How to make a facebook page for your club.

Before you get started there are a few items you might want to have prepared to make the process
super smooth:

o 851 wide x 315 tall pixel cover photo this will be a larger background picture on you clubs page.
You should be able to see this information in your photo editor. You can use something that is a
different size, which might not fit properly, to get started.

e 180 x 180 pixel profile photo this will be the smaller picture that will show up in peoples news
feeds when you make posts

o A brief description of your club. Our club uses “Welcome to the Zonta Club of Laramie's
facebook page! Zonta Club of Laramie is a member of Zonta International, a global organization
of executives and professionals working together to advance the status of women worldwide
through service and advocacy.” Lots of clubs use something very similar.

e Your web address. If you have one, if not don’t worry.

How to make a facebook page for your club.

Start at https://www.facebook.com/pages/create/
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When it asks you to choose a category, please scroll down to where it says Non- Profit Organization.

Select that choice, then add your name — Zonta Club of . Please double check that you
have entered your club name correctly at this step. Then agree to Facebooks terms, by checking the
box.
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Next you will add a brief description of your club. You want to keep this short and simple. Our club uses
“Welcome to the Zonta Club of Laramie's facebook page! Zonta Club of Laramie is a member of Zonta
International, a global organization of executives and professionals working together to advance the
status of women worldwide through service and advocacy.” Lots of clubs use something very similar.
Only 230 characters will show up on your main page. There will be room for more information later.
Here is where you will also add your website information, and have the opportunity to choose a page
name. Facebook will add numbers and other information to properly direct to it. Our club chose Zonta
Club of Laramie, and facebook assigned us - https://www.facebook.com/pages/Zonta-Club-of-
Laramie/165189236830411
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Tip: Add a description and website to improve the ranking of your Page in search.
Fields marked by asterisks (*) are required.

*Add a description with basic info for Zgnta Club of.

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

Choose a unique Facebook web address to make it easier for people to find your Page. Once this is set, it can't
be changed.

http:/ /www.facebook.com/| Enter an address for your Page ...

Is Zonta Club of a real organization, school or government? @ Yes ) No
This will help people find this organization, school or government more easily on Facebook,

Get Help Creating a Page

Facebook will then ask if you are a real organization. Once you select “yes” it will ask you if this is the
official facebook page for your club. Again select “yes”.

Is Zonta Club of a real organization, school or government? @ Yes () No
This will help people find this arganization, school or government more easily on Facebook.

Wil Zonta Club of be the authorized and official representation of this organization, @ Yes () No

school or government on Facebook?
Thiz iz a legally binding statement regarding the authenticity and representation of this Page.

Next you will add your profile picture. Since this is a new page, select Upload From Computer, then
locate your image on your computer.
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You want an image that is 180 x 180 pixels. If you choose one of your clubs logo that was sent to you by
Zl, it will not fit properly but is commonly used. Asyou can see below, when clubs do use their ZI
formatted logos, they do not fit properly, and don’t really give the club the identification that they are
looking for. You will have the opportunity to move it a little, but you might want to consider a different
image that can be visible at that small of a size and that distinguishes your posts easily for followers that
follow more than one Zonta Club. Lots of clubs seem to choose images of yellow roses, and some
choose items relating to their fundraising, or specific to their club. All of the images are very easy to
change at any point, so once your page is set up try a few images and decide what you and your club like
best.
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After you have uploaded your profile picture it asks you to add a payment method for facebook
advertising. | would suggest just pushing skip here.
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Advertise on Facebook to raise awareness
about your business and get more people
to like your Page.

Add a payment method now so it will

be easier for you to advertise when
you're ready.



Now you have a basic page set up. Once you get 30 likes you will be able to see how many people are
looking at each post, and all sorts of other information.

Admin Panel Edit Page v Build Audience v Help + | | Hide
Notifications See Al Messages See Al
You have no new notifications No new messages.
L, Share something on your Page When you get a new

message, it wil appear right
here. To turn messages off,
uncheck the box next to the
Messages option in your
admin settings.

Get More Likes See Likes  Insights Add to Favorites Next

Create an ad to get more people to lke —
your Page. You need 30 more likes on your Page to [:] News Feed
to insights about your

ZONTA Zonta Club of a (5} Messages
Mon-Frofit Organization lb o kes E Events 2
’L\ Spansared 24% Tnvite Friends Add your Page to your favorites
to easily access it anytime.

[E* Invite Email Contacts

Other notes:
Event cover photos are 714 pixels wide by 264 pixels tall.

You will need at least one administrator, and it would be a good idea to have a second as a backup. To
add a second admin that person will have needed to like the page on facebook.

Once you get your page set up you can utilize it so many ways. You can like other clubs and share what
they are doing. You can create photo albums and events, even recognize your sponsors. Facebook
allows you as the admin to see how many people are checking out your posts and how people are
interacting. Please feel free to contact me at erinbohnet@hotmail.com if you have any questions, or get

stuck.
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