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1. Getting to Know Facebook 

Introduction  

Facebook is a popular free social networking website that allows registered users to create 
profiles, upload photos and video, send messages and keep in touch with friends, family and 
colleagues. The site, which is available in 37 different languages, includes public features 
such as: 

¶ Marketplace - allows members to post, read and respond to classified ads.  
¶ Groups - allows members who have common interests to find each other and 

interact.  
¶ Events - allows members to advertise an event, invite guests and track who plans to 

attend.  
¶ Pages - allows members to create and promote a public page built around a specific 

topic.  
¶ Presence technology - allows members to see which contacts are online and chat.  

2. How to setup Facebook Account 

Before you can use Facebook, you must create an account. Creating a Facebook account 
is free. All you need to get started is an email address and a few minutes of your time. 

In this manual, you will learn how to create a Facebook account. You will also become 
familiar with the interface of the Facebook Home page and Profile page and learn how to 
modify your Account Settings. 

To Create a Facebook Account 

 

1. Using your browser go to 

www. Facebook.com 

   
2. Under the words Sign 

Up, enter your personal 
information and desired 
password.  

3. After you have entered 

your information, click 

Sign Up. You may also 

need to complete a 

security challenge 

before you can proceed. 
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4. Now, you'll have the chance to find 

your first Facebook Friends. To find 
Friends, enter your email address and 
click Find Friends. You can also skip 
this step and add Friends later if you 
don't want to give Facebook access to 
your email account.   
 
 
 
 
 
 

 
 
If you want, you can now add 
information about your high school, 
college, and employer. Click Save & 
Continue when finished, or click Skip if 
you prefer to keep this information 
private.  

 

 

     

 

 

5. If you entered education and 
employment information, Facebook will 
suggest Friends for you. Click anyone you 
want to add as a Friend, then click Save & 
Continue or click Skip.  
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6. Add a picture of yourself to your 
Profile. Click Upload a Photo to select a 
file from your computer, or Take a Photo 
to take a new photo with your webcam. If 
you're not ready to add a profile photo, 
click Skip.  

 

 

 

 

7. Once you're satisfied with your Profile 
picture, click Save & Continue. 

  

 

 

 

 

 

8. The Welcome page 
will appear. 
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To Confirm Your Email Address: 

At this point, Facebook will send a 
confirmation email to the email 
address that you provided. Before you 
can access all of Facebook's features, 
you'll need to confirm your email 
address. 

1. Sign in to your email account. 
2. Open the confirmation 

message from Facebook: "Welcome 
to Facebook - get started now!" 

3. Click Get Started to confirm 
your account.  

4. Your Facebook Home page 
will open. You now have full access to 
Facebook, and all future notifications 
will be sent to the email address you 

provided. 

3. Exploring the Facebook Home Page 

The Home page displays all of your Friendsô recent posts and activities. Whenever your 
Friends update their status, it appears in the News Feed on your Home page. 

1. Friend Requests: When someone requests that you add them as a Friend 
 

2. Messages: When someone sends you a private message 
 

 
 
 

1. Notifications: When a Friend interacts with you on Facebook, like 
commenting on your status, tagging you in a picture, or inviting you to an 
event 

Information you share here will 

be posted in your Time line and 

ȅƻǳǊ ŦǊƛŜƴŘΩǎ news feeds. 
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The Timeline 

Your Timeline is the part of your Profile where you and your friends can post messages, 
photos, links, and more. It's also a place where Facebook shares brief updates about your 
recent activity on the site, such as the Friends you have added, the photo you have 
uploaded, the things you have liked, and much more. 

 

 

 

Account Settings 

Once you start using Facebook, you may need to modify 
your Account Settings. These settings control things like 
your password, notifications, and more. Changing 
these settings is optional, and you can modify them at 
any time. 

¶ To access your Account Settings, click the Settings Gear in the top-right corner of 
the page and then select Account Settings from the drop-down menu. 

 

Creating your Profile 

On Facebook, you are represented by your Profileða page that 
communicates who you are. Your Profile can include information 
about your age, gender, background, interests, hobbies, 
relationships, and moreðor none of these things at all. You'll 
decide how much you want to share about yourself on your 
Profile. 

This is to view and edit your personal 

profile information 
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4. Controlling Privacy on Your Profile 

Before you add any information to your 
Profile, you should think about how that 
information will affect how people think 
about you. This does not just apply to 
negative or embarrassing informationð
you may not want to share any information 
you would be uncomfortable sharing with 
every person in your life. 

As with other things you share on Facebook, 
you can use the audience selector to set 
privacy levels for each part of your Profile. However, keep in mind that the only way to be 
certain that your information will stay private is to not share it at all. If you would be deeply 
embarrassed about details of your personal life becoming public, you should not share 
that information on your Profile. 

Creating Your Profile 

 

There are two parts of your Profile: the Profile 
page and the About page. 

The Profile page appears whenever you or 
anyone else navigates to your Profile, and also 
includes your Profile picture, Cover photo, and 
Timeline. The About page includes the personal 
details and information you have shared. 

¶ To edit the information on your About 

page, navigate to your Profile 
page and then select Update 
Info.When you add details to the 
Information page of your 
Profile, you can include 
information about your favourite 
music, movies, hobbies, and 
more, which are known 
as Likes. Any organization or 
celebrity you have Liked on 
Facebook will also appear here. 
Your Likes are represented by a 
small thumbnail image on the 
Likes section of your Profile 
information page. Each of these 
images is actually a link to a 
Fan page or Topic page about 
a particular Like or Interest. 
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The information you share about 
Likes is very valuable to Facebook. 
Facebook and other sites can use it 
to market, advertise, and make 
suggestions to you based on your 
interests. If you are uncomfortable 
with any of these practices, you may 
want to be more careful about what 
you Like on Facebook. 

 

 

 

 

Here are a few of the places you might 
see your Likes and Interests around 
Facebook: 

¶ Your Likes and Interests may be 
included in your Profile when people 
conduct a public search for you. If you 
use Facebook for professional 
networking, you may want to make sure 
your interests don't reflect poorly on you. 

 
 

¶ Anything you Like can be posted to 
your Timeline or to your Friends' News 
Feeds for your Friends to see. This can be 
mildly embarrassing or very revealing, 

depending on your interests. 
¶ Posts from the Fan Pages of your Likes and Interests will appear in your News 

Feed. 

5. Using Facebook 

How to Find Friends 

To find Friends, locate and select Find 
Friends on the Toolbar. The Find Friends 
page will appear. 
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To Send a Friend Request: 

Once you find your Friends, you will 
need to send them a Friend Request to 
become their Facebook Friend. 

1. Click Add as Friend.  

 

2. The Friend Request will be sent. 
Keep in mind that the person will have to 
confirm you as a Friend on Facebook 
before they will be added to your Friends list.  

 

Sharing and your timeline 

There are many things that you can share with your Facebook Friends: personal updates, 
photos, links, and more. The things you share will appear on your Timeline and on your 
Friends' News Feeds. 

Sharing with the Facebook Publisher 

The Facebook Publisher is a tool you can use to share with your Friends. You can access 
your Publisher in two places: 

¶ On the Timeline section of 
your Profile page 

¶ At the top of the News Feed 
on your Home Page 

One of the most common things 
people share are status updatesðshort, text-based posts that your Friends can read and 
comment on. Your Friends will be able to see your status updates and other important 
shares on their News Feeds. The things you share will also be posted to the Timeline on 
your Profile page. 
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6. To Post a Status Update: 

1. Locate the Publisher on your Timeline or News Feed and then type your update. 

 

 

2. Click the Audience Selector and 
then select the post's privacy level from 
the drop-down menu. Remember that 
this will also change the default privacy 
settings for all future posts. 

 

 

 

 

3. Click Post  
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4. The post will be 
published to your Timeline and 
your Friends' News Feeds.  

 

 

 

Sharing on a Friend's Timeline 

To share something on a Friend's Timeline, simply use the Publisher located on that 
Friend's Profile page. Note that you cannot control privacy settings for the posts you 
create on your Friends' Timelines. For this reason, you should think carefully before posting 
anything that might be considered inappropriate or embarrassing. If you don't want other 
people to see your post, just send it as a message. 

¶ To share something on a Friend's Timeline, navigate to the desired Profile page, type 
your message in the Publisher, and then click Post. 

More Types of Sharing 

The status update is only one example of 
something you can share. You can also: 

¶ Post a photo or video 

 

 

 

 
 
Sharing a Link 
 

¶ Share a link by typing or pasting 
the link into the Publisher 
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¶ Add your location  

 

 

The Activity Log 

 

It's important to remember that you can control 
the privacy level for every post you share on 
Facebook using the audience selector.  However, 
if you ever need to review or modify what you've 
posted in the past, you can use the Activity Log. 

Every action you take on Facebookðfrom posts, to 
comments, to Likesðis recorded in the Activity 
Log. From there, it's easy to review your past 

activity. You'll also be able to manage posts that your Friends have shared on your 
Timeline, including the option to hide and delete posts. 

¶ To access your Activity Log, navigate to your Profile page and then select Activity 
Log. 

You call also hide and delete posts directly 
from your Timeline. Simply hover the mouse 
over the top-right corner of the post, click the 
Edit Pencil, and then select the desired 
option from the drop-down menu. 

 

Keep in mind that deleting a post does not 
delete any related content. For example, if 
you add a Fan page for a movie or TV show 

to your Likes and Interests, a post about you adding it will appear on your Timeline and 
your Friends' News Feeds. Deleting or hiding the post will not remove that Fan page from 
your Likes and Interests. 
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Understanding the News Feed 

When you go to your Facebook 
Home page, you'll see your 
News Feed. The News Feed is a 
stream of updates from your 
Friends and the Fan Pages you 
follow. In many ways, the News 
Feed is at the heart of the 
Facebook experience, since it's 
the place where you can view 
and comment on what's 
happening with all of your 
Friends. 

 

 

To Access the News Feed: 

When you navigate to Facebook.com, you'll be automatically taken to the Home page, 
which contains the News Feed. 

¶ To navigate to the News Feed from 
another page on Facebook, click the 
Facebook logo in the top-left corner of the 
screen.  

 

If you're just getting 
starting with Facebook, 
navigating to 
Facebook.com or 
clicking the Facebook 
logo may take you to a 
Welcome page instead. 
To get to the News Feed 
from the Welcome page, 
just click the News Feed 
tab in the left sidebar. 
The Welcome page will 
stop showing up after 
you've been on 
Facebook for a while. 

× If you want to like this post, click Like 
× If you want to comment on this post, click Comment 
× If you want to share this post, click Share. The post will appear in your timeline. 

 


