonts

dssusson board. ) ke

the wtiter's o, ke o clock, Lnke: Limore smiar stories
pichres, o Smoty 1D Lse 83 8 device =

) converse with others - az it was
srgnaly desgred to de.
. ' B Sazumsed b anthe
e 4l consent i puible. - e board,
" = . ed on the

| L& Chat (0)

FIGURE 10.1 An example of a typical group page on Facebook.

Groups are run by an administrator, usually the person who created the
group. Larger groups may also include additional administrators to help
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manage the postings and moderate the discussions that take place in the
group. Depending on the group and what’s allowed, group members can
share comments, participate in a discussion group, and post photos, videos,
links, and so on.

Facebook groups are divided into three main types, as follows:
Open Open groups allow anyone on Facebook to join. You can
join yourself, or invite your friends.

Closed Closed groups are more exclusive and require an invitation
to join. You can also ask to join a closed group, and it’s up to the
administrator to let you in or not.

Secret Secret groups are not advertised anywhere on Facebook, and
can only be joined by invitation.

Now that you know a little about groups, it’s time to find groups and join up.

CAUTION: Watch out for spammers! It's not uncommon to find
spamming going on among the Facebook groups, such as people
selling products and services or get-rich schemes. Although spam-
ming isn’t allowed on Facebook, it still occurs. You can report a
spam posting by clicking the Flag or Report link found next to or
below the posting.

Finding a Group

One way to find a group is to pay attention to the news feed on the Home
page to see what groups your friends are joining. If you see something
interesting, give it a try. You might also spot an interesting group to join
while perusing your friends’ profiles. For serious group exploration, how-
ever, you can conduct a search.

You can use the Search field at the top of any Facebook page to search for
a specific topic. You can also open the Groups page and check out your
friends’ groups. The Groups app, a default application that’s part of the
Facebook environment, is the place to go to view your groups and friends’
groups. To navigate to the page, click the Groups link on the left side of
the Home page.
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The Groups page looks similar to Figure 10.2. Click the Friends’
Groups link to see a list of groups recently joined by your friends. To
visit any of the groups you see listed, just click the group name to open
its associated page.

Sherry [%] Groups + Create a Group
ﬂ Edit My Profle

[£] Hews Feed
(5 Messages (33
[ Events

[3) rhotos

& Friends (1

Community Supported Agriculture
165 members

Browncoats: Fans of loss Whedon's Firefly
26,791 members

1wl Past

3% Applcations
A% Games

[F] Ads and Pages

M

- Chris for 2010-2011 Junior Class Presidentil

176 members

Chesterfield Youth Group!

Friends’ Groups 61 mambers

M marketlace
More

1 <3 SUSHL
Friends Unline st *; 9,302 members

L Toad Hill Groupies
37 members
- 1wal Post

See Al

FIGURE 10.2 The Groups page lists your recently updated groups.

In previous versions of Facebook, you could use a Browse Groups button
to peruse the various groups out there. They might bring this feature back
in a later version, but you can also use the search feature to look up a
group. For example, if you want to find a group related to snow skiing in
Colorado or a moms group in your area, you can conduct a quick search
and see what’s available. There are groups centered on just about every
subject you can think of, and many more you hadn’t thought of at all.

To search for a particular group or topic, click in the Search field at the
top of any Facebook page. Type in the keyword or words you want to
search for; then press Enter or Return.
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Facebook displays a results page. Click the Groups link on the left to dis-
play only groups and not other types of pages. The results page for groups,
shown in Figure 10.3, lists the groups with a block of information detail-
ing the group name, number of members, type of group, and new group
activity. To view a group, click the group name to open its page. The
group page tells you more about the group, and you can see what sort of
activities they pursue.

facebook 1

sushi

O, allfeain
A pecpie

T4 pages

o Apphcatons
[0 events

Web Results

Sushi Join Growg
Common Interest
1,336 members

SUSHI Join Group
Common Interest
1,064 members

E5] Posts by Friends

2] posts by Everyone . .
sushi Join Group
Comman Interest

746 members

i SUSHI Join Growg
Busess
gl Menmt 375 members
- . e SUSHT Join Group
= I kst fir Fin

. Mambens. 43 members

FIGURE 10.3 You can use the search feature to help you look for groups
on Facebook.

To filter the display of results, click the Show drop-down arrow and
choose a filter. Some results may include a subset of filters; click the
Subtypes drop-down arrow to narrow your search even further.

If it’s an open group, you can join a group from the search results list sim-
ply by clicking the Join Group link next to the group name. Learn more
about joining groups in the next section.
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Joining a Group

You can join up to 300 groups on Facebook, so don’t feel limited to just a
few. After you find a group you like, join it and become a member. It’s a
good idea to check out the group page first just to see whether it’s some-
thing you really want to participate in, as shown in Figure 10.4. Group

pages can include anything that regular profile pages can, including profile
pictures, a Wall, posted links, photos and videos, and a listing of who
manages the group. The group page also features a list of members of the

group.
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FIGURE 10.4 A typical group page.

Active groups have more Wall postings than less active groups, and really
active groups have discussion boards going. Discussion boards are orga-
nized by topics, and users post comments, questions, and answers in an
ongoing conversation. You can view the various postings to get an idea of
how the group operates.

You should also check to see whether the group has an active administra-
tor. If there is no administrator, the group probably isn’t, uh, thriving.



Joining a Group 133

If you’re ready to join, and it’s an open group, look for the Join button on
the group’s page. Click the link, and Facebook displays a prompt box, as
shown in Figure 10.5. Click Join to immediately join and start participat-
ing in the group. If it’s a closed group, you’ll need to request membership
from the administrator.

Add group membership?

Do you want to join Community Supported Agriculture?

m Cancel

FIGURE 10.5 You must jump through one more box before actually joining
a group.

If the group is closed, you can join only if the administrator of the group
allows you to; you’ll have to request to join. Figure 10.6 shows an exam-
ple of a closed group listing. You can click the Request to Join link to
contact the administrator. Then you’ll have to wait to hear back as to
whether you’re approved.

rame Quantum Physics Club Reguest to Jon
pe Student Grouns
' ! Mermbers: 22 members

Y Quantum Physics ROCKS!!! Join Group
Y pe Just for Fun
@ e Meribers: B imembers
s

Quantum Physics Club Request to Join
Crganizatons

10 members

FIGURE 10.6 You can tell closed groups by their Request to Join links.

Your friends will probably send you links from time to time to join their
groups. Look for group requests among your Facebook requests. From the
Home page, click the See All link in the Requests area on the right side of
the page. Scroll down the Requests page that appears to view your group
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invitations. If you see something you want to join, click the Confirm but-
ton, as shown in Figure 10.7. Confirming a group works similarly to con-
firming a friend. To decline an invitation to join a particular group, click
the Ignore link.

[%f] You have a group invitation.

[ | Monty Python
I8  ntertEinment & ArS - Movies
_ You have been invited by Walace

Would you like to join this group?

(i | Tonore

FIGURE 10.7 You can confirm or ignore group invitations from your friends.

After you’ve joined a group, you can start participating. Communication in
groups takes place mainly in two forms: the Wall or discussion boards. All
group pages have a Wall, just like the Wall on your profile page, where
members post comments. Look for the Write Something box to write on
the group Wall.

Groups can also use discussion boards, which are topic-focused discus-
sions. One person starts the discussion and others chime in. Discussion
boards work similarly to Facebook’s comments feature, but you’re
addressing the group when you type your reply, and it’s posted on the
board where others can add to it.

When you do find a group you really like, and you think your Facebook
friends might like it too, you can invite your friends to join the group.
Look for the Invite People to Join link.

Groups you join become stories on your profile page’s mini-feed, and can
also appear on the news feed on the Home page. You may also want to
share news about the group at other times, and you can do so using the
Share button on the group page Not to be confused with the Share button
on Wall’s status update area, the Share button you want is located else-
where on the page. You can find the button by scrolling down the page and
looking on the left side. Click the Share button to open the Share dialog
box, where you can share a posting about the group on your profile page
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or message a friend about the group. In either scenario, a link to the group

appears, and others can click it to view the group.

NOTE: You can also choose to leave a group at any time. Just click
the Leave Group link on the group’s page. You might have to scroll
down the page a bit to find the link listed on the left side of the

page.

Starting Your Own Group

If you cannot find a group that suits your needs, you can create a new

group. You might also create a new group to serve a specific purpose, such
as a work group centered around a project, or a family group focused just
on your family members. Before you jump in and make a new group, take

a few minutes to figure out these details first:

» Decide what you want to name the group. You cannot change the

name after you’ve started the group, so make sure it has the name

you want, because you’re stuck with it. Watch out for mis-
spellings and typos!

» Decide what photo you want to use as the group profile picture.
Try to choose an image that goes along with what the group is
about.

» Write out a brief description of the group, stating the group’s
purpose, mission, or intent. This information is required in the
Create a Group form.

» Formulate an idea about what type of group you’re creating, such

as common interest, business related, or just for fun. A group
type is required to categorize the group on Facebook. The form

you use to create the group offers a drop-down list of choices, but

it helps to have some idea up front to make the process easier.

» Decide on availability: open, closed, or secret. If the group is open,

is it open to everyone (globally) or just those on your network?
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» Decide what contact information you want to include, such as
your email address, headquarters, or street address. Contact infor-

mation is optional.

» Decide on what content you want to display on the page.

You’ll save yourself some time and effort by organizing your group infor-
mation before actually creating the group.

To start your own group, follow these steps:

1. Open the Groups application page. (Click the Groups link on the

Home page.)

2. Click the Create a Group button.

The Create a Group page opens to the first step, shown in
Figure 10.8 (a form to fill out with details about your group).

(1] Create a Group

Group Name:

Description:

Group Type:

Recent Hews:

Office:
tmaik
Wehsite:
Street:

ity Town:

Guniter's Gourmet Garden

Proud growers of quality produce, locally and sustainably
grown on & farm in East Central Indiana. We offer 8 C54
[Cameunity Sunperted Agricuiture program) as well as
beoth at the Mrnetrista Farmes's Market.

Commen [nterest 5 Food & Dnnk w

Aexardria, IN

Hote: groups that attad: & spedfic parson or group of people
(. racist, sexist, or ather hate graups) vwall nat he
toterated, Creatng such & wrove vl result in the mmediate
termination of your Facebook sccount.

FIGURE 10.8 Fill out the form with a group name, description, and group

type.
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3. Fill in the form details on the Step 1: Group Info page.

You must fill in the required fields in order to proceed. All other
fields are optional.

4. Optionally, if your group has an associated web page, you can
type its URL in the Website box.

5. Click the Create Group button.

The Step 2: Customize page appears, as shown in Figure 10.9,
with options for deciding content display and choosing group
availability.

] Fdit Gunter's Gourmet Garden

Your group has heen created.

[ tion-admins can write on e wal
1] Storm gronss evenils,

[ stherw prafie o
5] o profie tab
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[] Enniie phatas.
12} aow sl memivers to uplasd phatos.
12 only sbow adrmns to upioad photos.
1] S prafie bux
1] St prafie taty

[Z] Ennibie videos.
(5 Ao ol members o upkosd videos.
2 Onily show adimins to upioad videcs.
[ stherw prafie o
5] o profie tab

[¥] enatie bris.
(5 Ao ol members to pust ks,
2 Onily aow acimine to post irks.

Access: (2} The group & open,

O Ths oroun is dosed, |

FIGURE 10.9 Use the Customize page to customize the page content.

6. Select what content you want displayed on the page and whether
members are allowed to post various items. You can check or
uncheck check boxes and select or deselect radio buttons as
needed.

137
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7. At the bottom of the form, shown in Figure 10.10, under the
Access settings, specify whether your group is open, closed, or
secret.

Access: (@ This group ic open.
Anyone can join and invite others to join. Group info
and content can iewed by anyone and may be
indexed by search engines.

O This group is dosed.
Mdmins must approve requects for new members to
join. Anyone can see the group desaription, but only
members can see the Wall, discussion board, and
photos,

O This group is secret.
The gronm will nnt appear in ssarch results or in the
profiles of its members. Membership is by invitation
only, and onfy members can see the group
informabon and content.

Save Skip

FIGURE 10.10 Specify a group type.

8. Click the Save button.

Facebook asks you to publish the information as a story on your
profile page and news feed (see Figure 10.11).

Puhblish to your Wall and your friends’ home pages?

Sherry
i Gunter's Gourmet Garden

[ [

FIGURE 10.11 Facebook prompts you to publish your group.

9. Click Publish to publish the story, or Skip to skip the story for
now.
Finally, the Invite Friends page appears, as shown in Figure
10.12. You can use this page to invite your friends to join the
group.
10. Click the friends from your list who you want to invite, or type in
the email addresses of friends outside of Facebook.
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22| Invite People to Gunter's Gourmet Garden

Your group uptions have been saved.

Invite Friends

Find Friends: Start Typng & Name

Selected (0)
-

- = 0
" »
0

Invite People via Email | TR p—

Add a Personal Message

FIGURE 10.12 The last part of creating a group is inviting friends.

11. Optionally, add a personal message to the invitation.

12. Click the Send Invitations button at the bottom of the form.

Facebook displays a confirmation that the invites were sent. You
can continue inviting more people, or exit and go view your new

group page.

Managing Your Group

As the creator of a group, you’re in charge of administering the group.

You’re automatically given the title of administrator, also called admin for
short on Facebook. You also have the default title of creator. It’s your job
to keep an eye out on the group and the content posted there by others, and

to keep the group alive and active. You can post news about the group,
assign a profile picture, send out group messages to your members, and
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even assign officer positions. Basically, this is your club, and you’re in
charge of making everyone feel welcome and encouraging participation.

You can add a profile picture just like you do on a regular profile page.
You can find links to tasks you can do to manage the group located direct-
ly below the group’s profile picture, as shown in Figure 10.13. You can
also return to the form fields you originally filled out to create the group
and make changes to the information.

Gunter's Gourmet Garden [

wal  Info  Discussions Photos  Video  Events

3030 Deals

B s

The best interret desls urder
430 and over 30% off
reguiar price. Hand picked
‘and updated daly

o e

Gunter's Gourmet Garden has no recont posts.

4 Diat Foods to
Newer Eat

Prowd gremes of quality prochee,
scally ared sstiiewily grivms o
farm i East Central Inciara. We

offer a CSA {Community Supported

Connect with your
Do 1 pbcet v yen ke b Family

yeur food comes freem? Segpert your

ocal farmers! ? |
Cien: Al conteet s pube, a “'i%rﬁ i

1% Chat (7)

FIGURE 10.13 Use the links on the group page to manage the group.

Here are a few management tasks you can do on your group’s page:

» Click the Edit Group Settings link underneath the group profile
picture to open the same form you used to create and customize
the group. You can edit the information with the exception of
changing the group name.

» Click the Edit Information link on the Info tab and use the
Recent News field to create a News box on the group page and
list the latest news about the group. Don’t forget to click the Save
Changes button to save any changes.
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» To add more administrators to the group, click the Edit
Members link. This opens the Edit Members page, where you
can use the Make Admin button to assign administrator duties to
any member.

» To add officer positions, click the Edit Members link; then click
the Officers tab and assign honorary titles or officer positions to
select members.

» To add a discussion group topic, click the Discussions tab and
click Start New Topic, and then type in a topic and post a com-
ment. Click the Post new topic button to add the discussion topic
to the board.

» To send a group email message, click the Message All Members
link and type up your group email message.

» For a fee, you can advertise your group on Facebook. Click the
Promote Group with an Ad link to learn more.

» To invite more people to your group, click the Invite People to
Join link.

» You can also create events for your group. See Lesson 11,
“Tracking Events,” to learn more about this Facebook feature.

NOTE: When you create a group-related event, it shows up on the
group’s page and all the group members are invited to attend.

Along with the management activities described previously, you can also
administer the postings on the Wall and among the topics on the discus-
sion board:

» To remove a post from the Wall, click the Delete link located
directly below the posting, and then click the Delete button to
confirm the deletion.

» To remove a post from a discussion topic, open the topic and
then click the Delete Post link.

» To remove a topic entirely, click the Delete Topic link.
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Finally, you may run into a problem with an unruly member in your
group. You can certainly address that member privately in an email, and
you can also remove him or her from your group entirely. To do so, click
the Edit Members link, and then click the X button next to the group
member’s name.

TIP: To delete your group from Facebook, first remove all the mem-
bers, and then click the Leave Group link. If you prefer to exit the
group yourself but leave it active and give it to someone else to
manage, you can click the Leave Group link, and Facebook offers
the position to any of the remaining members.

Summary

In this lesson, you learned how to utilize groups on Facebook. You learned
how to look for groups to join, how to manage the groups you do join, and
how to create brand-new groups and act as administrator. In the next les-
son, you learn how to use Facebook events.
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Tracking Events

In this lesson, you learn how to find and create Facebook events. You learn
how to search for events in your area and handle event invitations. You
also learn how to create your own events and manage their pages.

Events Overview

Events are another amazing social aspect of using Facebook. You can
quickly get the word out among your friends and interested others about
upcoming events, whether it’s a party, a concert, a trip, or any other kind
of social gathering. For example, if you’re organizing a rally of some sort,
you can turn it into a Facebook event to let everyone know about it and
invite people to attend and spread the word, thus increasing your chances
of a good crowd. In another example, a friend of a friend might be having
a backyard barbecue, and you don’t know whether you want to go or not.
You can check the attendees list to see if anyone else you know is going.
Facebook events are perfect for sending out informal invitations and plan-
ning out your social itinerary.

You can use Facebook’s Events application to advertise an event, track
attendees, view birthdays, and find other events. The application is one of
several default applications already loaded into your Facebook account.
You can use the application to search for events in your area, or create new
events yourself. The Events application acts as your personal secretary
when it comes to your social calendar.

You can use the Events application to create all kinds of events, including
numerous types of parties, fundraisers, meetings, educational classes or
study groups, exhibits, recitals, sporting events and tournaments, trips, and
festivals. Events you create using the Events application have their own
pages on Facebook. The person who creates the event page in Facebook is
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the page’s administrator and controls the content and management of the
event page. An event page, shown in Figure 11.1, looks like a group page
and features information about the event itself. It has an area listing details
and a description, an event “profile” picture area, a Wall for posting com-
ments, and features for tracking who’s attending and how to RSVP.

facebook

[ PRHS Voleyball Tournament

Create an Ad

Trursday, May 27, 010
7:30pm - G:00pm
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O atteedieg
o bshirts ard black shorts 3 Maybe Abtendng
() Mot Artendeg

Confirmed Gursts
This eventhas 55 codemed guesss e d Other bnvites.

Mot Attending (+1]

See Mlohotos | See Al Videos | See Al ks . . .

FOR EVERYOHE WHO IS PLAYING.... please armive at the
Gy o earier than 7:15; remembeer your §5 and Lo wear your color war grade

calars l‘(h-ll [=.’I - -
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FIGURE 11.1 An example of a typical event page on Facebook.

Facebook events come in two different types, as follows:

Open Events Anyone can read about an open event and accept an
invitation to attend it. Open events are perfect for festivals, gallery
showings, concerts, and other large public gatherings.

Closed Events Only the people you invite can choose to attend a
closed event.

Whether you can attend an event or not depends on how it is listed. Look
in the Event Type area of the page to see what type of event it is.
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There are also a few things to keep in mind when attending Facebook
events in person. Meeting people online and meeting them face to face are
both situations in which you should always use common sense coupled
with caution. Just because someone appears to be one way online doesn’t
mean he or she will be the same in person. Online dangers can often be
avoided by following secure habits (antivirus software, privacy settings,
passwords, and so on); however, when you meet people in real life, crimi-
nal behaviors can take physical shape. Just be careful!

Finding Events

Ready to find something fun to do? Or how about seeing what your friends
are attending? There are several ways to find out about an event. One way
is to check the news feed on the Home page to see what events your
friends are attending. You can also search for specific events.

You can use the Events page to view a list of events you’ve responded to
or are invited to. To access the app, just click the Events link on the left
side of the Home page.

Facebook opens the Events page (see Figure 11.2), listing categories of
event activities you can view, as follows:

Friends’ Events Lists all the events your friends are planning to
attend.

Birthdays Displays all your Facebook friends with upcoming
birthdays.

Past Events Displays an archive of previous events.

You can click a category name to view the listings.

The Events page includes links for exporting your events to another sched-
uling program, such as Microsoft Outlook or Google Calendar. Also at the
top of the page is a Create an Event button for making your own event
listings.
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FIGURE 11.2 Use the Events page to view your events.

Searching for an Event

If you know the event you’re looking for, either by name or subject, you
can use the built-in search tool to look it up. To conduct a search from the
Events page, click in the Search box at the top of the Facebook page.

Type in the word or words you want to search for and press Enter or
Return. Facebook displays a page with any matching results, similar to
Figure 11.3. Click the Events link to display just events in the results and
not just any Facebook page. You can filter through the results page using
the filters at the top. For example, click the Show drop-down menu and
choose a date. You can also further sort the list based on event type using
the subtype drop-down menu.

When you see an event that matches what you want, you can click the
event name to view the event’s page. You can find out more about the
event, see who is attending, and locate a link to RSVP yourself.
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FIGURE 11.3 You can use the search feature to look for specific events.

RSVPing to an Event

To sign up to attend an event, you can click an RSVP option on the event’s
page, as shown in Figure 11.4. You can choose from three responses:
Attending, Maybe Attending, or Not Attending. When you click the
Attending response, Facebook adds you to the event’s Confirmed Guests
listing in the middle of the page.

Yuur RSVP

() Attending
) Maybe Attending
() Not Attending

FIGURE 11.4 Select an RSVP option to let the administrator know if you're
attending.

You might also receive a personal invitation to attend an event. Invites
appears as requests among your Facebook requests. You can see event
requests listed on the top-right side of the Home page, as shown in
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Figure 11.5, or on your Events page. You can also see them listed on your
Requests page along with other requests, such as causes and friend
requests. To view your event requests from the Home page, click the event
listed, and then choose an RSVP option.
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FIGURE 11.5 One way to find out about your event invitations is through
the Requests area on your Home page.

As explained earlier, the Events page (click the Events link on the Home
page) lists events you’re invited to, as well as those you’ve responded to
already. You can RSVP to the event by clicking the Respond button. This
opens a box, shown in Figure 11.6, which you can use to send back a
reply. Choose from Attending, Maybe Attending, or Not Attending and
click the RSVP button.

You can also change an RSVP response from the Events page. For exam-
ple, if it turns out that you cannot attend the event, just click the link next

to the event name to open the same RSVP box again and change your
selection.
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& Mulberry Festival

Friday 11:00am
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Remove this event | Cancel |

FIGURE 11.6 The RSVP box.

Depending on how the event’s administrator has the page set up, you
might be able to view all the people who have accepted an invitation to the
event, as well as those who are thinking about attending. If you’ve agreed
to attend the event, your name and picture also appear in the listing.

Creating Your Own Events

You can create your own events and invite others to join you. Events run
the full gamut from public gatherings to intimate parties. For example, if
you’re part of a group organizing a “fun run” race or other fundraising
event, you can create a Facebook event for your network or area and invite
people to attend. After people start RSVPing, their friends see the event,
and they think about attending, too. It’s great word of mouth about your
group and your cause. Facebook events are perfect for advertising festi-
vals, flea markets, gallery openings, holiday parties, business meetings,
conventions, piano recitals, tournaments, workshops, and so on.

Before you begin creating a new event, take a moment and figure out the
details you’ll need for posting the event. Required data includes a name

for the event, a type and subcategory for the event, the host’s name, and a
location. You cannot create an event without this information. You’ll also
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need some basic information, such as time and date. Although it’s not a
requirement, it’s a good idea to have a picture handy to go along with your
event page—something that illustrates what the event is about or the orga-

nization hosting the event.
When you’re ready to create an event, follow these steps:

1. Open the Events page (by clicking the Events link).

NOTE: You can also create an event directly from the Home page by
clicking inside the What are you planning? box shown under the
Events area and typing in an event title. As soon as you start typ-
ing, a handy form appears on the page to fill out and set up your
event.

2. Click the Create an Event button. Facebook displays step 1 of
the process, which is a form page you can fill out with details
about the event, as shown in Figure 11.7.

Create an Event
ehen? /20201 (=
What are you planning?
+ Add Lvent Photo Where?
eet agere
More info?
Who's invited? Select Guests
B Anyone can view and RSVP {public event)
) show the guest list on the cvent page
Create [vent

FIGURE 11.7 The first step in creating a new event is filling out this form
page.

3. Fill out the form’s details, as needed.



Creating Your Own Events

4. Optionally, click the Add Event Photo button to upload an
image to include with the event, such as a logo or picture.
Uploading an event photo works the same way as uploading
other photos on Facebook (see Lesson 8, “Sharing Photos”).

5. To invite friends, click the Select Guests button to display the

Select Guests box, shown in Figure 11.8.

Start Typing a Name

Hiter Friends w m selected (0)
A

FIGURE 11.8 Next, you can invite your friends to the event.

6. Select which friends you want to invite, and then click the Save

and Close button.

7. Click the Create Event button at the bottom of the form.

Facebook displays the event page, as shown in Figure 11.9, and sends out

your invitations.
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FIGURE 11.9 Facebook displays your new event page.

Managing Your Events

After you’ve created an event, you’re automatically the administrator of
the event page. This means you can edit the page’s info, make changes to
the guest list, and send out more invitations as needed.

¥ Share | | 4 Export

Your RSVP

{2 Attending
) Maybe Attendng
) Not Attending

P —

To view the page at any time, open the Events page. Here’s what you can

do with the extra admins links:

» To edit the page, just click the Edit Event link. This opens the
same form you used to create the event, and you can make
changes to the information. One thing you cannot change is the

event name.

» To invite more people to come, click the Invite People to Come

link and select more Facebook friends to invite.
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» To send a message to attendees, such as a reminder about the
date, click the Message Guests link.

» To print your guest list, click the Print Guest List link.

» To view the guests who have responded to your event invitation,
click the Edit Guest List link.

» To advertise your event on Facebook for a fee, click the Promote
Event with an Ad link and follow the instructions.

» To cancel the event, click the Cancel this Event link to open the
form shown in Figure 11.10. You can fill out a message about
why you’re canceling, and Facebook sends a message to every-
one on your guest list. Canceling is a one-time deal—you cannot
undo it and un-cancel the event again.

We will email everyone who was invited that this event has been
canceled. You may add a note below if you want:

Are you sure you want to cancel this event? This cannot be
undone.

[ves m e [N

FIGURE 11.10 You can use this form to cancel an event and let everyone
know.

You can continue monitoring your event page leading up to the event,
checking to see who is attending, not attending, or thinking about attend-
ing, and viewing any page content left by the invitees. You can send out
messages to the attendees. You can also update the page with the latest
news about the event as it draws near.
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Summary

In this lesson, you learned how to find and create events on Facebook. You
learned how to look for events to attend, and how to create a new event
and invite your friends. You also learned how to respond to RSVPs and
administer an event page. In the next lesson, you’ll learn how to use
Facebook applications.



LESSON 12
Adding Applications

In this lesson, you learn how to use applications to enhance your
Facebook experience. You’ll learn how to search for applications and add
interesting ones to your collection. You’ll also learn how to manage your
applications, edit their settings, and remove apps you no longer want.

Applications Overview

Applications are tiny programs that run within the Facebook environ-
ment—also called apps for short. Applications are rather like plug-ins you
use to enhance your web browser, but in the case of Facebook, they
enhance your social networking experiences. You’ve already been using
applications on Facebook, perhaps without even knowing it, and we’ve
covered quite a few so far in this book. This section will go into them with
a bit more detail.

As you know, Facebook has several default applications going as soon as
you create your account. If you’ve used Facebook to post your status,
upload a photo or video, create a group or event, post a note, or chat,
you’ve used a Facebook application. Apps work seamlessly within the
Facebook interface.

Facebook’s designers have included many useful built-in apps, but there
are literally hundreds of applications you can add to your Facebook expe-
rience. Some are quite useful, and some are just for fun. Some you can add
to your profile page, as shown in Figure 12.1, whereas others work on
their own pages. These additional applications are created by third-party
developers. Facebook has allowed third-party developers free access to the
Facebook platform for several years now, so anyone who has some pro-
gramming experience or wherewithal can write an application for the site.
Because of this freedom, Facebook is literally swarming with apps, and
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many of them are quite clever and creative. You can use as many as you
like, and discard those you do not care for after giving them a whirl. All
the extra apps you add, however, require your authorization to access your
Facebook profile data. In many respects, adding an application is like
adding a friend to your friends list. Apps are part of your Facebook
account until you discard them. In many cases, apps like to publish your
application activities on your profile page and news feed. This lets your
friends know what applications you use and might inspire them to use
them, too—all part of the viral spread of apps on Facebook.

Dirthday Calendar
Get Your Own Birthday Calendar

Refrech
Sherry's Upcoming Birthdays

Rita
. Jul 17 Send Rita an fCard

Jan (59)

Jul 19 Send Jan an fCard
Kelly (44)

Jul 21 Send Kelly an fCard
Alan (39)

Jul 25 Send Alan an fCard
Nichole(18)

Jul 28 Send Nichole an fCard

Jennifer
Jul 28 Send Jennifer an fCard

Viewr All Bir thdays

FIGURE 12.1 Here’s an example of the Birthday Calendar app | added to
my profile page.

CAUTION: When you allow an application access to your profile, it
accesses all of your information and that of your friends, too. If
you’re worried about privacy, applications might not be your cup of
tea. For this very reason, you might not want to include too much
personal information on your Facebook pages. (To learn more about
privacy settings, see Lesson 5, “Guarding Your Privacy.”) You can,
however, control some of the invasiveness of apps through the
application’s settings. Learn more about editing apps later in this
lesson.

When you add apps to your Facebook account, you can add them as sepa-
rate tabs on your profile page (depending on the app). For example, you
can add a tab for the Photos app, which you learned about in Lesson 8§,
“Sharing Photos,” or a tab for the SuperPoke app. This is handy if you use
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the application frequently and want easy access to it. Some apps can also
appear in their own boxed area on your profile page, such as the Birthday
Calendar app shown in Figure 12.1.

Kinds of Apps

At this point, you might be wondering what kinds of things apps offer.
There are a wide variety of applications, ranging from business and educa-
tion to fun and games. For example, culture-sharing apps let you share
information about things you like with your friends and they with you,
such as musical tastes, books you just read, or movie reviews. Friendship
apps include applications designed to organize and interact with friends.
Self-expression apps let you express your personality on your profile page,
such as adding pieces of flair (see Figure 12.2) or graffiti, whereas game
apps let you play interactive or single-player games.

FIGURE 12.2 Express yourself with Flair buttons on a digital corkboard that
you can add to your profile page.
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One of the more popular apps is FamilyLink.com, an application to help
you locate and connect with relatives around the globe. Another popular
application just for fun is Movies, which helps you compare your movie
tastes with friends. Some apps create digital worlds where you can interact
with others, such as FarmVille (the most popular app on Facebook),
YoVille (see Figure 12.3), or Mafia Wars (all created by Zynga games),
whereas others enhance a popular Facebook activity, such as Birthday
Cards (sending electronic birthday cards to friends), iLike (adding music
to your profile page), or Social Interview (polling you and your friends
about each other).

Free Gilts W PVA L Ol Neighbors (20) | Invite Friends | Buy ™=/ Earn More ™ | Game Cards
-4 L 2

™ . @ = Balt and Tackle Shop
: | TTTT &

FIGURE 12.3 In YoVille, you can wander around a digital world collecting
coins and shopping for stuff for your digital dwelling, as well as interacting
with your Facebook friends who also exist in YoVille.

NOTE: Facebook applications are free to use; however, some apps
ask for donations for a cause, or offer additional privileges for a
small fee, such as games. You can decide whether to pursue these
extra costs or not.
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Finding Apps

You can encounter applications in several ways on Facebook. Friends
might send you an app request, such as a game application in which they
invite you to play or interact with them, or a “gift” you must then use the
application to view. Application requests typically occur when a friend
adds a new application to their repertoire, and it asks to add you, as well,
because you’re on their Friends list. Application requests show up in the
Requests area of your Home page (right side of the page).

You can also encounter apps on other people’s profile pages and news
feeds and choose to add the application to your profile, too. If you see
something you think you’d like, you can click the application name in the
story posting to learn more about the application.

Finally, you can use Facebook’s Application Directory to browse for apps
or look for specific ones to learn more about them. The Application
Directory, itself an application, lets you browse for apps based on category
or by name.

Deciding which apps are right for you is really a personal preference.
Many of the Facebook apps are viral, quickly spreading in popularity as
they’re shared among friends—your friend adds the application, it looks
interesting, so you add it, too. If you see an app you think you’d like to try,
you can check out its page first to learn more about it and find out which
of your friends is using the app.

Responding to an App Request

Basically, an application request is when an app invites you to participate
in whatever it’s about, or when your friend who uses the app wants to
invite you to use it, too. When you receive an application request, it
appears in the upper-right area of your Home page among the Requests
listings. Click the See All link and view the entire Requests page, as
shown in Figure 12.4. You might need to scroll down the Requests page to
view your application requests.

The request presents several options for responding. The first option,
though it might have different names, is essentially a button you can click
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to join, accept, or participate. When clicked, additional pages may open
where you can allow the application to access your data. The second
option is to ignore the request. When you click the Ignore button, the
request is removed from the Requests page.

& You have a cause invitation.
sent an mAtation using Causes:

Support my cause, Help Cune Breast Cance: 5t Chekes). Help by joining, donatng, or

Bl iting your friends!

[ o Goes ] Laam s ] s |

filck This Appleation | Sgnone Al Invies From This Friend

¥ You have 7 yoville gift/invite requests.

sent a request using Yovile:
Heres a Red Widget to help you finich bulding vour collactble in Yovile. Can you help me by sending a gift back?

sent & request using Yolille:

Here is & Colections Mystery Box for your Yobile pad! Could you help me by sending a gt back?

sent a request using Toville:
Here is a Collections Mystery Bax for your Tovile pad! Could you helo me by sendng a oift back?

Accept Collections Mystery Box! m

This Applcation | Igrere AT nvites From This Friaes

FIGURE 12.4 You can respond to application requests on the Requests
page.

If you prefer to learn more about the application before choosing a
response, you can visit the app’s info or “profile” page and learn more
about it. Similar to a profile page, an application’s page has a Wall for
comments and tabs for info, reviews, and discussion boards, and even a
“profile picture.” Click the application name in the request title area to dis-
play the information page.

As you can see in Figure 12.4, there are also several links below the
request information to block the application from inviting you again, or
block all application requests from the friend who sent it to you. You
might find these handy if your friend persistently sends you unwelcomed
invites to apps you’ll never use. If you click the Ignore All Invites From
This Friend link, the friend never finds out about your decision, and you
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can end the parade of requests. If you click the Block This Application
link, you can prevent the application from ever contacting you again
(unless you reactivate the application again at a later time).

Browsing Apps with the Application
Directory

With literally hundreds of apps to choose from, finding apps is easy. To
see what kind of apps are available on Facebook, you can open the
Application Directory and browse to your heart’s content. To display the
directory, however, you need to perform a few steps. Start by typing in the
word Application Directory in the Search box at the top of any Facebook
page. In the pop-up menu that appears, as shown in Figure 12.5, click the
See more results for applications. This opens a search results page. Click
the Applications link on the left, and then click the Application
Directory link that now appears at the top of the results list. It’s a round-
about way to get where you want to go, but maybe they’ll simplify this
with a direct button soon. In the meantime, this method leads you to the
Application Directory, as shown in Figure 12.6.

Click the All Applications category if it’s not already selected by default.
The Directory page, shown in Figure 12.7, lists categories of applications
on the left, and suggestions for applications on the right, including fea-
tured apps. The Recent Activity From Friends section lists recent apps
your friends have loaded. To peruse a category, select a category name on
the left, such as Business or Lifestyle. Facebook then lists associated apps
based on popularity.

Applil:aﬁnn Directory|

] Hot Apps - Application and App Lists
and Directory
-4\|:‘3|I|__tlt n

See More Results for Application Directory »

FIGURE 12.5 Use the Search tool to start your path to the Application
Directory.
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FIGURE 12.6 From the Search results page, activate the Applications filter
and look for the Application Directory link.

Search Apps

Utiities

JustFor Fun
O Facebook.
External Websites
Deskiop

Moble

Pages

Prototypes

Search Results

<
Fipdgl‘r

b

Applications matching "Apphcation Directory™

Pagelct] >
Application Finder by Apps-0-Rama *kd
Find, Rats, ard Add FaceBock Appications, Search with more detal, se user ratings, and see them
befoee they arrive in the Facelook spplcstions drectory.

9,063 monthly active users

Forum Directory Hkkd
Finaly, & fill-featured forum appbcaion on Facebook, Creats » standsslone deosssion board t
sppene in our drectory or add & forum f your already existing application,

128 monthly active users

Webapp directory by yong54321
A place o find web applcation for mobde users

2 monthly active users

Journal Directory

in this appcation you can view a collection of sdentific journals that we get from some website
provider of scentific journals.

43 monthly active users

CampusBuddy by Campustuddy.com dkd
CampusBuddy is a pepular social and academic drectory that connects pecple at schools, Easly
cormect wath dlassmates o meet e people. Facebook Verifed Appbeation.

45,271 monthly active users

FIGURE 12.7 The Application Directory page.
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The Application Directory lists apps by category. The categories are pretty
self-explanatory, as follows:

>

>

>

Utilities
Education
Entertainment
Friends & Family
Business

Games

Sports

Lifestyle

Just For Fun

To view a category, just click its name. The categories list on the left side
of the page also has options for viewing other application types, as follows:

All Applications Lists all the applications Facebook thinks you
might like.

On Facebook Lists featured apps, apps Facebook thinks you
might like, and recent apps your friends are using.

External Websites View apps based on other sites.

Desktop View apps geared toward desktop usage, such as apps for
Twitter or Google.

Mobile View apps available for Facebook’s mobile features.
Pages View apps for Facebook pages.
Prototypes Lists featured prototype apps.
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When you choose a category to view, the applications listing includes a
brief description of the apps and user review rankings measured by a star
point system, as shown in Figure 12.8. The more stars an application
receives, the more people like the application. The bottom of the descrip-
tion also lets you know how many monthly active users access the applica-
tion and how many friends you have already using it. To learn more about
a particular application, click its name. Facebook opens its associated pro-
file page, as shown in Figure 12.9.

Al Applications » Entertalnment All Enber Lairment (%
Featured By Facebook Pagaloil >
L vccu o Music visual Bookshelf
Utites Get persanalzed concert alerts, oreate Keep track of your favorite basks,
vl shuare playists with your fnends, dscover new readng matenal, and find
Education and desconver new music with free MP3s, et what besks your fiends enjoy! l
Entertsinment
Friends & Famiy
Susiness
Games Applications You May Like Page 1ol 20 L
Sports
Bumper Sticker Mushe RockYou Lve Photo of the Day Sketch Me
Ufestyie -
sirin ({i@ niLke. ‘;j” 3
O Facebock j_?’J rockagou ==
Exterral Webdtes ko ko e ke e
Desktop wisual Bookshelf Zoask Farmtaum Gifts Pienik Pandora
Moble . e —
Pages 1 [i "!'."4-- "' w
o T pi FAKDORA
— Z0LSK] Ll
Al i Ak ek
Entertainment: [End) Recersy Added See All
WEHI B Mobile by sceboo *hkk
The Facehosk Mahle appheation allsws you 1o view a stream of the Latest cantent your fnends have
R BEE  lodend via Facebook Mabie, 12 ko provides a phorebook view of your Biends, and slows you ko
[T LRl subscrbe to your frends’ mobde conten
Authorized (desuthonze) - 20,290,533 monthly sctrve users - 19 fends

FIGURE 12.8 Choose a category to view a list of apps and featured apps.

You can read more about the application, who designed it, reviews of the
app, and even which of your friends are using it. Depending on the appli-
cation, the page may display tabs for viewing additional information, a
discussion board, and a Wall for posting comments. To add the app to your
repertoire, click the Go To Application button. Depending on the app, the
Allow Access page may appear, similar to Figure 12.10. Click the Allow
button to continue and add the app. Click the Leave Application or
Cancel link to forgo the procedure.
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FIGURE 12.9 Each application has a page describing the app and a link for
adding it to your Facebook account.
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FIGURE 12.10 Before adding an application, you must first officially
approve its access to your information.
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Searching for Apps

You can also conduct a keyword search to look for a specific application.
On the Application Directory page, click inside the Search Apps box.

Type in the keyword or words you want to search for and press Enter or
Return. Facebook conducts a search and displays any resulting matches.

The results page includes a brief description of the app, a review rating,
the number of active monthly users, and the number of friends who use the
app. From the list of matches, you can click an application name to view
its associated page of information and add the application to your
Facebook account.

Managing Applications

After you’ve added an application, you can use it as much or as little as
you like. Depending on the app, you can change how it’s accessed or
where it appears on your Facebook profile page. Not all apps are profile
based, but you can always access them through the Applications Settings
page. (See the next section to learn more.) Some apps even let you put a
bookmark icon on the Home page for quicker access.

Changing Application Settings

You can edit your applications through the Application Settings page,
shown in Figure 12.11. To navigate to the page, click the Account menu
and click Application Settings.

The Application Settings page lists each of the applications you are using.
You can use the Show drop-down list to filter the apps display. You can
show recently used apps, bookmarked apps, prototype apps, apps that are
added to your profile page, authorized apps, allowed to post apps, and
granted additional permissions apps.

To edit an application, click the Edit Settings link. This opens a Settings
dialog box similar to Figure 12.12, with tabs for changing the application’s
settings. Depending on the application, you can use the tabs to change pri-
vacy settings, add a bookmark, or control how related stories are generated
when using the application. For example, if the application offers a Profile
tab, you can click the Privacy drop-down list and choose who can view
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your activities with the application. If the application offers an Additional
Permissions tab, you can control the display of related stories on the news
feed and on your profile page’s mini-feed. Click Okay to save any changes
you make to the settings.

Application Settings - Recently Used
Desplaying 10 apphcabons you have used in the past month. Show: | Recently Used )
¥ Bejeweled Blitz Edit Settings Profie ¥
[ Events Exlit Settings Profie
8 cifes Edit Settngs Profie
[1] Groups Edit Settings Profle
#]] Links Edit Settings Profle
[ Hotes Edit Settings Profie
% Photos Edit Settngs Profile
Q) vieces of Hair EdtSetngs  Profie x
W video Edit Settngs Profie
¥ Yoville Edit Settings Frafie ¥

FIGURE 12.11 The Application Settings page.

Edit Pieces of Flair Settings

Profile Bookmark Additional Permissions

Added {removc)
Added (remove)

Pivacy: | @ Friends of Friends |

This setting rontrols the visihility of Pieres of Fairs
Box or Tab on your Profile.

FIGURE 12.12 You can edit individual settings for your apps to change how
they work.

To view more information about the application, click the Profile link.
This takes you to the app’s profile page, where you can view its descrip-
tion and rating, see which friends are using it, post comments on the Wall,
and more.
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Removing Apps

You can remove an application you no longer want or are no longer using.
You might also remove applications to clean up your list just as a mainte-
nance task. To delete an app, first open the Application Settings page as
described in the previous section. Next, click the Delete link (the X button
to the right of the application name). A prompt box appears. Click the
Remove button to delete the application. Optionally, and depending on the
application, you can rate the application or state a reason as to why you’re
removing it.

One more prompt box appears to let you know the application is gone.
Click OKkay to finish the process.

Displaying Apps

Some apps let you display a tab for them on your profile page for easy
access. To add a tab, open your profile page and click the Add a new tab
tab—the one that looks like a plus sign (see Figure 12.13). Next, click the
name of the application you want to add. Facebook immediately adds it to
the list of tabs on the page. To remove it again, you can open the app’s
Edit Settings dialog box, click the Profile tab, and then click the Remove
link next to the Tab option. For quicker removal, you can also click the
app’s tab, and a pencil icon appears next to the tab name. Click the icon,
and then click Delete Tab.

Add a new tab
1 Links

ﬂ Movies

.5" SuperPoke!

L Lost

@ FunSpace
“ Likencss
9 Goodreads

Search available tabs:

FIGURE 12.13 You can add a tab for the application on your profile page.
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Other apps let you add a box for them on the profile page on the Wall tab,
thus creating their own little space on the page, or on the Boxes tab. You
can open the application’s Edit Settings dialog box to look for such an
option. Look in the Profile tab for a link next to the Box option, and then
click Add.

Some apps let you place a bookmark for the app on the Home page.
Again, you can check the app’s Edit Settings dialog box for such an
option.

TIP: If you'd like to learn how to create your own apps for Facebook,
check out the Developers page for more information, tips, and help.
Click the Developers link at the bottom of any Facebook page to
open the page.

Summary

In this lesson, you learned how to use applications on Facebook. You
learned how to find applications, search for applications, and add applica-
tions to your Facebook account. You also learned how to manage your
apps. In the next lesson, you’ll learn how to create Facebook Pages (with a
capital P).
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LESSON 13
Understanding Pages

In this lesson, you learn how to promote a business, brand, or public fig-
ure using Facebook Pages. You’ll learn the differences between regular
profile pages, groups, and specialty Pages. You’ll also learn how to sub-
scribe to Pages, create your own Page, and manage it as its administrator.

Understanding Facebook Pages

If you represent a company, organization, or professional group of some
kind, you can create a presence on Facebook. Unlike individual profile
pages, however, you need to create a special page—one that starts with a
capital P. Facebook Pages are designed specifically for professional use
and are completely separate from profile pages. A Page is a great way for
fans to find you or your brand and spread the word about upcoming
events, news, and information. Pages are a tool for connecting directly
with customers or an audience, and even attracting future fans or buyers.
Facebook members can choose to be fans or supporters of Pages.

Pages are an ideal public relations/marketing tool for the following:
» Public figures, such as politicians and government officials
» Celebrities
» Bands and musicians
> Artists
» Nonprofit organizations and charities
» Government agencies
» Large and small businesses

» Entertainment industries, such as television and radio
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» Educational entities, such as schools, colleges, and universities

» Brand names and products, and the companies behind them

By using Pages, businesses, artists, and brands can interact with fans
directly, going beyond one-directional conversation to dynamic communi-
cation. The content you post on a Page shows up in the news feeds of any
fans or supporters, which in turn can be viewed by their friends, potential-
ly driving up traffic to your Page and more customers to your door. As a
marketing tool, Facebook Pages can help you increase product or brand
awareness and interest, plus allow you more ways to communicate your
message and receive feedback.

Pages, Profiles, or Groups?

Facebook users are often confused about the difference between profiles,
groups, and Pages. There are certainly a lot of similarities between the
three; for example, Facebook features, such as the Wall, are readily avail-
able in each. Take a look at the Page for a television show shown in
Figure 13.1.

At first glance, the Page looks like a regular profile page. It has a Wall for
posting comments, a profile picture, and tabs with other Facebook fea-
tures. Although it looks like a profile page, it’s actually much more. To
help you distinguish between Pages, profiles, and groups, however, take a
look at some of the differences:

» Any individual can create a profile page, but only an authorized
representative can create a professional Page. If you’re not an
authorized representative, you can create a group for the person
or entity instead and invite other fans to participate. See Lesson
10, “Joining Groups,” to learn more.

» Pages are also different in that you don’t see who is actually
administering the content. No one’s name, other than the compa-
ny or public figure, appears on the Pages.

» With a Page, you don’t have to okay friend requests on a Page.
Anyone who wants to be a fan is automatically approved. This
saves an administrator valuable time.
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FIGURE 13.1 A Page for a popular cable television show.

» Pages cannot invite people to be friends; rather, you can like a
Page.

» Pages can integrate applications, contrasting with groups, which
cannot add apps. With Pages, you can add apps such as Flash
Player for uploading Flash files, YouTube Box to import your
YouTube videos, or Simply RSS to import feeds.

» Unlike a regular profile page, a Page offers special administrator
tools for collecting traffic and demographic information.

» A Page administrator can send out updates to every fan or sup-
porter, but a group administrator can only send out messages to a
maximum of 5,000 members at most. Updates are like messages,
but they appear in your Updates category in your Inbox.

» If you become a fan or supporter of a Page, the Page’s adminis-
trator does not have access to your profile information.
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» When you create a Page, it’s indexed and searchable both inside
and outside of Facebook.

» Tools for creating profiles and groups are readily available; how-
ever, tools for creating professional Pages are more difficult to
locate on the site.

Basically, a Page is for promoting an entity or public figure, whereas a
profile is just for individuals. Groups are informal fan-created pages,
whereas Pages are authorized by the artist or company.

Strategies for Marketing with Pages

From a marketing standpoint, creating a Facebook Page for a business or
public figure can really generate ongoing buzz about a product or promo-
tion. One of the unique things about Pages is that you, as the administra-
tor, can determine what tab on the Page users land on when they display
your Page. You can use this strategy to direct a user to a specific ad cam-
paign or action found on a custom tab on your Page. Take a look at Figure
13.2, for an example. It’s a Page for a famous pizza chain. Notice you land
on the customized tab as soon as you display the Page.

Like the custom tab shown here, you can integrate all kinds of applications
to engage the people who visit your Page. There are hundreds of business-
related apps you can use to help you create all kinds of interesting and
interactive content. For example, you can create quizzes, surveys, and
games that keep users coming back for more. You can hold drawings and
contests to bring back people frequently to the Page. Be sure to keep your
Page content up-to-date and relevant. Utilize Facebook events to reach out
to your fan base and let them know about upcoming calendar dates,
engagements, concerts, rallies, or appearances.

As far as communication goes, it’s also a good strategy to respond prompt-
ly to fans who write on the Wall. Respond in kind by writing on their
Wall. If someone comments on a photo or video, keep the dialogue going.
Fans and supporters want to hear back from you, and this medium is
designed just for this type of activity. A discussion board is also an excel-
lent way to communicate with fans and create more interest. Start new
threads regularly and encourage participation. Failing to engage your fans
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and supporters results in lost opportunities to generate revenue and inter-
est. Remember, Facebook is a social network first and foremost, designed
to foster human interaction. Your marketing strategy should focus on this,
too, to help extend your brand or message.
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FIGURE 13.2 A Page for a popular pizza chain with a customized content
tab displayed.

NOTE: You can find numerous resources on the Internet to help you
tap into the marketing and programming sides of Facebook, creat-
ing specialized apps and integrating others to suit your marketing
needs. Sites like All Facebook (www.allfacebook.com) and
Mashable (http://mashable.com) can offer some insights to get
you started. Also be sure to check out Facebook’s Developers page
by clicking the Developers link at the bottom of any Facebook page.

Finding and Following Pages

From a fan or supporter standpoint, you can subscribe to a Page and get
regular updates whenever new information is published. News appears as a


www.allfacebook.com
http://mashable.com
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story on the news feed on your Home page. Actually finding Pages to
become a fan of takes a little effort on your part. One way to find a Page
you like is to stumble across a story about one on your friends’ mini-feeds
on their profile pages. Check their profile pages and see what Pages
they’re subscribing to or what public figures they’re supporting. Just click
the link in the story to view the Page yourself.

You can also conduct a search for a particular name or product and see
what’s available on Facebook. Click in the Search box at the top of any
Facebook page and type in the keyword or words you’re searching for,
such as a company or product name. Press Enter or Return, and
Facebook displays any matches on a results page, as shown in Figure 13.3.
Click the Pages category to view any matching pages.
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FIGURE 13.3 The results page displays any matches.

If you’re looking at all the results, it’s not always easy to tell what’s a Page
and what’s a group. Look at the total number of members. If it’s a large
number, chances are it’s the organization’s officially sanctioned Page.
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When you find a Page you like, you can become a fan or supporter in just
one click. Look for a Like button at the top of the Page. When you click the
button, Facebook adds a small story about it on your profile page, saying
something to the effect of “Sherry likes....” Your friends can then see the
story and comment, or follow the link to the Page and become a fan, too.

Once you're a fan, you’re a subscribed member, so to speak. To view any
updates of the Pages of which you’re a fan, display your Messages page
and click the Updates link. This displays the latest news from the Pages to
which you’re subscribed, as shown in Figure 13.4.
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FIGURE 13.4 You can follow Page updates using your Inbox page and
Updates tab.

TIP: To unsubscribe from a Page, open the Page and look for an
Unlike link or something similar. You'll find it on the far-left side as
you scroll down the Page. Just click the link, and you’re no longer
a fan.

Setting Up a Facebook Page

If you’re the official representative of a business, organization, or public
figure, you can set up a Page in Facebook. Before you get started, take
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time to gather all the elements you need and save yourself some effort.
Here are a few things you’ll need:

» A name for the Page. The name you choose cannot be changed
later—it’s permanent (unless the Page is deleted entirely).

» A photo to act as the Page’s profile picture.

» Information about the company, organization, or public figure.
Information may include contact information, address, back-
ground story, company history, and so on.

» Content, such as pictures for a photo gallery or video clips, or
content generated by apps.

» A category, such as a local business, brand or product, or public
figure. Within each of these main categories are subcategories for
defining exactly what kind of organization you represent, such as
a grocery store or travel agency, actor or comedian, and so on.
The category you choose has everything to do with how the Page
is indexed on Facebook. It might help to research other Pages to
see how they are categorized before attempting to create your
own Page.

CAUTION: If you're not authorized to create a Page and Facebook
finds out, your account may be closed and the Page pulled from the
site. Fan pages are not allowed unless created by an authorized
person. If you'd rather create a fan page, you can do so with a
group. See Lesson 10 to learn more.

Creating a New Page

After you’ve planned out what you need to display on the Page, you’re
ready to start building it. Follow these steps to create a new Page in
Facebook:

1. Scroll to the bottom of any page and click the Advertising link.
Facebook opens the Facebook Advertising page.
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2. Click the Pages link at the top.

Facebook displays the Facebook Pages information, as shown in
Figure 13.5.
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FIGURE 13.5 You can find your way to the Pages feature using the
Advertising link.

3. Click the Create a Page button in the upper-right corner.

The Create New Facebook Page form opens, as shown in Figure
13.6.

4. Click a category type. Try to choose a category that best matches
the type of Page you’re creating, such as a local business, a brand
or product, or a public figure. Each of the three main categories
will display a subcategory drop-down list you can use to be more
specific.

5. Click the drop-down list to narrow down your selection even
further.
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Create a Page
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FIGURE 13.6 Narrow down your category as much as possible using the
available options.
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NOTE: You cannot change the category later, so choose wisely.
Facebook’s form for Page creation has different fields for you to fill
in based on which type of organization you select.

6. Type a name for the business, product, or public figure (see
Figure 13.7).

7. Click the check box to authorize yourself as the official represen-
tative of the business, celebrity, or band.

NOTE: If you have not yet set up a Facebook account, you’ll need to
do so in order to create a Page. You can click the Create a Page
for a celebrity, band, or business link on the Facebook startup page
and follow the prompts to create an account and a Page.

8. Click Create Official Page.

A blank Page opens, as shown in Figure 13.8. You can now begin
filling in the content for the Page, as needed.
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FIGURE 13.7 Finish filling out the form and authorizing your approval to
create the Page.

facebook o

Link Your Page te Your Twiller Account dose

Vet can now export your Facebook Page updates to Tvlter, Chck here to enable this feature.

Vour Page has been created.
Ta get started, upiead a pichre and edit infoemation.

h Gunter's Gourmet Quall Eggs | £ ke |

Wall  Info +
& Edit Informaten

Add Lo My Page's Favoriles

Suggest Lo Friends

Wirite samething abeut Gunter's
Gourmet Guad Eggs

Insights

*
0 Pust Quality

Intaractions
This Weel

FIGURE 13.8 A blank Page opens, ready for you to add content, info, and a
profile picture.
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TIP: If it turns out you don’t like any of the fields associated with
the category you chose, you can delete the Page entirely and start
all over again. To do so, click the Edit Page link under the profile
picture area, and then click the Delete Page link at the top of the
next page. Facebook warns you about the deletion; click Delete to
make it permanent. You can now start over and create a new Page
using a more suitable category.

Filling Out Page Info

Filling out the Page’s information is very similar to the way you filled out
your profile page when you first created your Facebook account. You can
edit various aspects of the Page, such as the Info tab, add a photo album,
and so on. One of the first things you should do is add a photo or other
image type (such as a logo or graphic) to serve as your Page’s profile pic-
ture. To add a profile picture, click the picture area and then click the
Change Picture link that appears. From the menu that pops up, you can
upload a photo, take a new photo using your computer’s camera, or choose
an existing photo from an album. You upload a picture for a Page in the
same way you uploaded a photo for your personal profile page. (See
Lesson 2, “Setting Up a Profile,” to learn more about uploading photos.)

As you look around the new Page, you’ll see many of the same elements
found on your own profile page, including tabs for various features (Wall,
Info), a spot to add a blurb about the organization or person under the pro-
file picture, and links for editing the Page or adding administrators. To add
content to the Page to the Info tab, display the tab and click the Edit
Information link, shown in Figure 13.9.

Gunter's Gourmet Quail Eggs | &5 Like

wall  Info +

FIGURE 13.9 To edit the Info tab details, click the Edit Information link.

Depending on your Page’s category, the information fields will vary. You
can begin adding information to the Page (see Figure 13.10). When you
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finish, click the Save Changes button at the bottom of the Page. Click the
Done Editing button to close out the fields entirely.

wall  info +

& Chek on a profile section below to edit it. Remember to save your changes. Done Editing

¥ Basic Infu
Address:
City/Town:
Zip:

Phaone:

Hours:

Monda ] 0
Tuesdsy W -
Wednerday [ 3
Thrsdsy W o
rida I3 3
Satwday M 7 o T
Sunday P |Time o |T

[™ Speafy two sets of hours for each day.

Savr Changes Cancel

FIGURE 13.10 Your fields will vary based on which category of organization
you chose when creating the Page.

TIP: Don’t forget to become a fan of your own Page! Click the Like
button to subscribe like everyone else.

You can edit your Page as much as you need. You can add photo albums,
video clips, apps, and so on.

Managing and Editing a Page

It’s easy to manage a Page using your administrator powers. You’ll find
links for editing the Page under the profile picture. Click the Edit Page
link to open the Page shown in Figure 13.11. From this Page, you can edit
settings, Wall display, mobile settings, settings for various applications
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you’re using with the Page, and more. The right side features links to vari-
ous resources to help you with the Page, including links for adding new
administrators to assist you with managing the content. You can also use
this page to send out updates to your subscribers.

m Acks Manager | Pages | Hep Promote your page

‘Gunter's Gourmet Garden
Badk to FagH View Page gc

[ settings
Edit

Edit country restrictions, age resirictions and publshed status.
B wall settings

Edit

Charge the default view for fars and control who can post to your Wal,
<5 Mobike

Edit - Lewm maore

Publizh status updates, phatos and videos to your Facebook Page on the go.

Applicatinns

73 Photos

Apokcation

wish Facehank
reorder photos,

you £an Lplaad an unkmited number of albums ta yeur Facebosk prafile. Yeu can
them, and tag your friends in them.

= Di-..cu:.'..iuu Boards

Diseussion boards ensble your fans Lo get thei ideas out into the open. Dscussion boerds et you know
functy what your fies and ustomens thisk and want, Get the conversanan started naw!

1 Links

Exdit - Appbication Settings - Remove Applcation

FIGURE 13.11 Open the Edit Page settings to make changes to various
aspects of the Page.

To make changes to the settings, just click an Edit link beneath the area
you want to edit. This displays fields or options for changing the associat-
ed settings. After your Page has been up and running for 48 hours, you can
use the Insights feature to view data about demographics and activity of
people accessing your Page.

To return to the Page after making changes, just click the View Page link
at the top.

Sending Out Updates

You can alert your fans to new features, news, and other additions to your
Page using Facebook’s Updates feature (see Figure 13.12). This feature
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works much like a message you email that ends up in the recipient’s
Inbox. Unlike email messages, however, Page updates appear on a special
category link page on the Messages page, called, appropriately, Updates.
You can even target your update to subsets of your fans, such as sub-
scribers from a certain area of the globe. To send out an update, look for
the Send an Update to Fans link on the Edit Page page (look on the far-
right side of the page under the Promote your page heading).

[F1 Gunterfug039;s Gourmet Garden edt it FEAEOESWE
=] send an Update

Audience: 4 fars of Gunter's Gourmet Garden. (=dit)
I™ Target this update

Subject:

Hessage:

Attach: ™ TRoord Video [ Postlink At
$Psendatichs Epcwcn [l

m Cancel

FIGURE 13.12 Use the Send an Update page to send out a message to all
of your fans.

Facebook opens the Send an Update form, shown in Figure 13.12. You can
fill out the form with a subject title and a message, just like a regular email
message. You can also attach a photo, video, link, or other extra item to
the message. To target the audience, click the Target This Update check
box to display targeting options. When you’re ready to send out the
update, click the Send button.

Advertising Your Page

You can use your advertising dollars to promote your Page on Facebook.
Facebook offers two kinds of advertising: pay by clicks or pay by views
(also called per impression ads). With pay by clicks, you pay a set amount
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every time a user clicks your ad. With pay by views, you establish a price
for 1,000 views of your ad. When creating an ad for Facebook, you can
specify a target audience to help your ad reach the people you want. You
can also specify a maximum amount to spend on the ad. You can learn all
about advertising on Facebook by clicking the Advertising link at the bot-
tom of any Facebook page. The Facebook Advertising page, shown in
Figure 13.13, offers a step-by-step guide for planning and implementing an
ad. You’ll also find help with advertising regulations and rules on the site.

1 Advertising ] Pages [ Share %, Connect

Facebook Advertising

Reach your exact audence and connect real customers to your business,

Overview Prepare  Step By Step  Case Studies

2. Targeting . T Female Male ™
[ p—
Lacations [ United States. =) ST -I'_ TR
@ Lverpweere E, 18:24
S: L :Mc.’ww-u -l ; =- 2854
Owow [1] 35-44
age: (18 - [am 55 1] a5+

Connect with Real People Create Your Facebook Ad

000,000 active  Quickly create image and text-based

rising solston? Contact Our Sales Team »

FIGURE 13.13 Facebook’s Advertising feature offers step-by-step help with
placing a promotional ad on the site.

Summary

In this lesson, you learned how to use Pages on Facebook. You learned
how to find Pages, subscribe to Pages, and check their updates. You also
saw how to make a new Page for your company or organization and then
manage the Page after it’s published. In the next lesson, you’ll learn how
to buy and sell stuff at the Facebook Marketplace.



LESSON 14

The Facebook
Marketplace

In this lesson, you learn how to sell stuff locally on Facebook. You’ll learn
how to use the Marketplace app to browse items for sale and create your
own listing.

What Is the Facebook
Marketplace?

The Facebook Marketplace is a mutual effort from Facebook and Oodle, a
network for classified ads online. Hoping to capture the growing Facebook
user base, Facebook’s Marketplace combines the social and interactive ele-
ments of its site with the growing popularity of online classifieds.
Marketplace is another of Facebook’s default applications available to all
users. You can sell stuff in the Marketplace or buy stuff others are selling.
You can search for specific items, sell items for a charity, or just see what
everyone else is buying and selling online. You can sell household items,
vehicles, and even houses in the Marketplace. You can also advertise for
roommates, search for jobs, or look for an apartment to rent. The service is
free, and best of all, you can conceivably know who you’re buying from or
selling to by checking out their profile pages when applicable. Although
the Marketplace app is integrated into Facebook, it’s managed by Oodle.
The Marketplace feature has been available for awhile now, but it’s just
now beginning to pick up steam, particularly after the success of Craigslist
and the advent of new site upgrades to Facebook in the spring of 2009.
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Like other online classified ad sites, you can create listings for items you
want to sell. Your listings can include a photo of the item, details about it,
and why you’re selling it. Other Facebook users can come along and view
your listing, ask questions, add comments, and make a deal. Because of
Facebook’s viral nature, someone can come along and comment about a
listing, such as “I have one of these and I love it,” or “I want to give away
my couch to charity, too,” and spread the word quickly throughout their
networks of friends. The sale or donation of an item can generate other
interests, conversations, and so on. You may be surprised at the outcome,
such as finding out that someone shares the same hobby or cause as you.

The Marketplace offers five distinct categories for listings, as follows:
Items For Sale This category is for items you want to sell, such as
household items, furniture, baby clothes, books, and so on.

Rentals Use this category to find apartments to rent, roommates,
and short-term housing situations.

Vehicles This category is for listing cars, motorcycles, campers,
vehicle parts, boats, and other motorized vehicles.

Real Estate Use this category to look for houses and condos for
sale.

Jobs This category lists jobs and job-wanted situations.

You peruse each category to see what’s out there for sale. Each category
features subcategories.

CAUTION: Anytime you enter into the realm of buying and selling on
the Internet, fraud and scam artists lurk around, ready to thwart
your efforts. Be cautious, especially about deals that are too good
to be true. Scammers offer all kinds of transactions that ultimately
are illegal or rob you of your money, such as bounced checks,
scams to send money to another country, or scams to steal your
personal information. If your gut tells you something’s wrong, it
probably is. You can always report your suspicions; look for a
Report This Listing link at the bottom of any ad. You can also alert
Facebook when you encounter spam ads.
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Navigating Around the
Marketplace

To help you get a better idea of what you can do with the Marketplace,
take a few moments to look around the pages. Figure 14.1 shows the
Marketplace Home page, the “doorway,” so to speak, to the online classi-
fied ads. You can access this page by clicking the Marketplace link on the
Home page.

NOTE: If you're a new Facebook user, you might not see the
Marketplace app listed among your applications. If this is the case,
you can conduct a search for it and authorize its use. Just type the
keyword Marketplace in the Search box on the navigation bar, and
then press Enter or Return. From the Marketplace page, click the
Go to Application button.

i Harke_tpla_c_e .UI:‘IItEd States {ehange)

D post a Listing 2 My Account

& M| % DlemsForSale [ Renals @ Vebices £} RealEstate (3 Jobs
= Lo o mics f aoumecie |
@D New Listings in Your Social Circle Friends

5 Themes For Sale = Rentaks % Vehicke

Agartments

£ Real Fslate

m

Roummales Riplae ation

FIGURE 14.1 Facebook’s Marketplace gateway.
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As you can see in Figure 14.1, there are five main categories in the
Marketplace: Items for Sale, Rentals, Vehicles, Real Estate, and Jobs. Each
of these categories has subcategories. You can expand or collapse the sub-
categories by clicking the More link at the bottom of the main category.
The area above the categories displays the latest listings posted in your
social group’s areas.

Across the top of the Marketplace Home page are tools for searching for
listings and viewing your own listings and tabs for viewing the same list-
ing categories found at the bottom of the page.

Most important, you’ll notice a radius and location box next to the Find
feature. This is the Location Settings box. You can click this box and spec-
ify a local area where you want to shop. To set your Marketplace location,
follow these steps:

1. Click the Location Settings box to display the Location Settings
dialog box shown in Figure 14.2.

Location Settings

Please enle your localivn Le see listings near you,

Search | United States

within | 50 miles + of | Indianapolis, IN

FIGURE 14.2 You can specify a Marketplace location.

2.
3.
4,
5.

Click the Search drop-down menu and choose a country.

Click the within drop-down menu and choose a mileage option.
Type in a location, preferably a city or zip code near you.
Click Submit.

Facebook changes the Marketplace page to reflect the new location setting.
You can now peruse listings in your area.
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Looking at Listings

You can search for a specific item in the Marketplace, or you can browse
the listings to see what people are selling in your area. For example, to
look for items being offered for sale, look among the Items For Sale cate-
gory. To browse, just click a subcategory under any main category area.
Facebook then opens a results page, similar to Figure 14.3. Computer
items are listed in this example.

i...i Marketplace United States (s

@ post aListing ¥ My Account

& AN | % temsForSale | 0 Rentab 4% Vehicdes £ RealEstate (3 Jobs
[ Fna... | v 50 miles of Indianapolis, m
Location Resulls 1 24 of 24

Enchanupots, IN +50 mies
Laplop
social Circle Wy ?

Friende ]
Efmod me T you...

subcategory

¥ Share

207 2.0 GHz IMac Apple Computer for $650

a
Photo )
Wwith Picture Orl - .
C Cornera o Lae -
Keyword
E Gaming Desktop for $550

— Comemant RLE S pr—

FIGURE 14.3 You can leisurely browse through the various subcategories
to see what items are listed in your area.

As you peruse the listings, you can click a listing title to open its page.
The listing page opens, looking very similar to a profile page, as shown in
Figure 14.4. It includes the seller’s profile picture, details about the item
for sale, a place for a photo of the item, recent listings, and an area at the
bottom of the listing to ask a question or leave a comment. If you’re inter-
ested in the item, click the Respond button at the top of the page and send
the seller a message. You can also write on the listing’s Comments area at
the bottom of the listing to ask a question.
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You can click the Share button to open the Share dialog box and post a
link to the ad on your profile page, or send a link to a friend to check out.

i..i Marketplace United States

0 Post a Listing > My Account
@ Al | " Items For Salke | I Rentals @ vehides  £F RealEstate  EH Jobs

| |Fr|d... | vathen 50 miles of Indianapalis, 18

Listing Details Al Listings from Joe

o tke 5 Commerss (1} | m Share
For Sale:

Macbook Pro 157,

Why? ££ 1 have a mac desktan and this Machock. | would lie tn spend less time on the computer, 58 [

am just going to start using my deskicp. 7 4

Personal Profile category: Irems For 53
Posted: 1 week agn n Muncie, TH

Description:  This Machook is in great condicion. Tused & during school, and £ never
gave me trouble. Thave Snow Leopard and al of the newest software
loaded, 1am wiling to sel this Macbook for $1200 (which & less than
hak what I bought i for) or best offer. You wil not be dsappointed
with ths Machook. Teaching majors at BSU need a Mac, and this s a
great aption for a student trying to save maney on a goad qualty
computer. Ijust tumed it in for a ful look over, and had the sareen
replaced, the Sight replaced, the keys deaned, the motherboard fwed
%o optimum operation, and the fan repaied. This laptop & as good as

Recent Listings new.

1 ksting in the last month

Harketplace Activity

(There are very minor scuffs on the shel which cn casiy be buffed
utl.

(IF there are any problems, which there should not be, Tam stil under
warranty, so 1 will take £ to be ficed for no charge unt my warranty
Stay safe out thera! up.)
® Ahways meet the seler in persan,
» Don'twire or Westem Unien
maney 1o strangers.

FIGURE 14.4 A typical ad listing on the Marketplace.

To search for a specific item, click in the Find box on the Marketplace
page or on the listings page and type in the keyword or words you want to
look up. Press Enter or Return, and Facebook displays any matching
results. Facebook keeps track of your typed searches and lists them on the
results page in case you want to use them again at a later time; just click
the text to conduct a search.

CAUTION: Don’t confuse the Marketplace Find box with the Search
field on the Facebook navigation bar. They are used for two differ-

ent types of searches: searching the Facebook site and searching
the Marketplace.
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Adding Your Own Listing

You can easily create your own ads in the Marketplace. To start a listing,
click the Post a Listing link at the top of Marketplace page. This opens
the Post a Listing box, as shown in Figure 14.5. You may be prompted to
allow Marketplace access to your profile first, but just okay the procedure
and continue.

Email:*

Verify Email:* S -

Locabion:* | United States ¥ | Indianapods, IN

Calegury:" | Seketla Caleywry

*required

FIGURE 14.5 Use the Post a Listing box to start your ad.

Begin filling out the required fields in the form. As soon as you choose a cat-
egory, the box expands to reveal more form fields, as shown in Figure 14.6.

Next, type a title for your ad and click an ad type: For Sale, Free, or
Wanted. Explain why you’re selling the item and add any detailed informa-
tion about the item. You can use the Photo field to upload a photo of the
item. When you’ve finished filling out the details, click the Post button.
Facebook then asks whether you want to publish the ad on your news feed.

Lastly, if this is your first time selling an item, you must validate your
account by responding to a confirmation email sent to your email address.
If you need to make any changes to the ad, open the My Listings page
(click the My Account link at the top of the Marketplace Home page), and
click the ad title you want to change. This opens the Manage My Listing
page, which includes links for managing the ad.
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Post a Listing

email* | ewkgunter @yahoo.com

Veerify Fenail* | ewkgunter @yahoo.com

o m—
Locations® |United States % Indianapols, IN

Category® | Items For Sale i v
Subcategory:* ' _v
Title:®

@ For sale OFree OWanted

Why arc you sclling it?

Description:*

My Profile® [#] Markelplace may deglay my name and profie picture
wath my Listing(z)

Photols)k | [ Drowse ]

*repired

FIGURE 14.6 The Post a Listing form expands as you fill it out to reveal
more details you can add.

After you post an ad, it’s up to you to monitor it, answer any questions
that arise, and figure out how a buyer pays you when you reach an agreed-
upon price. Because the Marketplace is designed to be local in nature, you
can expect buyers to pick up the item at an arranged time and place, and
pay with cash. Facebook’s Marketplace does not offer a money service,
like eBay’s PayPal, so you're really left to your own devices.

To end a listing, after it’s sold or when you give up on selling it, you can
revisit the My Listings page and click the Close link.

Summary

In this lesson, you learned how to use Facebook’s Marketplace to buy and
sell items. You learned how to browse for items, search for specific items,
and view items for sale. You also learned how to create and post your own
listing. In the next lesson, you’ll learn how to take Facebook on the road
with you using the mobile features.



LESSON 15

Making Facebook
Mobile

In this lesson, you learn how Facebook’s mobile features work. You’ll
learn how to activate the texting feature to send and receive Facebook
information and how to browse Facebook’s mobile website using the spe-
cial URL. Plus, you’ll find out how easy it is to upload photos or videos
Sfrom your cell phone’s camera.

Facebook’s Mobile Features
Overview

If you simply cannot get enough of Facebook on your computer, you’ll be
happy to know you can access it through your mobile device and have
Facebook at your fingertips wherever you go. You can use Facebook’s
mobile features to send and receive status updates, messages, and Wall
posts, and even send poke actions on your cell phone. You can tell
Facebook to send you specific users’ status updates, as well as let you
know in what time frame the updates occurred. Sounds like fun, right?

Text messaging is pretty standard mobile technology these days, and if
your mobile device supports such features, chances are good that you can
use it with Facebook’s mobile capabilities. All text messages use a stan-
dardized mobile text transfer method, called SMS, which stands for Short
Message Service, or MMS, short for Multimedia Messaging Service. If
your mobile device supports SMS, you can send and receive text messages
from Facebook. Depending on your service, you might be limited to the
number and size of the messages (up to 140 characters). If your device
supports MMS, you can go a step further and upload photos from your cell
phone, for example, and post them onto your Facebook profile page.
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If your mobile device features web browsing capabilities, you can visit
Facebook directly—in miniature form, of course—using the http://m.face-
book.com URL. You can do just about everything on the small-scale page
as you can on your full-blown web browser page. You can view and
change your status, check your friends’ statuses, track events, view the
news feed stories, view photos, and see what’s happening in your favorite
Facebook groups. You cannot visit Facebook’s website without web
browsing capabilities, however, even if your cell phone has text messaging
features.

NOTE: If your mobile device happens to be one of the special
smartphones out now, you can add a special mobile app for
Facebook usage that's made especially for the phone. Look on the
Facebook Mobile page for more information; click the Mobile link at
the bottom of any Facebook page to learn more.

Activating Facebook Mobile for
Text Messages

You can use your cell phone’s text messaging features to send and receive
text to your Facebook account. For example, you can update your status,
post a comment on someone’s Wall, or send someone a message. Before
you can start taking Facebook on the road with you, though, you first have
to activate the feature to work with your mobile device. Follow these steps:

1. Click the Mobile link at the bottom of any Facebook page to
open the Facebook Mobile page shown in Figure 15.1. You can
read more about the various mobile features, if needed.

2. Click the Sign Up for Facebook Text Messages link.

The first of three boxes appears to help you set up your cell
phone or other mobile device. Figure 15.2 shows the Activate
Facebook Texts step 1 box.

3. Use the drop-down menus to select your country and mobile ser-
vice provider (such as AT&T or Sprint, for example).

4. Click Next to continue.


http://m.facebook.com
http://m.facebook.com
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facebook 1 e Home Profle  Find Friends  Account =

facebook.com
i To use Facebook on your molse phone, ge 1o facebook.com,
-

More Facebook Mobile Products

Fatebook Text Messages Upoad via Email Facebook for your phome

thve applcations bult for your

nakred upload ermai to post
and videos straight to
ur peesonal emmal g

w Update your Status and Message fends usng tet
messages.

w R SMS texts with Status Updates, Messages Phone Mok
and Wal Posts 35 they happan. ethalif@scotstm. facebook.com Palm Android

Sign Up for Facebook Text Messages Send my pload email to me now Sany Ericsson Windows Mobike
™y Sidekick
Find out more [ berry
Aw chat (1)

FIGURE 15.1 The Facebook Mobile page tells you all about the features
you can use with a mobile device.

Activate Facebook Texts (Step 1 of 3)

Hiease dhoose your country and mobile service provider below, =

United States ¥ | Choose a camier (%

FIGURE 15.2 Facebook displays the first of three steps.
The step 2 box opens, as shown in Figure 15.3.

Activate Facebook Texts (Step 2 of 3)

Using your mobile phone, send a text message containing only the letter *f (without
yuules) W 32665 (FBO0K), ™

FIGURE 15.3 Use step 2 to send for a confirmation code.
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5. Follow the instructions displayed in the box, using your phone to
send a text message to Facebook.

6. Click Next to continue.

The step 3 box opens, as shown in Figure 15.4.

Activate Facebook Texts (Step 3 of 3)

In a tew seconds, you should receive a text message that contains your mobie
atlivalivn wode. IN you haven'Liecsived a wde aller a few minules, please iepeal Slep
#2,

Enler Lhe code here

W Add my cell number to my profile
oo [

FIGURE 15.4 Use step 3 to enter your confirmation code.

7. When you receive the confirmation code from Facebook (check
your mobile device; the process could take several minutes), type
the code in the field shown.

If you do not receive a confirmation code in a reasonable amount
of time, resend the message.

8. Click Confirm.

The Facebook Text Messages page opens, as shown in Figure 15.5, with
further instructions on how to use the service.

Facebook adds the mobile device information to the Mobile tab of your
My Account page, and you can start sending and receiving text messages
with Facebook.

Anytime you want to edit the settings, open the Facebook Mobile page and
click the Edit Settings link located at the bottom of the page. This takes
you to your My Account page (see Figure 15.6), and you can adjust the
settings as needed.
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on your phone.

Facebook Text Messages let you use Facebook through text
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, messages, wall posts, and

Go b Facebook Mobie »

FIGURE 15.6 Scroll down the page to view more options.

FIGURE 15.5 You're ready to start using Facebook with your mobile device.
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TIP: If you switch cell phone carriers later, you can revisit the
Mobile tab on your My Account page and remove the old phone and
add the new one using these same steps.

Sending Text Messages from a
Mobile Device

Now that you’ve activated your mobile account, you can start sending and
receiving Facebook data. How does that work exactly? You can send mes-
sages using the codes listed in Table 15.1. The codes and text you send are
directed to the 32665 number, which happens to spell FBOOK if you pre-
fer keyboard letters rather than numbers. When directing your text to a
specific Facebook user, be sure to use the person’s full name. If there are
other members with the same name, Facebook will ask you to confirm
from a list of candidates it messages back to you. Simply make the correct
choice, and on goes the message to the proper recipient.

TABLE 15.1 Facebook Texting Codes

Action Code Sample

Update your status (no code needed) is visiting a museum!

Write on someone’s wall wall bob smith congrats

Wall on the promotion.

Send a message msg msg gail jones Hi, how r u?

Search for profile info srch or search srch bob smith or search
bob smith

Get a cell number cell cell bob smith

Poke someone poke poke gail jones

Send a friend request add add bill miller

Write a note note -note I’'m having a great

time in Florida.
Find help with texting help help




Uploading Photos or Videos 201

Surfing Facebook with a Mobile
Browser

If your cell phone or mobile device features web browsing capabilities,
you can access the mobile Facebook website: http://m.facebook.com. Use
your mobile device’s web browser to navigate to the URL, and then log in
using your account name and password. After you log in, you can book-
mark the site to easily find it again.

You can also send your phone the text link to the site. To do so, open the
Facebook Mobile page and click the Text a link to my phone link. This
opens the dialog box shown in Figure 15.7. Check to make sure the correct
cell number is displayed, and then click the Text link to my phone button.

Text a link to my phone

Enter vour cel phone number (in the format +1-oo-oocox) and we'l
text you a ink to Facebook Mobile.

Mobile Phone:

W Add my cell number to my profile

1ext ink to my phnrle Cancel i

FIGURE 15.7 Send a link to your phone that takes you to your Facebook
page.

Uploading Photos or Videos

You can upload photos or videos you take with your cell phone and add
them to your Facebook profile page. You can do this only if your cell
phone supports MMS protocols. All you have to do is upload the photo or
video to mobile @facebook.com.

If the phone you’re using hasn’t already been confirmed with Facebook’s
site, they’ll send you a confirmation code the first time you try an upload
task. You’ll have to log in to Facebook and enter the code on the My


http://m.facebook.com
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Account page in the Mobile tab (see Figure 15.6). After you’ve con-
firmed the phone, you can use it to upload more photos or videos to your
profile page.

If you haven’t used the Video app yet, be sure to add it to your account
first by adding the tab to your profile page. See Lesson 9, “Sharing
Videos,” to learn more. To learn more about uploading and editing photo
albums, see Lesson 8, “Sharing Photos.”

You can also upload notes using a similar method; send the upload to
notes @facebook.com.

TIP: Your mobile page may list a personalized upload email address
you can use to post status updates or upload photos to your pro-
file. The email address is assigned randomly by Facebook. Just
look for the link to utilize the feature.

Summary

In this lesson, you learned how to use Facebook’s mobile features. You
learned how to activate your Facebook Mobile account and send status
updates from your cell phone. You also learned how to text messages and
other Facebook actions to your friends. You found out how to access
Facebook using a web browser on a mobile device, and how to upload
photos and videos to your profile page.

Now that you’ve completed the final lesson, you’re ready to venture out on
your own and explore Facebook with confidence. Good luck and happy
networking—socially speaking, that is. I’ll see you online!
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spam, 129
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sharing
links, 85-87
photos, 95-97
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status
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browser, 201
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photos, 100
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text messaging
activating on your Facebook
account, 196-200
messages, sending from mobile
device, 200
third-party photo uploaders, 107-109
tracking news feeds, 74-76

U

understanding Facebook’s terms of ser-
vice, 43-45
unsubscribing to Pages, 177

updates to Pages, sending out, 184-185
updating status, 70-71
uploading
photos
with mobile device, 201-202
third-party photo uploaders,
107-109
videos, 116-119, 201-202
uses for Facebook, 7-8

Vv

videos
adding, 116-119
comments, adding, 120
editing, 121-122
recording, 122-126
sharing, 115-116
uploading, 116, 201-202
viewing, 119-121

viewing
Friends lists, 38
photos on profile page, 96
videos, 119-121
‘Wall-to-Wall conversations, 73
your Wall, 25-26

W-X-Y-Z

Wall
managing, 68-74
mini-feed, customizing, 74
notifications, communicating
with, 79-80
postings
filtering, 72
removing, 71
viewing, 25-26
writing on, 72-73
Wall-to-Wall conversations, view-
ing, 73
writing on friends’ Wall, 72-73

Your Videos page, 121
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