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How to Maximize Your Facebook Account for Business 
Facebook provides an excellent platform to reach new prospects for your direct sales 
business.  There are many elements to the service that provide you with an ideal 
way to grow your business at little to no cost to you. 
 
This guide is designed to help you make the most of basic services within Facebook 
that will help you grow your business.  This is not intended to be a comprehensive 
guide to everything that Facebook offers.  There are many resources that can teach 
you about everything that Facebook has to offer, both for personal and professional 
use.  You can start with Facebook’s own Getting Started Guide, which is available 
here: http://www.facebook.com/help/new_user_guide.php  
 
Additionally, Facebook Pages are covered in the guidebook titled Creating a Facebook 
Page for Your Business. 
 
Have fun! 

 
Jennifer Fong 
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Creating Your Facebook Account 
 

1. Navigate to http://www.facebook.com 
 

2. On the Home page, enter your Full Name, Email, Create a Password, etc, and 
then click Sign Up. 

 
 

3. After hitting Sign Up, complete the Security check by typing the words it the 
catpcha box (next to the words “Text in the Box:”).  (Note:  Captcha is a 
type of test used to ensure that the response is not generated by a computer.  
Entering in the letters on the screen as they appear is a type of captcha test.)  
Then click Sign Up. 
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4. An email confirmation will be sent to you.  Click on the link in the email to 
continue. 

 

 
 

5. Once you click on the link in the email, you’ll be directed through a few steps 
to set up your account.  Skip these steps for now.  We’ll cover these later in 
this guidebook. 
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6. At this point you have a Facebook account, and are ready to interact with 

others on this social network.  Whenever you are done with your Facebook 
session, you can simply close your browser, or log out completely by clicking 
to Logout link at the top-right of your screen. 

 
 

Logging Into Facebook 
Now that you have a Facebook account, you are ready to begin the training course.  
We are assuming that you are currently logged out of Facebook, and are ready to 
begin. 
 

1. Navigate to http://www.facebook.com 
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2. Log in using your associated email address and password.  You may wish to 
click the “Remember me” checkbox, so that Facebook logs you in 
automatically each time you return to this page.  Click the Login button. 
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1. You’ll be taken to your Facebook home page.  Let’s start by setting up your 

profile.  Click the View and edit your profile link to begin. 
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2. Once you click the View and edit your profile link, you’ll be taken to the 
Info tab of your profile.  This is where you’ll enter information about yourself 
that you want to share with others.  Facebook also uses this information to 
make friend suggestions for you. 

 
 

 
3. We’ll begin by adding a profile picture.  In the social media world, it’s 

important to have a consistent “face” across all social media platforms, and 
first impressions are important!  Choose an attractive headshot that is 
inviting, and makes a great first impression.  I suggest that you select a 
photo that shows your whole face, in which you’re making eye contact.  You’ll 
want to use this photo in every social media tool you use, because when 
people “meet” you in other forums, they’ll know they’re interacting with the 
same person. 
 
Near the top-left of your screen, hover your mouse over the silhouette’s top-
right corner.  The phrase “change picture” will appear.  Click this. 
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4. A menu appears.  Click Upload a Picture. 

 
 

5. The Upload Your Profile Picture dialog box appears.  Click Browse. 

 
 

6. Locate the profile photo you want to use on your computer, then click Open. 

 
 

 
7. Facebook will upload your picture, and display it in your profile. 
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8. A box will appear confirming if you would like to publish this photo to your 
Wall and your friends’ home pages.  You can just click Skip here. 

 
 

9. Your new profile picture will appear.  
 

10. Next, enter some information that tells about you.  Right below your profile 
picture you’ll see a link that says Write something about yourself.  Click 
this link. 
 

 
 

11. A text box opens where you can write a short description of yourself.  This 
should be your one-sentence branding statement.  When finished writing, just 
click somewhere outside the box to save it. (You can change this as often as 
you like, so don’t feel like you have to get it perfect the first time.) 
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12. Now let’s edit the information box, right below your description that will 
appear on your profile. Click the pencil icon at the top-right of the information 
box, and then select Edit Information from the menu that appears. 

 
 

13. The Info tab screen appears.  You can enter the information you want to 
show in your profile based on your own preferences.  However, here are some 
suggestions.  First, it is advisable to only display the month and day of your 
birthday if you want to display it at all, as this helps cut down on the risk of 
identity theft.  To make this change, click the little arrow next to the box that 
reads Show my full birthday in my profile and change it to Show only 
month & day in my profile. 
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14. Fill in the other components that you want to share.  Below are some 
suggestions for selections you may want to make.  Feel free to leave anything 
that you don’t want to answer blank.  When finished, click the Save Changes 
button. 
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15. The next section of the Info tab opens – Personal Information.  Fill in the 
fields that you choose to…leave anything blank that you don’t want to 
share…and then click the Save Changes button. 
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16. Next, the Contact Information section of the Info tab opens.  Fill in the 
contact information that you want to share.  Be careful here.  Although you’ll 
be able to set up your privacy settings later (which is discussed later in this 
guide), it’s still best to be cautious when deciding how much information to 
share.  It’s fine to leave things blank.   
 
At the very least, however, enter your blog website address, along with 
your company personal website address (if you have one.)  When finished, 
click Save Changes. 
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17. Next, the Education and Work section of the Info tab will appear.  Facebook 
uses this information to match you with potential friends, which can be 
valuable, so keep that in mind as you fill this section out.  It is suggested that 
you include your position with your direct sales company as one of your work 
positions, unless your company prohibits it.  Be sure to list your title as 
required by your policies and procedures.   
 
When finished, click Save Changes. 
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18. When finished, click the Done Editing button near the top of the screen. 

 
 

 
19. The information that you entered appears on the Info tab of your profile. 
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20. Now go back to the Information box below your profile picture, and click the 
pencil icon again.  The Edit Box menu appears again.  Click the checkbox 
next to Website (which appears now because you entered your website 
information earlier on the Info tab), and your blog and business websites will 
now appear on your profile home page.  Click anywhere on the page to close 
the Edit box. 

 
 

21. Let’s take a look at what your Profile looks like now.  To view your main 
profile page, click the Profile link found near the top of the Facebook window. 

 
 

22. You’ll be able to see what your profile looks like now with the information 
you’ve added.  Note that your News Feed on your main Wall lists the activities 
that you’ve recently done with your profile.  Later, this section will also list 
your status updates, messages your friends write on your wall, pictures 
you’ve posted, etc. 
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Adding and Managing Friends  
1. Now that your profile is ready, let’s add some friends to your account.  There 

are two ways to access your Friends list.  One is at the top-left of your 
screen, in the blue menu bar.  The other appears in the Friends box below 
your information box, on the bottom-left of your screen (you may need to 
scroll down to see it.)  Click the Friends menu item at the top of your screen 
now. 

 
 

2. The New Friends screen appears.  There are a number of ways that you can 
find friends on Facebook.  You can type the names of people that you know 
are on Facebook in the Search box at the top-right of any Facebook page or 
the Search for People box on the bottom of this screen.  Then you can Add 
that friend from the list of people with that name.   
 
Facebook also allows you to search for friends by email address, through your 
webmail email account (such as Yahoo or Google mail.)  Simply enter your 
email address and password, and Facebook will search for friends that have 
used that email address to set up their account. 
 
Finally, Facebook also makes suggestions of friends you may know.  These 
friend suggestions come from the school and work information you entered, 
as well as from your network.  By clicking “Add as Friend” a friend request 
will be sent to the individuals you select.  These friends must approve you 
before you are added as a friend. 
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3. Let’s begin by searching for friends.  In the Search for People box at the 
bottom of the screen, type in the name of your friend (my Facebook name 
is Jennifer Linnell Fong.)  Then click the blue magnifying glass button. 

 
 
4.  A screen pops up with a list of people you may be looking for.  If you know 

what your friend looks like from her/his profile picture, you will be able to 
easily identify the person you looking for.  To add as a friend, click Add as 
Friend. 

  
 

5. A box pops up asking if you want to add the person as a Friend.  It’s always a 
good idea to add a personal message when requesting a friend, so click “Add 
a personal message.”   
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6. A box appears where you can type a personal message to be delivered with 

your friend request.  Let the person know who you are, and why you are 
making the friend request.  Then click Add Friend. 
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7. Type the the words in the catpcha box (under the words “Text in the Box:”).  

(Note:  Captcha is a type of test used to ensure that the response is not 
generated by a computer.  Entering in the letters on the screen as they 
appear is a type of captcha test.), and then click Add Friend.   

 
 
 

8. You’ll now see displayed that you’ve requested this person as a Friend. Now it 
will be up to your friend to accept that Friend request.   
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9. Next, let’s look at another way to find friends on Facebook.  Click on the 

Friends link at the top of the page, and then select Find Friends from the 
drop-down menu. 
 

 
 

10. The Friend Finder page appears.  Notice the list of suggestions shown on the 
page.  These are people that Facebook thinks you may know based on the 
school and work information you’ve listed, as well as friends of other friends 
you already have.  To add any of the suggested people, simply click the Add 
as Friend link by their picture.  If you don’t know someone in the list, you 
can simply click the X next to their picture, and another suggestion takes its 
place. 
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11. From the Find people you know on Facebook page, you can also find 
other Facebook users by searching your email address book.  (For example, if 
you have a Yahoo! Account, you can search the address book associated with 
your Yahoo! Account for friends who are already using Facebook.)  To do this, 
enter your email address in the Your Email field of the Find People You Email 
section of the page.   

 
12. If your email account type is one that Facebook supports, you’ll see the icon 

for your email provider on the page, and the Find Friends button.  Click the 
Find Friends button to continue. 

 
 
Note:  In some instances, Facebook will prompt you for both your email 
address and your email password.  In this case, enter both your email 
address and your password, and then click Find Friends.   

 
 
Additional Note:  Friend Finder does not currently support all email 
providers.  If your provider is not supported, you will receive a message 
alerting you that this feature will not work for your email address. 

 

Enter your email 
password 
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13. For supported email providers, you will be prompted to log in to your webmail 
account.  Enter your password, then click Sign In. (Note, your screens may 
be different depending on the email service that you use.) 

 
 

14. Next, grant permission for Facebook to access your webmail account by 
clicking the I Agree button.  
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15. Facebook will bring up a list of friends in your address book who already have 
accounts on Facebook.  Put a check next to each friend you would like to 
connect with on Facebook.  Then click Add as Friends. 

 
 

16.  You’ll receive a confirmation that you’ve sent the friend requests.  Next, you 
can choose to invite other friends in your address book who are not yet on 
Facebook.  To do so, select those names of people you would like to invite, 
and then click Invite to Join.  If you wish to skip this step, click the Skip 
button. 
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17. Now let’s return to your home page on Facebook, where you can see your 

News Feed, which contains information about your friends on Facebook.  In 
the blue menu bar along the top-left of your screen, click the Home link. 
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18. Your Facebook Home Page appears. 

 
 

19. As friends begin to accept your friend requests, you’ll get a notification at the 
bottom-right of your screen. (This notification also pops up when people write 
on your wall or respond to your posts in groups.)  Click the red bubble to see 
the notifications. 

 

20. The notifications window appears.  You can click on the names of anyone in 
the Notifications window to see their profiles. 
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21. Notice on the right side of your home page that Facebook will make more 

suggestions for people that you might want to become friends with, and 
pages that you might wish to become a Fan of.  These are suggested based 
on the actions of your friends, and the information you’ve included in your 
profile.  To become a Fan or a Friend, simply click on the corresponding link. 
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Facebook Home Page Views 
When you log into Facebook, there are two main ways to view the Facebook Home 
Page.   
 
News Feed 
The Facebook News Feed is an aggregation of your friends’ most popular posts, as 
determined by a Facebook algorithm.  Essentially, this view will contain posts that 
your friends have interacted with in some way, either by commenting or “Like”-ing.  
When you log into Facebook, you may wish to begin on the News Feed, to catch the 
highlights of what you have missed since you last logged into Facebook. 
 
To view the News Feed at any time when it is not selected, simply click the Home 
link at the top of your screen, and then View News Feed (which will be available to 
click when the News Feed is not being displayed.) 
 

 

Live Feed 
The Facebook Live Feed is an aggregation of your friends’ current posts in real time.  
Everything that happens with your friends will appear in the Live Feed, as it happens.  
After you have caught up on your friends’ activities in the News Feed, you may wish 
to switch over to the Live Feed for the rest of your Facebook Session, to stay on top 
of what is currently going on with your friends. 
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To view the Live Feed at any time when it is not selected, simply click the Home link 
at the top of your screen, and then View Live Feed (which will be available to click 
when the Live Feed is not being displayed.) 

 
Note: Facebook only includes 250 of your friends in the Live Feed view by default.  
To increase this number, simply click Edit Options at the bottom of your feed.  The 
News Feed Settings box will display.   
 
At the bottom, you’ll see the Number of Friends section.  Enter the number of 
friends you’d like displayed (for example: 5,000) in order to increase the number of 
people you see displayed in your Live Feed.   
 
You can also select specific people to hide from the feed if you wish, in the Hide 
section of this box. 
 
Click Save when finished. 
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Setting Up Friend Lists 
Friend lists are an easy way to manage your growing list of Friends on Facebook.  By 
grouping your friends into categories, you can easily view updates from just one 
group of friends in your news feed, and you can message groups of friends when 
those lists remain small. 
 
Here’s how to set up Friend Lists in Facebook. 
 

1.  From your Home page, find the menu on the left side of the screen, under 
the word Facebook in the blue menu on top.  At the bottom of the Feed menu 
is a button that says Create New List. (Note that you may need to click the 
More link first to see it.)  Click that link.  

              
 
Note that you can also access this feature from the Friends page, where a 
Lists option will appear on the left hand side of the page, and a button that 
says +Create. 
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2. The Create New List box appears.  In the New List field, type the name of 
a list that you’d like to create, for example, Personal Friends, Colleagues, 
Hostesses, Customers, or some other way to sort the friends you’ve invited.  
In our example, we’ll set up a list called Personal Friends. 

   
 

3.  Next, select friends you’ve already connected with (they’ve accepted your 
friend request, or you’ve accepted their friend request) by either starting to 
type their name until their picture appears, or by browsing through your 
friends on each page using the page navigation numbers in the bottom right 
corner, and selecting from the list of your friends on each page.  To add a 
friend to your new list, click on their picture.  Their picture will become 
highlighted and a checkmark will appear next to it.  When finished selecting 
friends for your list, click Create list.   

 
 

4.  Follow the same procedure to set up each list and add friends to that list.   
 
(NOTE: You don’t have to put all friends into a list.  However it will make it 
easier to filter out the “noise” and pay attention to specific friends as your 
number of friends increases by sorting them into Friend Lists.) 
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5. Once you create your lists, you’ll notice that each one appears in the Feed 
list.  You may need to click the More button at the bottom of the Feed list to 
see all the lists you’ve created. 

 
 

6.  6. Once you click the More button you will see a list of Facebook applications 
that either you or your friends have used.  Some of these will not be 
important to you, and some (such as your lists) you may want to use all the 
time.  Facebook makes it easy to rearrange the items in this list, so the ones 
you use all the time are available without having to expand this menu. 
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7. Once you’ve clicked the More link, you can drag lists to new locations within 
the Feed list.  To move an item in your Feed menu, simply click on it, keep 
your mouse button pressed down, and drag the item to the place in the list 
where you want that item to appear.  For example, you may wish to put each 
of your friend lists towards the top of the menu, right underneath the News 
Feed item.  That way, you can click on News Feed to see all of your friends’ 
updates, or click on each list to see only the updates from the friends in that 
list. 

 
 

 
8. Here’s what your home page will look like after organizing your Feed list. 
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Friend and Other Requests 
When people want to connect with you, invite you to a group or event, or in some 
other way interact with you, they can send you a request.  Remember earlier you 
saw friend suggestions based on where you went to school and who your friends are.  
Others may find that you are suggested as a friend as well. 
 

1. You will notice near the top right of your home page, above the Suggestions, 
is a section called Requests.  This only appears when someone has requested 
you as a friend, sent you an invitation, or in some other way asked to interact 
with you on Facebook.  To respond to the request, click the item within the 
Requests section of the screen.   

 
 

2. 2.  The Requests window opens. Note that all your requests are listed here. If 
this person is someone you would like to add to your Friends, you can accept 
the request, and if desired, add the person to a list that you set up.  To add 
the person to a list, click the Add to list button, and then select the list you’d 
like to add the friend to.  If you do not wish to add the person to a list, just 
skip this step.   

 
 

3. Next, click the Confirm button.   
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4. If you’d like to send a message to someone before approving them, you can 
do so by clicking the Send Message button instead of the Confirm button. 
 

 
 

5. If you do not want to connect with someone that has sent a friend request, 
simply click the Ignore button.  The person is NOT notified that you 
have ignored them, but they will be unable to access your profile (unless 
your privacy settings allow everyone to access your profile). 

 
 

6. Once you Confirm an invitation, you can visit the new friend’s profile by 
clicking the link that appears.  Otherwise, you can return to your home page 
by clicking the Home link in the top menu. 

 
 

7. Should you choose to click the link to view your new friend’s profile, their 
profile will then appear.  Notice that the fact that you are now friends with the 
person appears on your new friend’s profile Wall. 
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8. Should your new friend choose to view your profile, they will see something 
like this: 

 
 
 

Checking Messages from Friends 
One of the valuable tools within Facebook is its messaging feature.  More than one 
direct seller has said that they have an easier time reaching people through 
Facebook than through email! 
 
Here’s how to check your Facebook messages. 
 

1. When you have a message sent to you through Facebook, you will notice a 
number appears next to the word Inbox on your main blue Facebook menu 
bar along the top of the page.  By clicking the Inbox link, you can select 
View Message Inbox. 
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2. Your Inbox appears.  New messages are highlighted in bold.  You may receive 
messages from individuals as well as groups that you join.  Click the title of 
the message that you want to read. 

 
 

3. Your message appears, with a Reply box beneath it.  If you wish to respond, 
type your message in the box, and then click Send. 

 
4. After you hit send, you’ll see your message below your friend’s message.  You 

still have a Reply box in case you want to send another message. 
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Note: To send a message to a friend, simply click Send FRIEND’S NAME a 
Message underneath their profile picture on their profile page: 

 
 
 

5. A Send Message box will appear, and you’ll be able to type and send your 
message. 
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Facebook Privacy Settings 
 

1. Next, we’ll set the Privacy Settings for your account.  Facebook’s Privacy 
settings allow you to decide what information in your profile people can see 
about you, and who can see your information.  Some settings even let you 
choose specific people to block or allow from seeing certain categories of 
information in your profile.  Read the options on each screen carefully and 
decide which options work best for you and your business.  Keep in mind that 
you can adjust your Privacy Settings at any time.   
 
In the upper-right corner of your Facebook screen, you’ll notice a link that 
says Settings.  When you click this, you get three menu choices.  Choose 
Privacy Settings. 

 
 

2. The Privacy screen appears.  Begin by clicking the Profile link.  This will help 
you control who can view information on your profile. 

 
 

http://jenfongspeaks.com 



Using Facebook for Your Business 
Jennifer Fong, Direct Sales & Social Media Consultant and Speaker 
 

© 2009, Jennifer Fong  38 

3. Use this screen to determine who can see each element of your profile.  
Facebook breaks down what can be viewed about you into categories.  Those 
categories are the ones that you completed when you entered your 
information into your profile.  They include Profile, Basic Info, Personal 
Info, Publisher Control Default, Photos Tagged of You, Videos Tagged 
of You, Friends, Wall Posts, Education Info, and Work Info.   
 
Each category has an arrow next to it.  By clicking the arrow next to the 
category, you can choose to allow Everyone (i.e. Anyone who has an account 
on Facebook), My Networks and Friends (i.e. People you are friends with, and 
people in the networks you are a part of), Friends of Friends (i.e. People that 
your friends trust and have added as friends to their page), Only Friends 
(People that you have added as friends to your page) or to a customized list 
of friends.  
 
Keep in mind that the more people you allow to access your profile, the more 
exposure you get for your business. 
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4. When you select Customize, the following screen appears.  By selecting 

Some Friends, you can then specify specific Friends or Friend Lists that you 
set up who you would like to allow to see that information.  By selecting Only 
Me, you restrict information from being seen by anyone but you.  You can 
also specifically hide content from certain people by typing their name in the 
box under the Except These People area, and clicking Okay.  Click Okay when 
finished. 
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5. If you want to know how a specific friend sees your profile, type their name 
near the top of the screen in the box.  Facebook will suggest names of current 
friends as you type.  When the specific friend’s name appears, click their 
name.  Your profile will appear as they can see it.  This is a helpful feature if 
you want to control how specific people see your profile.   
 
Click Edit Profile Privacy near the upper-right corner of your Facebook 
screen to return to the Privacy screen. 

 
 

 
 

 
 

6. After you are satisfied with your changes on the privacy screen, click Save 
Changes.  Then click Back to Privacy Overview near the top. 
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7. Next, click Search from the Privacy Overview screen, to be taken to the 
Search screen.   

 
 
This screen will help you determine who can find you on Facebook.  You can 
use the Search visibility menu just like you used the menus on the Profile 
screen to determine who can find you when searching Facebook.  Make the 
selections you are comfortable with, and click Save Changes.   
 
Facebook also gives you the option of deciding whether or not you would like 
a Public Search Listing of your page available.  The Public Search Engine 
allows your page to come up when people search the internet.  You can 
preview what your public search listing would look like by clicking the see 
preview link in parenthesis in the Public Search Listing section.  Note, it is 
recommended that you do allow for a public search listing of your page, as 
this will give your business more exposure.   
 
When finished, click the Privacy link at the top to return to the Privacy 
Overview. 
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8. Next click the News Feed and Wall link within the Privacy Overview screen.  

 

 
 
 

9. The News Feed and Wall Privacy screen appears.  Select which information 
you’d like to appear about you on your friends’ home pages and on your wall 
(main page of your profile).  The recommended settings are highlighted in the 
screen shot below.  When finished, click Save Changes.  Then click the link 
at the top to return to the Privacy Overview. 
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10. Finally, click the Applications link on the Privacy Overview screen.   

 
 

 
11. This brings you to the Applications Privacy screen.  Applications are one of the 

social aspects of Facebook.  They allow people to share information with one 
another, play games, keep track of dates, send things, etc.  Some 
applications are built by Facebook, but the vast majority are created by 
outside developers.  Read the information on the Overview screen, and then 
click the Settings tab. 
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12. The Applications Settings screen appears.  Read the information on this 
page carefully.  When a friend authorizes an application to pull his or her 
information, that application may ALSO pull information about you.  So just 
realize that the information you share with an individual may go to their 
friends as well.  The best rule of thumb is to ONLY share information that you 
are comfortable with other people sharing.  Scroll through the screen, make 
your selections, and then click Save Changes.   
 
(NOTE: You may not want to get TOO restrictive as it may prevent you from 
using helpful features of Facebook.  Instead, just refrain from posting 
anything to Facebook that you don’t want shared.) 
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Account Settings/Selecting a Network/Notifications Settings 
 

1. Now that you’ve set your Privacy settings, let’s review some other account 
settings.  Click the Settings menu near the top-right of the screen, and 
choose Account Settings. 
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2.  The Account Settings screen lets you change the basic aspects of your 

profile, such as your name, password, email address, security question, and 
more.  It also allows you to deactivate your account, go to the Privacy 
Settings page, or to add a credit card to your account.  To make changes to 
any of these options, click the link next to the option.   
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3. Click the Notifications tab.   

 
 

4. From the Notifications screen, you can choose when you want Facebook to 
email or text you via SMS when certain things happen on Facebook.  By 
default, you are notified via email about everything that happens via 
Facebook.  Make your selections, and then click Save Changes  near the 
bottom. 

 
 

Importing Your Blog 
Importing your blog into Facebook can be a great way to extend your content 
marketing strategy into your social networking world.  Facebook is one of the largest 
content sharing tools on the planet, so it’s a natural place to share the content from 
your blog. 
 
To import your blog into Facebook, you can use the Notes application that’s 
already built into Facebook, and the NetworkedBlogs application, which is 
accessed through Facebook.  There are advantages to both: Notes shows up in the 
home pages of everyone you’re connected to on Facebook.  NetworkedBlogs shows 
up in the home pages of everyone subscribed to your blog, and these may be people 
who you aren’t connected to on Facebook.  You may want to use both applications to 
import your blog. 
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We’ll start with the Notes application.  Follow these steps to import your blog: 
 

1. Near the bottom left of your screen you’ll notice the Applications menu.  
There are several small icons along the bottom left, one of which looks like a 
piece of notebook paper.  This is the Notes icon.  Click the Notes icon to 
access the Notes application. 

 
 

2. The Notes page appears.  On the right, under Notes Settings, you’ll see a 
message that says “You are not importing notes from an external blog.”  Click 
the Import a blog link below that statement. 

 
 

3. The Import an External Blog screen appears.  Enter the URL for your blog, 
click the checkbox, and then click the Start Importing button. 
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4. A preview of your blog appears.  Make sure that the blog that is displayed is 
yours, and then click the Confirm Import button at the bottom of the 
screen. 

 
 

 
 

5. Your blog is now active within the Notes application. 
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6. Your blog posts will now automatically update into Facebook, and will show up 

on both your Profile, and in your friends’ feeds. 

 
NOTE: It’s important to realize that there can be a very long delay, sometimes 
several hours, between when you post content on your blog, and when it shows up 
when using the Notes import. 
 

Importing Your Blog via NetworkedBlogs 
NetworkedBlogs is an application within Facebook that helps you build exposure for 
your blog posts.  This application also makes it easy for your friends and readers to 
share blog posts that they find valuable with their networks.  It is recommended that 
you import your blog to Facebook using both the Notes and the NetworkedBlogs 
application.  Even though this imports your blog twice, the posts are located on 
different parts of your profile, and they both provide good exposure for your 
business. 
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To import your blog using NetworkedBlogs, follow these steps. 
 

1. From your main Facebook screen, type NetworkedBlogs in the search box in 
the upper-right corner of your screen.  Then press the Enter button on your 
keyboard. 

 
 

2. A list of search results appears.  Click the NetworkedBlogs application. 
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3. Click the NetworkedBlogs logo in the upper-left corner of the screen. 

 
 

4. Click the Go to Application button. 

 
 

5. Click Allow. 
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6. Click the Profile link. 
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7. Click Add your blog. 

 
 

8. Enter the information about your blog, and then click Next. 
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9. Confirm that you are the author of your blog by clicking Yes. 
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10. You’ll need to be verified as the author of your blog.  The easiest way is to 

ask your friends to verify you.  Click Ask friends to verify you. 

 
 

11. Click on the friends you will ask to verify you as the author.  Since your 
friends may not get to this right away, it’s best to ask more than the 
minimum of 9. 
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12. After selecting your friends, click Send Author Verification Request. 

 
 

13. A sample of the request will appear on your screen.  It’s a good idea to add a 
personal message so your friends understand what you’re asking them to do.  
To do so, click Add Personal Message. 

 
 

14. Type your message in the space provided (you’ll see it appear in the sample), 
and then click Send. 
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15. Your blog now has a page on NetworkedBlogs.  You can visit this page at any 
time to invite more people to follow your blog, see recent posts, and find out 
how many people are following your blog through NetworkedBlogs. 
 

 
 

16. Now let’s add this to your Facebook Profile.  To continue, click the Profile link 
at the top of the screen. 

 
 

17. Below your status update, click the + sign shown next to the list of tabs. 

 
 

18. Select Blog. 
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19. A Blog tab now appears on your profile, showing your blog.   

 
 

20. Once you are confirmed as the author of your blog by your friends, your blog 
and recent posts will be shown above other blogs that you follow through 
NetworkedBlogs.  Here’s an example.  Notice that people can now choose to 
follow your blog on NetworkedBlogs right from the Blog tab on your profile.  
This is a great way to get more readers for your blog. 
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Updating Your Status 
One of the main ways to communicate with your friends on Facebook is through your 
status updates.  Your status can be used to share with your friends what you’re 
working on, little pieces of content related to your product line, ideas, successes, etc.   
 
Be careful that your status updates do not turn into commercials!  One of the 
common errors that people make when using Facebook is using their status updates 
to ADVERTISE.  This is not the place to promote your products or to try to get people 
to join your company. As you’ll see in the next section, that can be a very quick way 
to get yourself ignored, and people won’t read another status update that you write.   
 
Instead, use your status updates to share information that your friends may find 
valuable, such as little tips related to your product line (and blog) that will help your 
target market, links to helpful articles and your blog posts, etc. It can also be used 
to help prospects get to know you on a personal level. 
 
To update your status, follow these steps. 

1. At the top of your home page and profile, you’ll see a box that looks like this: 

 
 

2. In this box, type your status update.  Then click the Share button. 

 
 

3. Your Status Update appears in the home page Feed, as well as on your Profile 
Wall. 
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4. You can update your status as often as you like, but it is recommend that you 
do so no more then 5 or 6 times per day.  You don’t want to get too 
annoying! 
 

Controlling What You See in Your News Feed 
Facebook can be used for many different purposes.  Some people use it for fun.  
They socialize with others, play games, answer quizzes, and participate in other 
activities.  Others use Facebook for business.  They interact with others for the 
purpose of finding new prospects for their businesses.  Many people do a little bit of 
both.  However, sometimes when you’ve got a lot of friends, things show up in your 
news feed that you feel cause clutter, or are simply things you don’t want to see. 
 
If you don’t want to see things posted by a particular application or individual, you 
can “hide” them.  Once you hide an application or individual, they won’t show up in 
your news feed again unless you specifically “unhide” them. 
 
To “hide” an application or a person from your news feed, follow these steps: 
 

1. Locate the item in the feed that you want to hide.  For example, in the screen 
shot below, one friend named Nicole played a game called FarmVille.  
Whenever Nicole accomplished something in the game, the Application would 
let her friends know.  When using Facebook primarily for business purposes, 
you may not want to see updates from this particular type of application, 
since it is a game, and will not help you find prospects for your business or 
build relationships. 
 
By hovering your mouse to the right corner of the item, a Hide menu 
appears.  Click the Hide menu.   
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2. Once you click on the Hide menu, you are given the option of hiding either all 
of the person’s updates, or just updates from a particular application.  If you 
typically enjoy this person’s updates but just don’t want to be notified about 
updates concerning this particular application, click Hide <Application 
Name>.  In this example, you would click Hide FarmVille.  If you wanted to 
hide all updates from this person, you would click Hide <Person’s Name>.  
In this example, you would click Hide Nicole. 

 
3. The update disappears from your news feed. 

 
 

4. If, at a future time, you would like to add someone back into your feed, you 
can do so from the News Feed.  First, if you are not already viewing the News 
Feed (as opposed to the Live Feed) select View News Feed from the 
Facebook home page. 

 
 

5. Scroll to the bottom of your News Feed, and you’ll see a link that says Edit 
Options. 
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6. Click Edit Options.  The Hidden from News Feed box appears.  You can 
either add specific people you’ve hidden back into your News Feed, or you 
click Applications to view a list of Applications that are currently hidden from 
your feed.  To add person or application back into your News Feed, simply 
click the Add to News Feed button. Then click Close. 
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Setting Up a Facebook Group 
A Facebook Group can be a phenomenal tool for your business.  By building 
communities for your customers, prospects, and team, you give them a way to 
access valuable content while connecting with you in a meaningful way.  You can 
also get feedback that can help you grow a stronger, more relevant business. 
 
To set up a Facebook group, follow these steps. 
 

1. From the Applications menu at the bottom left of the Facebook screen, click 
the Groups icon (it looks like two little heads.) 

 
 

2. The Groups page appears.  Groups of which you are a member that have had 
recent activity will appear in the list of groups on the right.  Groups that your 
friends have recently joined will appear on the left. 
 
If you are looking for a group that has not had recent activity, you can click 
the My Groups text link right below the word Facebook that appears at the 
top-left of the screen. 
 
To create a new group in Facebook, click the Create a New Group button 
located near the top-right of the screen. 
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3. The Create a Group screen appears.  Enter a name for your group (it is 
recommended that you use a name that describes your group and that also 
includes your full name, in case people search for your group by your name).  
You should also include a short description of your group that gives people 
a good idea of what your group will offer to them.  Next, select a group type 
(such as Business/Home Business), include any contact information that 
you like, and then click the Create Group button. 

 
 

4. After entering your Group Info, the next step is to customize your group to 
include a picture and a link to your website/blog, and to decide how you’ll 
allow group members to interact in your group. 
 

5. To upload a picture to your group, click the Browse button.  
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6. The File Upload box appears.  Select the photo you wish to use (I 
recommend your headshot, in order to Build Brand You, and position yourself 
as the expert), and then click Open. 

 
 

7. Click Upload picture. 

 
 

8. The picture you’ve selected for your group appears. 
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9. Next, select the options you’d like enabled for your group.  It is suggested 

that you leave Show related groups UNCHECKED, so people aren’t 
tempted to leave your group to go see groups of competitors.  You may wish 
to leave the rest checked.  Remember, the more you allow your group 
members to do, the more they’ll have the opportunity to engage with you. 
 
You’ll also need to decide whether your group should be Open, Closed, or 
Secret.  For a group of colleagues, secret is often a good idea, because 
people will only join if you’ve invited them.  For a customer group, you can 
choose Open or Closed.  Note that if you select Closed, you have the 
advantage of getting a notification each time a new person joins, and you can 
then send them a welcome message.  However if you anticipate many people 
joining each day, you may wish to select Open, because Facebook does not 
allow you to send a large amount of messages each day. 
 
Once you’ve made your selections, click Save. 
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10. You’ll next be prompted to invite people to join your group.  Facebook will 

display a list of your friends.  To invite a friend that’s already in your list of 
Facebook friends, simply click their picture, or begin typing their name in 
the Find Friends box. 
 

 

11.  You can also invite friends who are not in your Facebook list of friends via 
email.  Below the pictures of your friends, there is a box titled Invite People 
via Email.  Type the email addresses of your friends/customers, or import 
their addresses using the same procedure used earlier when you were 
importing friends from your email address book.  
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12. Whether you invite friends already on Facebook or via email, it’s always a 
good idea to include a Personal Message to let people know what benefit 
they’ll get from joining your group. 
 
For example, “I’ve set up a Facebook Group where we’ll be sharing decorating 
tips and ideas, latest trends, and more.  I would love to have you join us!” 
 
Once you’ve finished your invitation, click Send Invitations. 

 
 
 

13. Facebook will confirm that your invitations were sent. 

 
 

14. When finished, click the Back to… link that includes your group’s name on 
the top-right to return to your group. 
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15. Your Group’s Page appears.  From this page, you can message all members, 

adjust your group’s settings, view members, read and write on your group’s 
wall, add photos, links, and videos, and view events related to your group. 

 

http://jenfongspeaks.com 



Using Facebook for Your Business 
Jennifer Fong, Direct Sales & Social Media Consultant and Speaker 
 

© 2009, Jennifer Fong  67 

Posting Links in Your Group 
1. It is a good idea to post a link to your blog from your Facebook group (give 

your blog as much publicity as possible!), so let’s add that now. In the 
publisher box at the top of your group’s main page, type your message and 
link.  Notice that the Link box automatically opens and loads your link.  Then 
click the Share button. 

 
 

2. The link now appears in the Links box on the left side of your Group’s home 
page. 
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Adding Discussion Topics to Your Group 
1. It’s also a good idea to “seed” your Discussion Board with topics that will 

engage your group members.  To add a discussion board topic, click the 
Discussions tab, and then the Start New Topic button on the right of your 
screen. 

 
 
2.  The Start New Topic screen appears.  Type a Topic Name (this appears in the 

Discussion Board topic list) and the content you’d like to appear in your post.  
It’s a good idea to encourage participating in your post, so give some content 
and encourage others to add their ideas.  When finished, click Post new topic. 

 
 
 
3. Your full post will display.  A Reply box will appear below your post for you 

and others to reply to the topic. 
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4. The most recently commented on posts will also appear on your group’s page, 
under the Discussion Board heading. 

 

 

Messaging Your Group Members 
1. Another advantage to a group is the ability to message all the members of 

your group at once.  To send a group message, click Message All Members 
under your picture on the group page. 

 

2. The Compose Message screen appears.  Type your Subject and Message, 
and then click Send.  Be careful with this feature!  You don’t want to annoy 
your group members, and keep in mind that this is NOT your newsletter.  Try 
not to message your group members more than once per week at the MOST, 
and try to limit it mostly to activity within the group, with only 1 special offer 
or event per week or even every 2 weeks. 
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3. Once you click Send, you’ll see the message as it will look to your recipients, 
and confirmation that the message has been sent.  Depending on the size of 
your group, the delivery may be a bit delayed, but it shouldn’t take more than 
a day for group members to receive your message. 

 

Setting Up An Event 
Events are another great way to publicize your business.  You can set up an event 
either as part of your group, or independently.  One of the advantages of setting up 
events through your group is the fact that the event then shows up on the group’s 
home page, and the event is sure to be seen by the targeted niche market that has 
interest in that type of event. 
 
Whether you set up the event independently or through a group, you can still make 
it public on Facebook so that people can see your event even if they are not a 
member of your group. 
 
These instructions show you how to set up an Event through your group.  To set up 
an Event independently, click the Events icon at the bottom-left of your screen (near 
the Groups icon) and then click Create an Event.  Then begin from step 2 below. 
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To set up an event through your group, follow these steps. 
1. From your group page, click Create Group Event from the links under your 

group picture. 

 
 

2. Fill out the information about your event.  If it is a customer-focused event, 
you may want to make it Open (available to all of Facebook) for added 
exposure. When finished, click the Create Event button.   
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3. Next, fill in the details about your event.  Click Browse to upload a photo, 
select an event type (in this example, we chose Education/Workshop because 
we’ll be teaching people how to make quick and healthy meals), add a 
description, and choose your event options.  Remember to allow your event 
listing to be as interactive as possible!  When you’re finished, click Save and 
Continue. 
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4. You’ll receive a confirmation message that your event has been created, and 
have the opportunity to publish your event to your wall and your friends’ 
home pages.  To publicize your event, click Publish. 

 
 
 

5. You’ll receive a Post Published confirmation.  Note that your friends will now 
see your event on their home pages as well, in their news feed.  Click Okay. 
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6. Next, you can invite friends to attend your event.  Because you created your 
event from within your group, you are given the option of inviting your entire 
group with one click.  This is another advantage to creating an event from 
within your group. 

 
 

7. To invite friends to attend your event, click on their pictures, begin typing 
their names and selecting them from the list Facebook provides, or import 
names from your address book.  When finished, click Send Invitations. 
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8. After clicking Send Invitations, you’ll receive a confirmation message. 

 
 

 
9. Click the Back to… link on the top-right to view your event’s page.  From this 

page, you’ll be able to view and manage the guest list, as well as manage 
event details, and see content your attendees have shared.  You can always 
invite more guests from this page at any time as well. 
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10. Note that because we set up this event through the group, the group’s name 
is showing up as the host (providing you with more viral visibility for your 
group.) 

 
 

11. The event now also appears on your group’s page, in the Events box on the 
left side of the group page. 

 
 

 
12. People that have been invited will be notified about the invitation from the 

Requests box on their Facebook home page, which appears on the top-right 
of the screen. 
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13. When an invited guest clicks the link from their Requests, they’ll see the 
event invitation you created.  If you’ve included a picture, they’ll see that too.  
This is one reason why including an attractive picture is always a good idea.  
Your invited guest can RSVP right from the Requests page.  If your guest 
decides to include an RSVP note, it will show up on the event’s page. 

 
 
 
 
 
 
Congratulations!  You’ve reached the end of How to Maximize Your Facebook 
Account for Business.  Use Facebook to truly maximize your business’s exposure, 
and to show customers the value you bring to them, both as a personal brand, and 
through the services you offer.    Remember, your goal is to establish meaningful 
relationships with prospects that bring them value.  The more value that you 
demonstrate to potential prospects using social networking, the more benefits it will 
bring to your business. 
 
I wish you much success! 

 
Jennifer Fong 
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