
    

 

ClubsOnline – Social Media: 
Facebook 

  

 Workshop Manual 

 
This workshop is designed to assist with the creation of a club Facebook 

page. 

 
 

 

Design: Benjamin Hodge 
Author: Sandi Morley 
Challenger Institute of Technology 

  



ClubsOnline – Social Media: Facebook 

Page 1                                     

Table of Contents 

WHAT IS FACEBOOK? ..................................................................................................................... 3 

Why Should You Have a Facebook Page? ........................................................................................... 3 

Use Facebook to: .......................................................................................................................................... 3 

Personal Accounts vs. Club Accounts ................................................................................................... 4 

Using Facebook for Non for profits: ..................................................................................................... 4 

CREATE A FACEBOOK PAGE FOR YOUR CLUB ........................................................................ 5 

Getting Started .............................................................................................................................................. 5 

CREATING YOUR CLUB PROFILE .............................................................................................. 14 

PRIVACY AND YOUR PAGE SETTINGS .................................................................................... 18 

Maintain some privacy.............................................................................................................................18 

Your Settings .............................................................................................................................................18 

Manage Permissions ..............................................................................................................................19 

General Settings .......................................................................................................................................21 

Followers ....................................................................................................................................................24 

Apps Settings ............................................................................................................................................25 

Adverts ........................................................................................................................................................27 

Payment, Gifts and Support Dashboard .........................................................................................28 

Featured.........................................................................................................................................................29 

Likes .............................................................................................................................................................29 

Page Owners .............................................................................................................................................29 

Resources ......................................................................................................................................................30 

Admin Roles .................................................................................................................................................31 

Apps .................................................................................................................................................................32 

Upload and share pictures ..................................................................................................................32 

Promote your events .............................................................................................................................33 

Keep in touch with your members ...................................................................................................33 

Send and receive messages .................................................................................................................33 

Promote your blog or newsletter .....................................................................................................33 



ClubsOnline – Social Media: Facebook 

Page 2            

Authors Note: ...........................................................................................................................................33 

 

  



ClubsOnline – Social Media: Facebook 

Page 3                                     

 

ClubsOnline – Social Media: Facebook 
 
W O R K S H O P  M A N U A L  

WHAT IS FACEBOOK? 
Facebook is a social utility used to for connecting people with those around them – friends, family, co-workers, or simply others with 

similar interests. Facebook started in 2004 as a closed community for college students (requiring users to sign up with a valid university 

email address) but has since expanded beyond that to high schools, corporations, regional networks, any user across the world. Facebook 

allows users to connect and share information in a variety of ways. 

Why Should You Have a Facebook Page?  

Facebook has over 500 million active users and that number continues to grow steadily. It is the most trafficked website in the world. More 

than two thirds of Facebook users are outside of college and the fastest growing demographic is women over 55. While Facebook started 

off as a community for college students, it has expanded far beyond that and you will be hard-pressed to find a demographic not yet 

represented among Facebook’s 500 million users. 

Use Facebook to:  

• Get found by people who are searching for your events and club information 
• Connect and engage with current and potential members 
• Create a community around your club 
• Promote other content you create, including webinars, blog articles, or other resources 

  



ClubsOnline – Social Media: Facebook 

Page 4            

Personal Accounts vs. Club Accounts  

On Facebook, Profiles are meant for people and Pages are meant for non for profits and businesses. To fully engage and leverage Facebook’s 
features, you should create a personal profile. If you’re worried about privacy, or balancing club and personal contacts, we’ll cover that in 
the next section.   

 
What not to do with your personal profile: Do not create a personal profile for your club. Profiles are people; Pages are for clubs or 
businesses. 

 

Using Facebook for Non for profits:  

Aside from individuals creating personal profiles and engaging in the Facebook community, sport club users can also create a Page for their 
club or a Group for a community of users. 
 
A Page is similar to a Profile except that it is, by default, public and users can become a “fan” of your Page without first requiring approval 
from the Page administrators. SPORTING AND RECREATION CLUBS must use Fan Pages, Not personal profiles.  You have to have a personal 
account to create a page. 
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CREATE A FACEBOOK PAGE FOR YOUR CLUB 
 

Prior to commencing the creation of your club Facebook page ensure you have the following information: 

1) The correct and complete name of your club. 

2) Your clubs email account details. 

 

Getting Started  

 

1) Open your internet browser (Firefox is recommended, but Internet Explorer is also supported). 

2) In the browsers address bar type: 

www.facebook.com/pages/create.php 

 

 

 

3) Then press the Enter key on your keyboard. 
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4) Mouse click on the Cause and Community icon to commence the page creation process. 

  

Click this icon 



ClubsOnline – Social Media: Facebook 

Page 7                                     

 

6) In the textbox type the full and correct name of your club.   

7) Leave the checkbox ticked (if you remove the tick, Facebook will prevent you from continuing with this process. 

8) Mouse click the Get Started button. 

 

9) As you can see from the system alert Facebook will not allow camel case text; if you would prefer to have a capital letter for each 
new word try to enter your club name with spaces or an underscore between each word.  For example ‘Test Club Site’ or 
Test_Club_Site. 

 
10) Mouse click the Get Started button. 
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11) In the Create a Facebook Account window, enter the following information: 

 
 

a. Your clubs generic email account address 
b. New password 
c. Your date of birth (I left this blank and received a system alert stating this is a required field that can have the privacy 

settings changed to restrict who can view this information – this manual will cover privacy settings). 
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d. Enter the security check data in to the text box. 

e. Check the data you have entered is correct (see example graphic). 

f. Mouse click the Sign Up Now button. 
 

12) This action will activate the  Confirm Your Email Address window: 
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13) Mouse click the Go To Gmail now button (this label will be dependent on the email account being used). 

a. As I am using a test account a password recovery email address and phone number have not be provided.  The club 

committee should decide the data to be provided as backup for this email account. 

 

 

 

14) Read through the email and then mouse click the link or copy and paste the link in the address bar of your browser (I was not 

required to enter the confirmation code). 
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15) Following the link will activate the Set up ‘ClubName’ window.  SKIP these next three windows as we will work through each 

section individually and in detail. 
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16) The Admin Panel should now be displayed. 
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CREATING YOUR CLUB PROFILE 
 

1) Click on the text Edit page and then Update Info. 

 

 

2) Using the screen capture on the following page as an example, complete the form using your clubs details. 

3) When complete read through the form, check spelling and make any changes, then click the Save Changes button. 

4) An automated response will advise Information Updated. 
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5) From the menu on the left hand side of the web page, select Profile picture. 

 

6) Mouse click on the Browse button; navigate to the graphic you wish to use for your club and then click the Open button. 
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7) The Profile Picture should now appear in the thumbnail window. 

 

8) Mouse click the View Page button to see the changes to your clubs Facebook Page. 
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PRIVACY AND YOUR PAGE SETTINGS 

Maintain some privacy  

On Facebook, you are in control of what information is out there about your organization and who can see it. 
You can retain some privacy by blocking certain people from viewing your profile or by creating a limited profile 
to hide information you might not want to share with your contacts. 
 

Your Settings 

1) Mouse click the Your settings option on the left hand side of the web page 

 

2) Check the settings to ensure they meet your club requirements. 

3) Mouse click the Save Changes button. 
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Manage Permissions 
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1) Mouse click the Manage permissions option to display the above web page. 

2) Work through the form applying decisions that suit your club.  Clicking on the ? to the right hand side of a text box will provide 

additional information to assist in making the correct decision for your club. 

 

3) Remember to mouse click the Save Changes button when finished. 
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General Settings 

1) In the top right hand corner of the web page look for the Settings link, mouse-click the link to open the General Account Settings 
web page. 

 

 

 

 

2) Check the information is correct.  Remember to SAVE any changes before you leave the web page. 
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3) Mouse-click the Security option and then check each setting making changes where necessary. 

 

4) Create a security question to ensure only club officials have access to your club Facebook page. 
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5) Enable a login notification if your club Facebook page is accessed from a computer or mobile device that hasn’t been used before. 

 

6) Use App passwords with caution, you may be locked out of your page if this option is turned on. 

 

7) Active sessions can be monitored and shutdown if unfamiliar devices and locations are detected. 
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8) The last option on this web page is the ability to Deactivate your account, 

 

 

Followers 

1) From the menu mouse-click Followers.   

 
2) If you don't know someone personally but want to hear what they have to say, following them is a good option. When you follow 

someone, you'll only be able to see their public updates. 
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Apps Settings 

1) From the menu mouse-click Apps. 

 

2) Mouse-click the Edit button to learn more about the Apps you use and why the Platform is On. 
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3) When editing Instant Personalisation you may be advised to update Flash Player on your machine. 

 
 

4) Following the software upgrade the following information is available. 
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Adverts 

 From the Menu mouse-click Adverts. 

 

 Read through the Third Party Sites information and then select the setting which best suits your club. 
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 Repeat these steps for Ads and Friends. 

Payment, Gifts and Support Dashboard 

Now you have some experience with the settings options try working through the Payment, Gifts and Support Dashboard options 

yourself. 
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Featured  

Return to the main settings page and then select Featured from the menu. 
 

 

Likes 

 

Page Owners 

Now you have some experience with Likes try working through the Page Owners options yourself. 
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Resources  

From the menu select the Resources option to obtain more information on how to: 
 Develop your page 
 Connect with people 
 Additional Resources 
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Admin Roles  

From the menu select the Admin Roles option to create additional admin roles such as: 
 Members 
 Teams 
 Committee 
 Events 
 Fixtures 
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Apps  

From the menu select the Apps option to learn more about uploading photos, promoting club events and keeping in touch with your 

members. 

 

Upload and share pictures 

One of Facebook’s most popular features has been the ability to upload and share pictures. Facebook also offers an unlimited quota with 
their only restriction being a 60-photos-per-album limit. The process is very simple. Start by creating an album which you can then assign 
limitations to (e.g. visible to my members only) and upload photos within them. The album is then put into your page, and other users can 
see and comment on them. You can also "tag" your photos with the names of people you mention and share the photos via a web link or by 
email.  What’s more it is possible to order prints online!  The perfect way to gain coverage of your events. 
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Promote your events 

Facebook is a great place to promote your organization's events. Simply create the event, add pictures and invite your contacts to join. In 
addition to groups, you can post details of events in your profile so people can RSVP for an event. You also have the option to leave the 
event open to people in your network or open for everyone. 
 

Keep in touch with your members 

Facebook has a feature called "News Feed" that allows you to see all kinds of activity within your network. It's very similar to an RSS feed, 
in that when you log in to Facebook you immediately receive an update of all of the actions your contacts have taken. And if someone 
posted a new photo album or RSVPed to an event, you'll be notified right away. 
 

Send and receive messages 

Facebook offers a message board feature called "The Wall" that displays member profile pages. You can use it to post all kinds of messages 
to your network. But beware: comments can be viewed by all your contacts in your list of Facebook friends. 
 

Promote your blog or newsletter 

Facebook also helps you to promote your blog or newsletter. This feature allows you to share information beyond what's in your profile in 
two ways. You can either post a note on your page or import your external blog. It is a nice way to communicate with your constituents and 
update them on your organization. You can also integrate an RSS feed in to your blog with notes. When you post it, the note is displayed in 
your profile and every one of your “friends” is notified and other members can add comments. 
 
 
 
 
 

Authors Note: 

Ask questions 
Make mistakes 
Have fun  
Learn best by just doing it! 
 
Sandi Morley 


