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Step by Step Guide to Creating Social Media Accounts 	
[bookmark: _GoBack]This document will cover how to create your own account and an overview of the privacy settings on the following social media sites:
· Facebook
· Twitter
· LinkedIn

Disclaimer: Check your own company’s social media policy. Your corporation may have its own social media guidelines, which supersede all social recommendations made by OMA.

Facebook:
1. Go to www.facebook.com 
2. On the home screen, you will see under “Sign Up” to enter your name, email address, create a password, and other information – fill all these fields out
3. The email address you enter is how other users can find you, where notifications will be sent
4. Click “Sign Up” and your account is created. Verify your account from the automated email (almost immediate) which Facebook sends to your email account
5. The top panel is your easiest navigation tool:
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	Your privacy and account settings
Clicking your name is the quickest way to get to your own profile
Use this search tool bar to find people you know and pages and groups focused on content that interests you 
Notification alerts appear here when someone interacts with you


Click here to return to your home page, which displays your “News Feed”



6. Your profile page is called your “Timeline” and displays the information you enter into your profile as well as displays messages others post to your timeline and the public activity you do on Facebook
· NOTE: Your public activity does NOT include information you post in closed or private groups, but it will post the name when you join a group or “Like” a page
7. Click the “Update Info” button near the upper right hand section of the screen- Add as much information to your profile as you are comfortable with into the available fields
8. To add a profile picture, hover over the small box on the upper left hand of the screen and click the “Edit Profile Picture” button that appears- you may use a photo that is already in your Facebook albums or upload your own
9. You may also add a Cover Photo which displays across the top of the page- to upload a cover photo, hover over the large box at the top of the screen below the navigation panel and click the “Change Cover” button that appears- you may use a photo that is already in your Facebook albums or upload your own
10. Use your Facebook account to create valuable conversations on your own and with OMA – join us for our Social Media presentation to find out how
Facebook Terminology:
· Friend: Friends are people you connect and share with on Facebook
· Groups: Groups are close circles of people that share and keep in touch on Facebook
· Like: Clicking Like is a way to give positive feedback and connect with things you care about
· News Feed: Your News Feed is an ongoing list of updates on your homepage that shows you what's new with the friends and pages you follow
· Page: Pages allow businesses, brands, and celebrities to connect with people on Facebook. Admins can post information and News Feed updates to people who like their pages
· Profile: On Facebook, your profile is your timeline
· Tagging: A tag links a person, Page, or place to something you post, like a status update or a photo. For example, you can tag a photo to say who’s in the photo or post a status update and say who you’re with
· Timeline: Your timeline is your collection of the photos, stories and experiences that tell your story
More terms: https://www.facebook.com/help/219443701509174/










Facebook Privacy: Privacy Settings found by clicking on the end icon

· Privacy Settings allow you to control the information displayed on your own 
profile or “timeline”
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Can restrict the public searching for your profile here
“Timeline and Tagging” - Restrict settings on what others can post on your profile and tag you in, under this tab
Posts on your own profile- most people change to “Friends”





· How do I change who can see the information on my timeline?
i. Click the Update Info button at the top of your timeline (under your cover photo)
ii. Find the section you want to edit and click the round icon at the top of each section, known as the audience selector button, to pick who can see each piece of information. 
iii. If you choose Custom, you can name specific friends to include or exclude from the people who see your info
Source: https://www.facebook.com/help/231939570163490
· How do I know what content is shared when I do something outside my profile?
i. Facebook Pages for businesses and brands are public spaces
ii. Anyone can see a public Page and therefore can see your post or comment 
iii. “Like”: When you click “Like” on a Facebook Page, in an advertisement, or on content off of Facebook, you are making a connection 
iv. A story about your “Like”, or when you post or comment to a public Page, will appear on your timeline and may also appear in your News Feed 
v. You may be displayed on the Page you connected to, in advertisements about that Page or in social plugins next to the content you like
· How do I “Unlike” a page?
i. Go to the Page by clicking on its name 
ii. Under the Page's cover photo on the right side, hover your mouse over the  Liked button
iii. Select Unlike from the menu that appears
iv. Once you Unlike a page, it will no longer post to your News Feed or Timeline
· What happens when I join a Group?
i. People may see when you join an open or closed group, or that you're a member of that group, such as in news feed or search
ii. When someone adds you to an open or closed group, others may see that you've been invited (ex: in news feed or search). Once you visit a group you're invited to, you'll become a member and other people may see you joined
· What is an Open Group?
i. Anyone can join an open group
ii. Anyone can see what is posted in the group
iii. This group is searchable to the public
iv. Stories about the group may appear in your News Feed, but not the content posted within it
Source: https://www.facebook.com/help/220336891328465
· What is a Closed Group?
i. Anyone can ask to join or be invited to join a closed group, but they must be approved by a Group Administrator
ii. If group privacy is set to Closed, only group members will be able to see things that get posted in the group
iii. Stories about the group, but not the content contained in the group, can appear in News Feed
iv. The OMA Members group is a closed group

· 

Twitter:
1. 	Go to www.twitter.com   
2. 	On the right side of the home screen, fill in the fields in the “Sign Up” box and click the “Sign Up for Twitter” button
3. 	This will direct you to a screen to verify your information and to create a username – you will be alerted on this page if the username you would like is available
4.	Once all the fields are verified, click the “Create my account” button
- 	Note: Others will be able to find you by name, username or email. Your email will not be shown publicly
5. 	The top panel is your navigation tool:
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This page shows how other users are interacting with you
Compose a new “tweet” here to display on your profile
Update your settings and profile here
Search for people, topics, events, or #hashtags
This page shows popular topics and top stories from the users you “follow”
Takes you to your Homepage, showing the tweets from the users you “follow”






6. 	To enter your profile information and add your picture, click the Settings tool button and this will take you to the page to enter the information you are comfortable displaying. It is recommended to add your photo, name, and a bio- your bio can list your current and past jobs, accomplishments, personal and business interests, etc.
· NOTE: All fields in Twitter cannot exceed 140 characters, including your bio and “tweets”
7. 	You may also add a Header photo, which displays across the top of the page. You may add a header photo in the same settings as above- some header photos display an interest, company logo, travel picture, or any other cool photo you think represents you
8. 	Use your Twitter account to start and add to valuable conversations and topics based on #hashtags and to interact with the OMA (@OpenMobileA) – join us for our Social Media presentation to find out how








Twitter Privacy:
· Your Twitter account can be open to the public or protected to only your “Followers”
i. If you are using Twitter for business and industry use, it is recommended to keep your tweets as public, not private
ii. You may limit (aka “protect”) who can see your “Tweets” by clicking the gear icon and under Settings, check the box for “Tweet Privacy”
iii. If your Tweets are “protected” that means: People will have to request to follow you; each follow request will need approval
iv. Your Tweets will only be visible to users you've approved
v. Other users will not be able to retweet your Tweets
vi. Protected Tweets will not appear in Twitter search or Google search
vii. @Replies you send to people who aren't following you will not be seen by those users (because you have not given them permission to see your Tweets)
Source: https://support.twitter.com/articles/14016-about-public-and-protected-tweets 


LinkedIn Privacy:
· You can modify your public versus private information for your profile, news feed, etc.
i. Hover over your name, click “Settings”, and you will see the information you may edit
ii. If you are using LinkedIn for personal and business use, it is recommend to keep your name, picture, and current and past employers public, at a minimum
iii. It is recommended to Select the option “Select what others see when you've viewed their profile” in your settings and change to “Anonymous” – when you view someone’s profile, he/she will not be able to know you have viewed the profile; however, you will not be able to see the names of individuals who have viewed your profile if you select this option (still recommended)
· You can change your group settings from the “Your Settings" page within that group:
i. In the Group, Click the “More” tab then “Your Settings” to restrict your interaction with other members of the Group
ii. You may also modify your email notifications, displaying the logo of the group on your profile, etc. on this page
iii. Group settings are individual for each group you belong to and will not apply to all your groups- it is recommended to change these Settings as soon as you join the group
iv. 

LinkedIn:
1. 	Go to www.linkedin.com 
2.	Along the top navigation panel, click “Join Today”
3. 	Enter your information in the fields provided- the email address you enter will allow people to search for you under that email address as well as this is the email address LinkedIn will send notifications to. Click the button “Join LinkedIn”
4.	The top panel is your navigation tool:
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Lists the Groups you join, create a group here, and group recommendations
Your Homepage feeds news stories, updates on your “connections”, etc.
…depending on what you enter here
This button allows you to search different areas of LinkedIn…

Follow different companies here and directs you to your current company page (based on jobs you have listed on your profile)


Lists the contacts you have “connected” with and groups them into different categories




5. 	Hover on the “Profile” tab on the above navigation panel and click “Edit Profile” to enter your information- it is recommended to, at a minimum, add a picture and list your name, location, industry, and current position. The more information, the better
6.	When editing your profile, to upload a profile picture, click on the camera icon in the small box on the left. This will direct you to the page where you may upload your photo
7. 	It is also recommended to customize your profile URL- here are step by step directions to do so: http://help.linkedin.com/app/answers/detail/a_id/87
8.	Use your LinkedIn account to make valuable connections and participate in group discussions based on your topics of expertise– join us for our Social Media presentation to find out how!
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