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Facebook -
Business
Page Setup




Let's Get
Started

Facebook Business Page is an amazing free resource to
help market your company. Make sure to fill it out
completely. Add photos and videos, interesting

information to keep your customer informed.

Follow this guide for the essential setup or click on the

link below to watch the video tutorial

https://youtu.be/ksUiuPcKi00




Step 1

Create Your Business
Page

In order to create a business page you require a
personal Facebook account.

Either create a Facebook account or login to your
account.
e Click on the + button on the top menu bar of
your screen
e Scroll down and click on Page
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Post
Share a post on Mews Feed.

Story

Share a photo or write something

Life Event
Add a life event to your profile,

Page

Connect and share with customers or fans.

Ad

Advertise your business, brand or organisation.

Group

Connect with people who share your interests.
e J

Event
Bring people together with a public or private
event.

Marketplace Listing
Sell items to people in your community.

Fundraiser
Raise money for a cause you care about.



Step 2

Page Information

This is where we start to enter our Business

information.

e Name your page. This should be your

Business name

e Add the category of your business. Check out
this page for a list of categories
https://www.facebook.com/pages/category
or start typing and the categories will show
up. Pick the most relevant for your business.

e Add description. This should be about what
your business does, the services that you
provide or the purpose of the Page. Maximum

characters is 255.

e Once completed click on Create Page button

at the bottom.
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ﬁ Q, Search Facebook

Pages : Create a Page

Create a Page
Page information

Page name (required)

Use the name of your business, brand or organisation, or
a name that explains what the Page is about. Learn more

Category (required)

Choose a category that describes what type of business
organisation or topic the Page represents. You can add
up to three,

Description

You can add images, contact info and other details after
you create the Page.

o P Dad S

Desktop preview

- / Page name
. Category
Home About Photos Videos More =

About af

€ Description
laa Photo/Video

-
> a \\\\

1l Like @ Message Q

Create Post

;‘ Tag people

Q Checkin



Step 3 O o

' ' =4 Ad Centre v
Profile Picture
& Inbox

Choose a picture that represents your company
well. This is one of the most important images as & f?:g:atmns

it will show up on all your posts, search results

: +  Insights

and whenever anyone shares your post on their Ti b Teaci
ST - Ips with lraci
timeline. A business logo works well. B Publishing Tools P

Create @username - Branc

3
e Click on the cameraicon Page quality

o Click on Edit Profile Picture Settings Home  Events  Reviews  Videos  More
e Choose Upload Photo ® 4 new

e Profile Picture displays at 170 X 170 Pixels on

a @

. Page tips See all (2)
computers and 128 X 128 Pixels on
Complete your Page X
smartphones and 36 X 36 on most feature @ I
phones. Completing your page information can

lead to better discovery, interaction
and consideration for your page. Take

et T e,
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Step 4

Cover Photo

Choose an image a showcasing your business.

e Click on the camera icon/edit

e Choose Upload Photo

e Cover photo displays at 820 X 312 Pixels on
computers and 640 X 360 Pixels on
smartphones

e Must be atleast 400 pixels wide and 150
pixels tall

e Loads fastest as an sRGB JPG file that's 851
pixels wide, 315 pixels tall and less than 100 Tips with Traci
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Step 5

General Settings

There are many settings however | will highlight
the ones | feel are most important.

To get to settings:

e Click on Settings
e Click on General
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Manage Page
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o Home
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Ad Centre

Inbox

MNotifications
® 1 new

Insights
Publishing Tools

Page quality

Settings ‘
® 4 new

Settings

Home Events

Page tips
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Tips with Traci » Page settings

Page settings

Q), Search Page settings

0 General 4_

L))

N,

0 & ¢ n

¢ 9

Messaging

Page info

Templates and tabs

Event ticketing

Notifications

Advanced messaging

Page roles

People and other Pages
Preferred Page Audience
issue, electoral or political ads

Branded content

General Settings

@

Page visibility

Visitor posts

News Feed audier
visibility for posts

Post and story sh
Messages
Tagging ability
Others tagging thi
Country restrictio
Age restrictions
Page moderation
Profanity filter
Similar Page sugg
Page updates
Post in multiple la
Translate automat
Comment ranking
Content distributi
Download Page

Merge Pages



Ste p 5 Page visibility « Page published

Page unpublished [?]

General Settings T | cance

Edit the following settings:

e Page visibility. Your page defaults to publish
when you create it but you can change to

page UHDUb“Shed itwhile you work on it. Click Visitor posts s Allow visitors to the Page to publish Posts

on Edit > Click on Page unpublished > Save

+| Allow photo and video posts

Changes
o . + Review posts by other people before they are published to the
e Visitor Posts. We want to Review posts by Page (7]
other people before they are published to the Disable posts by other people on the Page

page. Posts by other people will be available

. . .o Cancel
for review in your activity log. Posts that are
not approved may still appear in search, News
Feed and other places on Facebook. Click on
Edit > Click on Review posts by other people
before they are published to the Page > Save

Changes
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Ste p 5 Age restrictions Public

General Settings Cancel

Edit the following settings:

e Age Restrictions. If your page is not
appropriate for younger people. When you
select an age restriction for your Page, people Profanity filter S—
younger than this won't be able to see your
Page or its content. Click on Edit > Click on Cancel
Age restrictions > Select age range > Save
Changes

e Profanity filter. You can choose whether to
block profanity from your Page, and to what
degree. Facebook determines what to block
by using the most commonly reported words
and phrases marked offensive by the
community. Click on Edit > Click on either

Medium or Strong > Save Changes

www.tracigurney.com



Step 6

Page Info

We continue to add more information about our
Business. Click on the left side Page info.

Name . Should already be filled out but you
can change it.

To change it enter the new name. A request
change box will come up.

Click on Request Change.

The review may take up to three days (but
usually is done instantly) and require

additional information. If your name change is

approved, you won't be able to unpublish the
Page or change the name again for seven
days. During this time, they may also let the
people who like your Page know that the
name has been updated.

www.tracigurney.com
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Tips with Traci » Page settings

Page settings

(), Search Page settings

£ General

%, Messaging

o Page info

28 Templates and tabs

4 Event ticketing
d

Notifications

© General

Mame

Tips with Traci

Username

Description

Confirm name change request X
You are requesting the following change to your Page.

Current Page name:
Tips with Traci
New Page name:

Traci

Qur review may take up to three days and require additional information. If your name change is approved,
you won't be able to unpublish the Page or change the name again for seven days. During this time, we may
also let the people who like your Page know that the name has been updated.

Cancel Request Change

Edit Page info
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Page settings

P 3 ge I N fO Q, Search Page settings

Edit Page info

£ General $) General
We continue to add more information about our _ i
. . . . @) Messaging Tips with Traci
Business. Click on the left side Page info.
o Page info
Username
e User Name . People can find your page in s Templates and tabs
search when it has an uniquer username. & Event ticketing Description
Pages with username can also create custom o
& Notifications

URL's

e |talsois displayed under your Page name
beside your profile picture
available a green check mark will be
displayed.

e |f the name is already taken an error message
will be displayed

Tips with Traci

Create @username - Brand

www.tracigurney.com



Step 6

Page Info

We continue to add more information about our
Business. Click on the left side Page info.

e Description. This was filled out when we
created our page but you can update here.

e Categories. You can add more categories by
typing in the field and choosing additional
categories from the pop up list

www.tracigurney.com
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Traci Gurney = Page settings

Page settings

(), Search Page settings

o
L

General

Messaging

Templates and tabs

Event ticketing

Notifications

Advanced messaging

Page roles

People and other Pages
Preferred Page Audience
issue, electoral or political ads

Branded content

Edit Page info

© General

MName

Traci Gurney

Username

tipswithtraci

Drescription

Teaching business owners the "how to” of digital marketing for business
online. Check out tutorials and tips to help you market you business and
grow your revenue.

.
Il Categories
Categories
Brand X
Help people find your Page by choosing categories that represent your Page.
Having an accurate category helps Facebook show your business to the right people at the right time so that
your business can reach a more engaged audience.



ste 6 9 Q) Search Facebook ﬁ Pj @ % @I
p raci Gurney - Page settings E Contact
Page settings
(), Search Page settings 5 - Phone number
P a ge | n fo # General O My Page doesn't have a phane number
. . ‘ Messaging Ii::lil:ﬁg:;ii LNy, oo
Add your Contact & Location Information i
o Page info O My Page doesn't have an email address
) 2= Templates and tabs e
e Phone Number. Enter phone number or click il
' 4 Event ticketing
on My page doesn't have a phone number Oy Page dossn's have 2 webin
) . & Notifications
e Email Address. You can add more categories
. ) ) . o @ Advanced messaging 4 Location
by typing in the field and choosing additional
) ) & Page roles —_
categories from the pop up list i
. as= People and other Pages
e Website
. . &t Preferred Page Audience ot SRaSllSaE
e Location - enter your address or click on My
, . o issue, electoral or political ads
page doesn't have a location
. . . #% PBranded content
e Customer Visit My business - uncheck this
: 1 [@] Instagram
box if you've entered your address but want
. (L) WhatsApp
to hide your address from the page
- . . W Featured
e Additional Location Details - check the
[ [ - CI'DSSF-GSﬁﬁg @ My Page do=sn't have a3 location
approprlate Items 0 - —_— :Zhus’:?jr;ers u::it my bus;ness.] at my street address (unticking this box will hide
. . Page Support Inbox — the ress from your Page
 Service Areas If you travel to provide goods o
. $ Payments - ) ]
or services to your customers, select up to Additional Location Details %72 complsted v

' iti i P t histo
ten neighbourhoods, towns/cities or regions @) Foge management bistory

I1 Service area

N

. . = Activity |
to define your service area. viies

Service area

www.tracigurney.com



Step 6

Page Info

Add your Hours & additional information

e Hours. Click on the appropriate item. If you
click on Open during selected hour you will be
able to add specific days & times.

e Temporary Service Changes. If your services
have changed due to Covid-19

e Privacy Policy - direct them to your website's
privacy policy

e Products- add your products here.

e Additional Information - this is another
opportunity to describe your company and
the benefits you can provide to your
customers.

e Price Range - Click on the price ranges that
represents your company best OR choose
either Unspecified or Not applicable

e Other Accounts: Add your other social
account by entering your user name and
choosing the social account

www.tracigurney.com
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Page settings

(1, Search Page settings
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9 Page info

k) O G ¢

Q

N
-

@

© 2 » B

L+

) &

o

° Hours

o Mo Hours Available

‘fizitors won't s2e business hours on this Page

@ Always open

General £.g. parks, beaches, roads
o Permanently closed
MESSEQEDQ This businezs has permanently clozed

O Cpen during selected hours
npaut your own hours
rs 50 s2arch results show when

Update your business hou

YOur saCation = open

Templates and tabs

Temporary service changes
Event ticketing i r},r : 9
O Open with service changes

This business has new or changed senice (2.g. pick-up, defivery, online service etc)
Motifications
O Temporarily closed
Thi= business isn't currently open but will open again in the future.
Advanced messaging s
O This business doesm't have any temporary service changes.
Page roles

s gl

Choose an option o indicate how your services have changed due to coronavirus (COVID-15).
Pecple and other Pages

.e
Preferred Page Audience iae More

Privacy Policy

issue, electoral or political ads S _
https://l.facebook.com/l.phpTu=https?3A%2FE2Ftracigurney.com2Fp

Branded content

Impressum
Instagram
WhatsApp
Featured b

Online Courses
Crossposting Consulting

Page Support Inbox

Pa}rmentﬁ Additional information
Helping you develop, implement and manage marketing campaigns that
promote your company's products and services, Let's enhance brand

awareness and drive traffic to your online properties in order to acquire

leads & customers.

Page management history

Activity log
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Tips with Traci » Page settings

Page settings Messaging settings -

' Q) Search Page settings Set up features e':"'r: edit preferences for managing messages across Messenger and Instagram. You
can manage notification settings in the Notifications tab
@
£ General
Sections

Set up features for managing messaging. Click Q wessaging +— G e I o
On Messagnqg underneath Genera| On the |eft 'i Pageinfo Starting a Messenger conversation ﬂ Jump to Section

During a Messenger conversation Jump to Section
side. B Templates and tabs
e Show A Greeting. Greet people before they
send your Page a message. Your greeting
appears in the chat window before a message
pp g ﬁ Q, Search Facebook @ :]:f E] %

Is sent or in the About section of your

Tips with Traci » Page settings

business's Messenger profile. Click on Jump Page settings
tO SeCtiOI’]_ & Bench Poge setingis Starting a Messenger conversation
o Click the Show Greeting button On. ® s Sh”tg oty 0 s o gt s o o o s .
e Your message will be displayed. | e e Change
O Messaging

e Tochange message . Click on Change

www.tracigurney.com



Starting a Messenger conversation
Show a greeting o Starting a Messenger conversation
Greet people before they send your Page a message. Your greefing appears in the chat window before a message is sent or in the

boul section of your business's Messenger profile. Show a greeting

Greet people before they send your Page a message. Your greeling appears in the chat window before a message is sent orin the
About section of your business’s Messenger profile,

Messaging (- o

< Back s ¥ et (D

Enter you message here. ‘

Hello, | have a question.

1 10:28
,‘ Hello, | have a question.

e Your message can be 160 characters

e Personalisation. You can customize your

Your greeting 60/ 160
message to display a personalized greeting by Mk al

Hi[Traci |1 Thanks for getting in touch how can | help you?
— Sumame of recipient F E
fetting in touch how can | help you?

clicking on one of the following:

Facebook Page link

Add Personalisation ‘

o First name of recipient

o Surname of recipient e
o Full name of recipient

o Facebook page link

e Click on Save

www.tracigurney.com



Step 7

Messaging - Automated

Responses

Customise responses that are automatically sent
to people in the "Automated responses” tab in

Inbox.

e Click on Setup

www.tracigurney.com
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Tips with Traci » Page settings

Page settings

(), Search Page settings

& General

Q Messaging

# Pageinfo

Templates and tabs
& Event ticketing

&) Notifications

@ Advanced messaging
& Page roles

&% People and other Pages

& Preferred Page Audience

Q

issue, electoral or political ads

Branded content

3

= ®

Starting a Messenger conversation

Show a greeting

= o mio hafnro Hh o i -
Greet people before they send your P

Your Messenger URL

Uge your Messenger link off Facebook, such as on a fiyer, in an

with your Page

Your Messenger link
@ m.me/108842767634450

Add Messenger to your website

1 your website and continue it in Messanger with the chat plugin. It's easy to sel up, and we'
During a Messenger conversation
Set up automated responses ﬂ
Customise responses that are automatical y sent to people in the Automated responses” tab in Inbox

Show who's sending messages on behalf of your Page

Tell people who's responding to them on Messenger on behalf of your Page

email or in an SMS message

P

Your greeting appears in the chat window before a message is sent or in the

eople can choose how their name appears.

On

Change

Your Messenger link directs people 1o a conversation

Copy Link

Get Started

Set Up

Off



0 Q) Search Facebook

Traci Gurnay = Inbox
Inbox

Messages

%, All messages

Messaging - Automated
Responses

& Messenger

¥ Instagram Direct

Comments & More

Toggle on the automated responses you want to
€ Facebook

use. These are determined by the information
provided in Page info. ) femann
e Instant Reply - Respond to the first message e
someone sends your Page
e Away - Respond to all incoming messages
that you're not available. Click on Edit to enter
specific days & times
e FAQ - Responds to Frequently asked
questions such as hours or directions
e Contact information Will provide contact
information
e Hours- will show hours if provided in page
info
e Location - will provide address
e Follow Up

www.tracigurney.com

Automated responses

Great paopla

Instant reply

Away message
Share and get information

Fraguently asked questions
Contact information

Location

Send confirmations

Job application received
Follow-up

Appointment reminders
Appointment follow-up
Page recommendead

Page not recommended

veeus

T

Away message
s Off

When away messages are on, Traci Gumey is away and
sends away messages. You can manually set Traci
Gurney as away in Inbox or schedule times to be away
each week.

You can customise your message 1o let people Know how
long you'll be away for and when you'll respond

Schedule

Time zone: America/Vancouver
Sunday Mone

Monday: Mane

Tuesday Naone
Wadnesday MNone
Thursday 00:00 - 23:59
Friday MNone
Saturday MNane

ﬁ Tracik + @
12:00 P e I
Traci Gumey
Thanks for your message

Traci . We're away and can’t
respond at this time. We
appreciate you getting in

5 touch.

) iy



Traci Gurney » Page settings

Step 8
Choose a template with default buttons and tabs designed to

(), Search Page settings help your Page.
Current template: St
Templates & Tabs P s = s -
%, Messaging
Click on Templates and Tabs. Choose A Template . , Tabs ST RS
# Pageinfo Help Page visitors quickly find what they're looking for.

for the layout of your page. The template will

e Templates and tabs < Click and drag a tab name to rearrange the order. The tab

order also determines the order of the sections people see at
the top of your Page.

provide the buttons on the toolbar and the Tabs.
4 Event ticketing

Default is Standard. Click on Edit to see all Home

. . . . e Notifications The main landing area for your Facebook Page.
options. For instance Business, Non-Profit, o
. Advanced messaging -
SerVICeS7 Shop etC. **  Lists current offers for your business.
o Page roles
' . +« Reviews
e Tabs - toggle the items on or off in order for &% People and other Pages **  Shows reviews on your Page and allows people to w...
them to show up on your page
P y pag &+ Preferred Page Audience ++ About

Gives people an overview of your Page.

e Arrange Tab - Click on the tab and move up

Q

L issue, electoral or political ad
or down to rearrange how it will appear on R SRR PR E .« ‘Services

L1}
**  Gives you a space to highlight the services you offer.

Branded content

$

your business page

www.tracigurney.com



Traci Gurney » Page settings

o Q, Search Facebook ‘Qj I @ %
Step 9

Page settings S On Facebook
(® Get a nolification each time there is activity on your Page or an imporiant Page update.
. . . Q Search Page setti ngs () Get one notification every 12=-24 hours on all activity and updates on your Page during that time.
OtITICations
u_ Earinral Edit your notification settings for:
Mew Page mention Turn On
1F1 1 1 . Mew Page review Turn Off
Select Notification on the left sidebar and choose % Messaging et =
Mew post comment Turn Off
the items you want to be notified for. B Page info Edis to Comments you have writen Tum On
Mew Subscribers o avents Turn On
== Tempiates and tabs Mew followers of Page Turn On
. ' I ' Mew Likes on Page post Turn Off
Be selective as you don't want notifications for i
4 Event ticketing Mew Likes Tum Off
eve ry even t Edits to Posts you have written Turn On
@ Notif:'catinns Mew shares for Page posts Tum On
: & Messages
o Advanced messaging Get a notification when someone sends your Page a message on Messenger or Instagram Direct. Push nofifications for the Pages Manager app can be managed on
the app.
& Page roles ®on
O ot
a» People and other Pages o e
Email
E. Preferred Page Audience \_' Get an email each time there is activity on your Page er an important Page update.
® off
o issue, electoral or political ads B Text Messages
Oon
#% Branded content @ off
(@) Instagram

www.tracigurney.com



Step 10

Page Roles

Add other people to help manage your page.
Enter name or email address into Assign a new
Page role. User must have a Facebook account.
Click on add and an invitation will be sent to
them. You have several options to choose from:

e Admin- They have all the same permissions
that you have to make changes to the page.
Can manage all aspects of the Page. They can
publish and send Messenger messages as the
Page, respond to and delete comments on
the Page, post from Instagram to Facebook,
create ads, see who created a post or
comment, view insights and assign Page
roles. If an Instagram account is connected to
the Page, they can respond to and delete
comments, send Direct messages, sync
business contact info and create ads.

www.tracigurney.com

0 ) Search Facebook

Traci Gurney » Page settings

Page settings

(), Search Page settings

£ General

Messaging

#" Page info

am Templates and tabs
& Event ticketing

& Notifications

@ Advanced messaging
e Page roles
& People and other Pages
@» Preferred Page Audience
o issue, electoral or political ads

Branded content

|

= ) &

Page roles

Everyone who works on your Page can have a different role depending on what they need to work on
Learn more

Sections

Assign a new Page role

Existing Page roles

Assign a new Page role

Existing Page roles

Admin

& Traci Gurney
Admin

Editor =

s Pama thay can recpond to and d

@

Jump fo Section

Jump to Section

Edit



Step 10 0 s ¢ B u ®

Traci Gurney » Page settings
P a ge F\) O | eS Page settings Page roles ﬁ
Q, Search Page settings Eéarnr:; r';n: works on your Page can have a different role depending on what they need to work on ’
o General Sections ’

e Editor - Can publish content and send %) Messaging Assign a new Page role Jump to Section
Messenger messages as the Page, respondto 4 pageinfo Existing Page roles Jump to Secton
and delete comments on the Page, create BB Templates and tabs
ads, see who created a post or comment, post o fssignamevekage;rals

Event ticketing
from Instagram to Facebook and view caors | IR

Advanced messaging

. 4
S
e Moderator -Can send Messenger messages e
as the Page, respond to and delete comments e

Page roles
Existing Page roles
on the Page, create ads, see who created a & People and other Pages .
. ' ' Canr ts on P:
post or comment and view insights. & Preferred Page Audience aram sccountie c
e Advertiser -Can create ads, see who created BB issue, electoral or political ads E —— =

a post or comment and view insights. If an bl
Instagram account is connected to the Page,
they can create ads.

e Analyst-Can see which admin created a post

or comment and view Insights.

www.tracigurney.com



0 Q, Search Facebook ﬁ @ [:ﬁ &

Traci Gurney > Page settings

Page settlngs Connect to Instagram =
== TempFates and tabs Get additional features to reach more of your community l O '

Step 11

| nstagra I I I & Event ticketing
&) Notifications Connect your Facebook Page to an Instagram account. Learn more _>
Connect your Instagram account to your © Advanced messaging
FaCebOOk page YOU must be an admln or edltor ; Page roles E:E::g;:gai;t;z;;;:;?{;it::ge roles, people who help manage your Page may have access to help manage things on both
to connect or disconnect your pages. B People and other Pages & Content, ads and insights
() Messages and comments
as Preferred Page Audience _ o
. @ Settings and permissions
e Click on Connect Account B i, il e
: P Mical &k You can review roles later in the Facebook Page settings
e Enter Instagram login credentials Y T—.
e Click on Login ntagram
e Your Instagram is connected
(O WhatsApp
e Go to bottom of page to disconnect
# Featured

www.tracigurney.com



Step 12

Services

Go to your Business Page and click on Service

Tab. If you don't see it go back to the Template &

Tab Section and toggle it on.

e Click on Add a Service

e Enter Service Name

e Enter Price - it can be fixed or a variable
e Product Details - enter descriptions

e Click on Show Service in order for it to appear

in the Services section
e Add appointment duration if applicable
e Add animage by clicking on add photo
e Click on Save
e Edit or Delete Services by going to the

Service tab, click on the 3 dots at the right top
of the service item and choose either edit or

delete.

e You can rearrange services by click on them

and moving them up or down

www.tracigurney.com

Add service

Service name

Price

Fixed price

Price

50.00

Description

Product details

Show service

Appointment duration
0 hours v 30 minutes

Block out extra time

0 minutes

Include an image

(0§ Add photo



Ste p 1 3 O < seocnfocebock

Offers

Go to your Business Page and click on Offers
Tab. If you don't see it go back to the Template &
Tab Section and toggle it on.

e Click on Create Offer

e Choose what type of discount your offer is

e Enter Value in the price field

e Enter Item or Services

e Enter description

e Add photos - don't use text on your image

e Add expiry date

o Add where the offer is available

e Create a button

e Add Terms & Condition

e Add promo code if required

e Click on Publish

e Edit or Delete Offers by going to the
Publishing Tools on the left side panel

e Click on the offer to delete or edit

e Click on the dropdown Actions button

www.tracigurney.com

Add service

Service name

Price

Fixed price

Price

50.00

Description

Product details

Show service

Appointment duration
0 hours v 30 minutes

Block out extra time

0 minutes

Include an image

(0§ Add photo



Traci Gurney

tipswithtraci - Brand
a °F —

Step 14

Ca | I TO ACt i O n Home Offers Reviews About More w»

Create a Call to Action Button on your Facebook tart rage puton
B u S' n eSS P a ge Choose the action that you want your Page visitors to take.
L CI'Ck on Add Button o li?atﬁeawfo: peaple to follow your page.

- Buy Gift Card

L4 C hOOSG O ptiO n a n d e nte r i I’]fO m atiO n " Choose a website where people can purchase your gift cards.

i Order Food
Choose a website where people can order your food.,

required

= Book Now
Choose where people can book with you,
(7] Get Quote
Collect the information that you need from potential customers
who click Get Quote.
Call Now
Choose where you'd like to receive calls.
Contact Us
Choose a website where people can find your contact
information.

Send Message
g g

Receive messages in your Page Inbox.

© Send WhatsApp Message
Choose the number associated with your WhatsApp account so
that people can contact you.

Send Email
Choose an email address where people can contact you.

n Learn More
Choose a website where people can learn more about what you
do.

Sign Up

Use App

Choose where people can find your app.

Play Game
Choose a website where people can find and play your game.

Watch Video

Choose a website where people can find and watch your video.

e 0 % @

Shop Now

Choose a website where people can find your shop.

www.tracigurney.com

Choose a website where people can sign up for your newsletter.

+ Add a Button

=4 Promote

L4

"4

'

A

N

& View as visitor

Q



Traci Gurney

[& tracigurney.com

Home Offers Reviews About More » il Like @ Message Q

P i n n e d P O St About See all & Create Post

€D Teaching business owners the "how to” of

digital marketing for business online. las' Photo/Video Q Checkin a Tag Friends
. . Check out tutorials and tips to help you
Cl’eate d pOSt aﬂd Dln |t tO the tOp Of yOUI' page market you business and grow your
revenue. % Traci Gurney
Choose an marketing option rather than allowing @ Helping you develop, implement and s
manage marketing campaigns that REACH OUT TODA m Savelink
romote your company's products and Get my Guide "She A e e
fo r ra n d O m u pd ates fervites. Eet‘s enhai;ceybrari'ld AWareness https:,*!,{a'mailchi.mp, e e

and dri... See more

i \ /7 Edit post

7 0 people follow this

- \ . ] Delete post
L Create POSt @ https://tracigurney.com/

& Send message

e Click 3 dots on post B Edit date

/2% Turn off notifications for this post

4 hello@tracigurney.com P EP— | ——
e Click on Pin at top of Page Reach n <

I Erand

You coult </> Embed
your pos

e If you pin another post it will remove the last L .
one.
e Unpinapostin the same when you want to

remove the pinned post.

www.tracigurney.com



Step 16

Remove Status Update
Posts

Every update creates a post to your timeline.
Remove any posts that shouldn't be there.

e Click on the 3 dots on the post and click
delete

e For Cover Photo and Profile Pic click on 3
dots on the post and choose hide from
timeline

www.tracigurney.com

0 Q, Search Facebook

@ This is what your Page looks like to a visitor.

Traci Gurney
@tipswithtraci - Brand

Home Offers Reviews About More =

About See all

@ Teaching business owners the "how to” of
digital marketing for business online.
Check out tutorials and tips to help you
market you business and grow your
revenue,

o Helping you develop, implement and
manage marketing campaigns that
promete your company's products and
services, Let's enhance brand awareness
and dri... S5ee more

# 0 people follow this

@ nttpsy//tracigurney.com/

° Send message

B hello@tracigurney.com

E] Save link

Add this to your saved items

/7 Edit post
@ Delete post H B

/0 Turn off notifications for this post

@ Ef Editdate
L]

;? Unpin from top of page

&g Photo/Vid
[&g Photo/Vide sy Eoieot

Find support or report post
PINNED POST D I'm concemed about this post.

Traci Gurney
1d-Q

REACH OUT TODAY

Get my Guide “Shortcut to Getting Your Business Onling” its FREE.

https://mailchi.mp/05bafb5b8e2e/shortcutguide

\ ThE * =N TN BE-IND TR DML NE BUSINESS

GET MY FREE GUIDE




Step 17

Add descriptions to
Photos & Create More
Content

Add relevant information to your photos and/or
videos by going to the Photo tab. Do not
keyword stuff.

e Click onanimage
e Click on edit and add description
e Click on Finished editing

Add more content to you page to make it more
interesting to your visitors and keep it up.
Continually post comapny updates, videos or
new articles from you website.

www.tracigurney.com

0 Q) Search Facebook

Traci Gurney = Inbox

Inbox

Messages

%, All messages
& Messenger

¥ Instagram Direct

Comments & More

€ Facebook

(@ Instagram

Automated Responses

Automated responses

Great peopla

Instant reply

Away message
Share and get information

Fraguently asked questions
Contact information

Location

Send confirmations

Job application received
Follow-up

Appointment reminders
Appointment follow-up
Page recommendead

Page not recommended

veeus

T

Away message
s Off

When away messages are on, Traci Gumey is away and
sends away messages. You can manually set Traci
Gurney as away in Inbox or schedule times to be away
each week.

You can customise your message 1o let people Know how
long you'll be away for and when you'll respond

Schedule

Time zone: America/Vancouver
Sunday Mone

Monday: Mane

Tuesday Naone
Wadnesday MNone
Thursday 00:00 - 23:59
Friday MNone
Saturday MNane

12:00 PM 04 M-
Traci Gurney

Thanks for your message
Traci . We're away and can’t
respond at this time. We
appreciate you getting in

5 touch.

) iy



FOR MORE INFORMATION

Contact me at www.tracigurney.com

Also check out my YouTube Video Tutorial

https://youtu.be/ksUiuPcKi00

www.tracigurney.com





