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How to Create a Facebook Organization Page

Federation and chapter Facebook pages are a great way to reach out to current
members and to engage prospective members. On your federation or chapter Facebook
page, you can post information about upcoming meetings, post pictures from events and
share information with your members and the larger community. To create your own
federation or chapter Facebook page, follow the steps below.

1) First, choose the person who will create and be the administrator of your NARFE chapter

Facebook page. This is usually your federation or chapter president or a member of your
board.

2) Go to www.facebook.com.

facebook
Sign Up
Connect with friends and the It’s free and always will be.
world around you on Facebook. et Mo e
] NewsFeed Seewhat's up wth friends, famiy Your Email
Us| and anything you're into.
Re-enter Email
< Timeline Tel your story — from where you grew up
—o— o what you're doing now. New Password
~ Birthday:

/_;.,_\(-\ Graph Search Find more of what you're looking for ortt ] | Dey: [5] | vear: [5] | Why 1 nesd o provdemy
(oL through your friends and connections. : . ' birthday?
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Messages Chat and send private messages with

By ciicking Sign Up, you agree to our Terms and that you have
the important people in your life. read

our Data Use Policy, induding our Cookie Use.

BT

Create a Page for a celebrity, band or business.

3) Click “Create a Page” located at the bottom right of the page.

BTN

| Create a Page for a celebrity, band or business.



http://www.facebook.com/
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4) You will arrive at the “Create a Page” page. If you do not have a Facebook account,
continue with the below instructions.

If you do have a Facebook account, sign in at the top of the page and continue with
instruction 4b.

a) First, select the “Company, Organization or Institution” option. The “Company,
Organization or Institution” icon will scroll up and reveal the “Join” box.

= Create a Page

Create a Facebook Page to build a doser relationship with your audience and customers.

Local Business or Place Company, Organization or Institution Brand or Product

i) Step 1: Under the “Choose a category” box, choose “Non-Profit Organization” as
your organization type.

ii) Step 2: Enter your NARFE Chapter name as your “Company Name” for example,
NARFE Chapter 1234, City, State.

iii) Step 3: Select “I agree to Facebook Pages Terms” then click “Get Started.”

Company, Organization or Institution

Join yvour supporters on Facebook,

Meon-Profit Organization [=] i Step 1

Step 2 == aRFE Chapter 1234, City, State

I agree to Facebook Pages Terms
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iv) You will arrive at “Create a Facebook Account.” Create a Facebook account.
Continue with step 5.

facebook

Create a Facebook Account

I already have a Facebook account

Email:

New Password: [21

Date of Birth: | month: [=] | Day: [=] | Year: [=]
Plzase enter your own date of birth. Why is this required?

Security Check:

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

Wm

Textin the box:

What's this?

1 have read and agree to the Terms of Use and
Privacy Policy

Sign Up Mow!

Problems signing up? Check out our help pages
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4b) After you sign in to your Facebook account, you will arrive at the “Create a Page” page. Click
the “Company, Organization or Institution” icon. The “Company, Organization, or Institution”
icon will scroll up and reveal the “Join” box.

7 Create a Page

Create a Facebook Page to build a doser relationship with your audience and customers.

i

Local Business or Place Company, Organization or Institution Brand or Product

i) Step 1: Under the “Choose a category” box, choose “Non-Profit Organization” as your
organization type.

il) Step 2: Enter your NARFE Chapter name as your “Company Name” for example, NARFE
Chapter 1234, City, State.

iii) Step 3: Select “I agree to Facebook Pages Terms” then click “Get Started.”

Company, Organization or Institution

Join your supporters on Facebook,

Mon-Profit Organization =] g Step 1

Step 2 == | sRFE Chapter 1234, City, State

I agree to Facebook Pages Terms
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5) You have arrived at the “Set Up” page.

Set Up NARFE Chapter 1234, City, State
1 About 2 Profile Picture 3 Enable Ads

Tip: Add & description and website to improve the ranking of your Page in search.

Add a description with basic info for MARFE Chapter 1234, City, State.

Website (ex: your website, Twitter or Yelp links) Add Another Site

Is MARFE Chapter 1234, City, State a real organization, school or government? i) Yes ) No
This will help people find this organization, school or government more easity on Facebook,

Visit Help Center w

a) First, you need to set up the “About” section on your chapter page.
i) Step 1: In the “Basic Information” box, type a sentence or two describing your federation or
chapter. For example: NARFE ( ) Chapter X is .

ii) Step 2: Type your federation or chapter website URL. If you don’t have a website, simply
leave this blank, or use www.narfe.org.

iii) Step 3: Click “Yes” to both disclaimer statements.

iv) Step 4: Click” Save Info.”

Set Up NARFE Chapter 1234, City, State
1 About 2 Profile Picture 3 Enable Ads

Tip: Add a description and website to improve the ranking of your Page in search.

Step 2 B 1 http:/fwww . narfe.org Add Another Site

Is MARFE Chapter 1234, City, State a real organization, school or government? @ Yes (@) Mo
This will help people find this organization, school or government more easiby on Facebook.

Step 3 el i anre Chapter 1234, City, State be the authorized and official representation of @ Yes (7)Mo
this organization, school or government on Facebook?
This i a kegalhy binding statement regarding the authenticity and representation of this Page.

Visit Help Center Step 4 m— TR m
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b) Next, you will upload a page profile picture.
i) First, find your NARFE federation or chapter logo or another image that reflects your
organization and save it to your computer.

il) Click “Upload From Computer” and find the photo on your computer to upload. Next click
“Save Photo” to post a page profile picture. After the picture is uploaded, click “Next.”

Set Up NARFE Chapter 1234, City, State

1 About 2 Profile Picture 3 Enable Ads

"‘.- -
Upload From Import From
Computer Website
c) You have
arrived at the
“Enable Ads” Set Up NARFE Chapter 1234, City, State
set-up step.
Simply click 1 About P T C 3 Enable Ads
“Skip.”

Advertising your Page is one of the best
ways to grow your audience and be
successful on Facebook.

Add a funding source to enable
advertising.
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6) Congratulations! You have successfully created your NARFE federation or chapter Facebook page.

Search for people, places and things __',:_‘: MARFE Chapter 1234, Gity, 5t... Home 3§
Admin Panel Edit Page = Build Audience ¥ Help « ] [Show] Ads Manager
I Now

NARFE Chapter 1234, City, State 'Rd

Be the first person to like this.

Mon-Profit Organization
MARFE Chapter 1234, City, State

About

Highlights

=7 Activity
H Recent
MARFE Chapter 1234, City, State joined
Facebook. See Your Ad Here

[=] status Photo / Video  §f Offer, Event +

What have you been up to, NARFE Chapter 1234, City, State?

= NARFE Chapter 1234,
City, State

i
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7) Once you arrive at your federation or chapter Facebook page, there are a few more steps to
complete your page set-up.

a) Step 1: Click on “Add a Cover” to add a cover photo to your page. This can be a picture of a
chapter meeting or event, a few of your members, or your board.

b) Step 2: Click on the “About” section and edit the “About” section for your page to add more
specific federation or chapter information. This information can include contact information,
where and when your chapter meets and the general geographic area of your federation or
chapter.

c) Step 3: Start posting.

Search for people, places and things .':: MARFE Chapter 1234, Gity, St... Home #

Admin Panel Edit Page + Build Audience + Help + ] Show
I Now
step 1 ———=- || &) Adda Cover |

NARFE Chapter 1234, City, State % v

Be the first person to like this.
Non-Profit Organization
MARFE Chapter 1234, City, State | <@e==Step 2 \ZI

About Step 3 Photos
l Highlights +
[5) status Photo / Video  § Offer, Event + Activity
Recent
; A i ?
What have you been up to, NARFE Chapter 1234, City, State? NARFE Chapter 1234, City, State joined
Facebook. See Your Ad Here
= MARFE Chapter 1234,

NARFE state federations and chapters across the country are using Facebook to reach out to current
members and to engage prospective members. To see an example of a successful Facebook page, visit
the below NARFE chapter Facebook pages:

- Virginia NARFE Peninsula Chapter 682
- Maryland NARFE Greater Bowie Crofton Chapter 1747
- Illinois NARFE Federation



https://www.facebook.com/pages/NARFE-Peninsula-Chapter-682/391518826180
https://www.facebook.com/NARFE1747?ref=br_rs
https://www.facebook.com/pages/Illinois-Narfe-Federation/126753997368930?ref=br_rs
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Facebook Organization Page Dos and Don’ts

You 've created a NARFE federation or chapter Facebook page, now what? Before
you start posting, please keep these dos and don’ts in mind to ensure your State
federation or chapter Facebook page is successful.

Dos
- Do follow NARFE National Headquarters Facebook page.
Simply go to www.facebook.com/NARFEHQ and click “Like” to follow
NARFE National Headquarters on Facebook.

- Do appoint a primary Facebook page administrator.
Facebook provides organization pages and several administrator roles,
allowing different levels of access to those managing an organization page.
Make sure at least one person is the overall “Manager” of your page. This
should be the primary person in charge of posting and editing the page.

- Do post regularly and schedule posts.
By posting regularly, you ensure that you’re providing relevant and timely
information to the members following your page without overwhelming their
newsfeed. We recommend posting at least once a week but not more than twice

per day.

Another great Facebook feature is the ability to schedule posts for any date and
time in the future. This way you can space out your posts and have posts
appear during peak Facebook usage times for your page. Experiment with your
posts to see what days and times your members are viewing your posts the
most.

- Do remember that NARFE is a nonpartisan organization.
It is important for us as NARFE members to be nonpartisan when representing
and participating in NARFE activities, including social media activities. While
we each have the right to our own beliefs and party affiliation, these should not
be reflected when representing NARFE.

Don’ts
- Don’t neglect announcing your new Facebook page in your member
communications.
One of the most important first steps when launching a Facebook page is
making sure your target audience is aware that your page exists. An easy way
to announce your federation or chapter Facebook page is to include
information about the page in your member communications. And don’t forget


http://www.facebook.com/NARFEHQ
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to “Like” your federation or chapter Facebook page from your personal
Facebook account, if you have one.

Also, make sure to let NARFE Legislative staff know that you’ve launched a
Facebook page so we can like your page and share your posts.

- Don’t forget to make your posts easy to read and include a call to action.

Facebook allows you to customize posts in several ways to ensure your posts
are easy to read in your follower’s newsfeed.

For example, when posting a URL, Facebook auto-populates a box that
includes your original URL. You can then remove the URL from your post,
making your post content easier to read. Look at the post examples below.
Which is easier to read, #1 or #27?

Another great way to enhance the engagement of your page followers is to
include a call to action in your post. By simply asking your followers to
“LIKE,” “SHARE” or “COMMENT” on a post, you remind them to take
action and increase engagement.

® NARFE Chapter 1234, City, State shared  link. ® ARFE Chapter 1234, City, State shared a link,
gbout a minute ago & 2seconds ago @

CLICK the link below to read about more sequestration impacts.
http:/fwnwnwwashingtonpost.com/blogs/federal-
eyefwp/2013/05/28/sequesters-toll-on-summer-tourism/

Like * Comment * Share

CLICK the link below to read about more sequestration impacts.

Sequester's toll on summer tourism
www.washingtonpost. com

#1

Seguester’s toll on summer tourism

www.washingtonpost. com .
A Post graphic focuses on cuts at large

8 national parks, as well as D.C.

A Post graphic focuses on cuts at large
monuments and museums.

m national parks, as well as D.C.
monuments and museums.

Like - Comment * Share

#2

- Don’t disregard your Facebook Insights.

Facebook provides a plethora of engagement information through your page
Insights, including the reach of your posts and whether your followers are
interacting with your page. In looking at your Insights, you can better
understand the best time of day to schedule posts to increase post views or see
if a specific post performed better than others.

To view your page Insights, simply go to the “Admin Panel” on your page and
click “See All” in the Insights box.
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- Don’t forget that your federation or chapter Facebook page is an extension of
NARFE.
While Facebook is a great place to share information and interact with NARFE
members informally, please remember that all posts on NARFE federation or
chapter pages should enhance the mission of NARFE. Before posting, take a
second consider whether the post content is appropriate for public consumption
as being representative of NARFE.



