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Introduction
“The challenge is not to be perfect...it’s to be whole.”

JANE FONDA

It’s no longer just a “good idea” for your business to be on Facebook, 
it’s pretty much essential.

With over 2 billion active users on Facebook, chances are you’re 
already using the platform, at least in a personal capacity, and so 
are familiar with the basic functions. But creating and optimising 
a Facebook page for your business is a whole other kettle of fish!

In this ebook we’re going to start with the basics of setting up a 
business page, and move through to how to well and truly add 
sparkle ready for your fans! We’ll even explore some advanced 
features you might not even know exists...

So, what are you waiting for? Let’s get started!

DISCLAIMER: Facebook is an ever-changing platform. Although information provided in this 
ebook was accurate at the time of writing, we cannot predict when Facebook may change, 
and thus, some information may not be 100% accurate and our screenshots may look a 
little different to what you see on your screen. We’re fairly confident that regardless of the 
changes, the information provided herewith will still be awesome and useful.

A badly drawn  

kettle of fish...
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Your Profile & Your Page
If you’re not familiar with Facebook, you probably don’t know 
that you need to have a personal Facebook profile if you want to 
start a business page. 

A business page cannot exist without  
being attached to someone’s personal profile page. 

It’s like having a car, it needs to be registered to someone, and 
they need to be licensed to drive it.

Facebook won’t mix up your personal and business information. 
Fans of your business page won’t be able to see who owns the 
page, nor have access to the personal information you keep on your 
personal page - but make sure you review your privacy settings so 
your personal posts and information show to friends only.

Your personal profile can become ‘friends’ with other  
personal profiles to interact with each other... 

ProfileProfile
+

...but it doesn’t become friends with a business page.  
Personal profiles can ‘like’ and ‘follow’ business pages. 

PageProfile



PAGE

9
ADD SPARKLE TO YOUR FACEBOOK BUSINESS PAGE  |  © fempire.com.au

A Facebook personal profile is to represent an individual person. 

A page is to represent a business, or a not-for-profit or a hobby 
or  
a sporting league, or a cause, or event, or a band (you get the 
idea).

Let’s Begin...

To begin using Facebook, you will always need to first log in 
using your personal account details. 

Never share your Facebook login with anyone. 

You can assign staff members to your page to help manage if 
you need, but they will have their own personal Facebook login 
so they should never need your login details.

If staff members are not friends with your profile, 
they won’t be able to see your personal information.

To create a business page, log in to Facebook.

In this ebook, we’ll set up the business page for a fictional 
business called Subiaco Personal Fitness.
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Creating a Page
To create a page, click the arrow up the top right hand side and 
choose ‘Create Page’.

We need to choose the type of page that ours will be, and this 
will vary depending on your business and your intentions for the 
page. Subiaco Personal Fitness is a ‘Local business or place’.
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Now choose a page category relevant to your business. Subiaco 
Personal Fitness is all about fitness so I’m going to choose 
‘Sport and Fitness Instruction’.

Fill in some contact details…and click ‘Get started’.

Welcome to your new business page! It’s currently an empty 
shell, so we’re definitely going to need to fill it up and make it 
pretty before we let anyone see it. 
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A Quick Word on Images

When a visitor lands on your business page, the first thing they 
notice is your visuals. Nothing screams “unprofessional” more 
than having low-quality, uncreative imagery.

Some tips:

• Don’t use images you don’t have the right to use. Find high-
quality images from stock image sites. There are a variety of 
good free sites or great low-cost sites. Some examples are:

• pixabay.com [FREE]
• www.pexels.com [FREE]
• depositphotos.com [PAID]
• shutterstock.com [PAID]
• www.istockphoto.com [PAID]

• Always optimise your images for its intended use. Whether 
you need an image for your profile photo, cover photo, 
timeline post or for a Facebook ad, ensure that your image is 
cropped to the correct size, or at the very least, displays how 
you intend it to be displayed. So, no important information is 
cropped off such as text or people’s faces. Also keep in mind 
how your images will look on mobile, tablet, and desktop.

• Take advantage of free web apps to edit your images. If you 
need to resize an image to the correct dimensions, or need 
to add text to your images, you can do so by using some free 
web apps available to you such as:

• www.canva.com
• pixlr.com
• www.picresize.com

• Don’t stretch or distort your images. Only ever scale your 
images in proportion to its original size. Disproportionately 
stretched or distorted images look incredibly amateur. 
Instead, scale proportionately to your required dimensions, 
and crop the rest.
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Page Sections

First up, let’s take a look at the different sections of your page.
ADMIN NAVIGATION BAR

PROFILE 
IMAGE

PAGE TITLE

USERNAME

SECONDARY 
MENU

POST WINDOW

PAGE TIMELINE

CALL-TO-ACTION 
BUTTON

COVER IMAGE

PAGE INFO

PAGES THIS 
PAGE LIKES

SIDEBAR 
MENU
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Admin Navigation Bar

Up top we have the admin navigation bar. Visitors to your page 
will not be able to see this menu. The first tab is ‘Page’, that’s the 
‘home page’ of your business page. We’ll get into the other items 
later.

Your Profile Image

Typically, business pages will use their logo for their profile image.  
If your logo has an icon, separate it into it’s own square image 
and upload that. If you’re a personal brand, you’ll want to upload a 
picture of your beautiful face. Professionalism is key though, have 
some professional images taken by a photographer for use online. 
No selfies, or tiny low-res photos you scraped from your tagged 
album!

You can adjust how your profile image is cropped, so make 
sure that your image is not cropped weirdly. When you start 
posting and engaging with your fans, the profile image will be 
tiny and circular next to your comments, so it needs to be easily 
recognisable at a small size.
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Your Cover Image

Your cover image is the first thing people will see when they 
visit your business page. Don’t just use a random pretty image 
here. Use an image that is highly relevant to your business, 
and brand it up if appropriate. Perhaps a professional image of 
people using your products, or of your team. You can place text 
in your image if you like, perhaps a short list of services, or sales 
message or your tagline (you’ll need to use an image design 
web app such as Canva to accomplish this). Or you can keep it 
simple and write an inspirational saying or have a testimonial. 
You can just use an image without text if you like, but make sure 
it is high quality, super relevant to your business and represents 
your brand well. 
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Some tips:

• Upload an image with the correct dimensions. Facebook 
provides you with the optimum size for cover images, 
and this can change so make sure you search for current 
Facebook image sizes before creating your cover image. If 
you want to use one image that works well on both desktop 
and mobile, currently the following dimensions are best (use 
the larger mobile dimensions). Desktop will only show the 
dark grey area, and mobiles will show the entire image. See 
screenshots of how this one image is seen on both devices.
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• Your cover image should be primarily image, not text. If you 
plan to use text in your cover image, keep it short and simple. 
Cover images are more engaging if they are mostly image.

• Simple images work best, with a clear focal point. If your 
cover image is too busy or low quality, viewers will likely not 
pay attention to it, or worse, click away. You want your image 
to be engaging, and contain a lot of white space (i.e. not 
cluttered).

• Change your cover image based on special events. Once you 
have your cover image set up, it’s not for life! If it’s a special 
time of year, you can theme your cover image.

• Change your cover image to send people to a special offer. If 
you’re running an event or a special offer, you can reflect it in 
your cover image.

• If you use your cover image space as an advert, paste 
the call-to-action link in the image description. Utilise the 
description area of the image to give more detail on your offer 
and provide a link for fans to click.
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• If advertising an offer in your cover image, also pin a post 
for that same offer. We’ll get into how to pin posts later on. 
A pinned post coupled with an aligned cover image, gives a 
viewer a clear course of action when they visit the page.

• You can use a video in your cover image. Facebook now 
allows you to add a video to your cover image. If you have 
an engaging video to upload into your cover image section, 
this could be a great way to showcase what you do, or to just 
simply add some creativity to your page!

Click to play!
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Sidebar Menu

The sidebar menu are what visitors to your page will be able to 
see. This is what they’ll use to access different sections of your 
business page. You can edit what is seen here, and we’ll get into 
that later.

Page Title, Category and Username

Under your profile image you’ll see the title of your page and 
your username. When you first set up your account, your page’s 
URL will be a long string of numbers - which is hard to direct 
your fans to! Changing your username means people can 
search for it and find your page easily, they can use it to tag 
you in comments, and you’ll be able to write your page address 
on marketing collateral such as a business card or flyer, with a 
much easier to remember URL. To change your username, or to 
edit your page title and page category, click on the ‘About’ tab, 
and click ‘Edit’ next to what you want to edit.
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Secondary Menu

In this section, you and your visitors can like, follow and share 
your page. There are 4 levels of interaction that a personal profile 
can have with a page. From least valuable, to most valuable they 
are:

• Not liked, not following: If someone hasn’t liked or followed 
your page, it means that they are not engaged with your page 
at all. The only way they might be exposed to your business 
on Facebook would be if their friends like your page, or if you 
run paid advertising and they are in your targeted audience.

• Liked, but not following: If someone likes a page, but does 
not follow it, it means that they’re inside the audience but they 
don’t see page updates in their news feed. These users are 
not very useful to a business. Perhaps they’re acquaintances 
who felt obliged to like the page, but aren’t really interested in 
ever seeing posts so have stopped following it.

• Liked and following: When someone likes a page, they are 
automatically also following it. Posts will show up in their  
news feed for a little while at least, but if that person never 
engages with posts, Facebook will stop showing the posts to 
them. You’ll probably find most, if not all, of your Facebook 
fans fall into this category.

• Liked and ‘see first’ following: This is the most valuable type 
of follower. Not only have they liked your page, they have also 
opted themselves in to always show your content first in their 
news feed. These people are pretty much your biggest fans.
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The button with the 3 dots is an extra menu of options. Most 
of these are also available in other places, but one to draw your 
attention to is ‘View as Page Visitor’. If you click that, you’ll be able 
to see the page as a visitor would see it, which is handy if you want 
to view your page how your potential customers would see it.

Call-to-Action Button

The big blue button is a ‘call-to-action’ button and there’s a 
heap of options for what you can make this button do. Your 
type of business will drive what you choose here. If you leave it 
blank, Facebook will by default show a button that says ‘Send 
Message’. Make sure to customise it to your most important 
call-to-action.
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Post Window

The post window is how you start any post to appear on your 
page timeline. From this window you can also create an event, 
add a milestone and a note amongst other things. We’ll go into 
all that later on.

Page Timeline

The last section, is your timeline. Any time you make a post, it 
will appear here. This is a collection of all your posts, sorted by 
date, with the most recent post up top. There are a number of 
different types of posts you can do - and we’ll get into that in a 
later chapter.



For more support, we have a step-by-step video  
Facebook training course for you in the Fempire Academy.

Chapter 2
Basic Configuration
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Your Information
If you think no-one’s paying attention to your business information, 
think again. You’d probably be surprised how often potential 
customers or clients click to find out more about you on your 
Facebook ‘about’ page. It’s therefore incredibly important to 
make sure that you provide complete and current company 
information. Go through each of the provided sections and fill out 
as much as you can.

The story section is the extended version of your brief summary. 
Use this space to really connect with your fans. Don’t just tell them 
what you do, tell them why you do it. Tell them about who you help. 
Maybe even put a testimonial or two in here. You really want to 
drive people to connect with you or engage your company.
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General Settings
You’ll find most of the settings for your page by visiting the 
‘settings’ menu within the admin navigation bar. Once on the 
settings page, go through and read each of the settings to 
customise as you need. We’ll go through a few particularly 
important ones now.

Unpublishing Your Page

When you first create your page it’s automatically published. If 
at any stage you want to take your page ‘offline’ so that people 
cannot find your page before you’re finished adding sparkle, you 
can do so by choosing to ‘unpublish it’. Head up to settings, and 
on the general tab, under ‘page visibility’, choose to unpublish.

Changing Templates

On the ‘Edit Page’ tab, there’s a section called ‘Templates’. 
Facebook will assign you a template based on what kind of 
page you chose to set up. You can edit the template if you 
like, which will change the menu items it puts on your sidebar 
menu and what kind of call-to-action button you have. It doesn’t 
really matter which template you choose, because you can still 
customise each of the settings yourself, but it’s a nice time saver 
to choose a template relevant to you. 



PAGE

26
ADD SPARKLE TO YOUR FACEBOOK BUSINESS PAGE  |  © fempire.com.au

Changing the Sidebar Menu

Moving down the page, still on ‘Edit Page’, we have a section 
called ‘tabs’. Other than the home tab, we can edit the order of 
any of these other tabs. Simply drag and drop where you’d like 
them to appear. If you click on ‘add a tab’, a window will pop up 
to show you which tabs you are currently not using and are able 
to add to your menu. Add the ones that are relevant to you. If 
you want to remove a tab that is currently showing, click on the 
settings button and toggle the button off. Then click save.
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Editing Notifications

The ‘Notifications’ page is where you can adjust what you’re 
being notified for on your page. Any time someone engages 
with your page, you will be notified of it based on what these 
settings currently are. By default, all of the notifications settings 
are set to ‘on’, but you’re able to choose the ones you turn off. 
We recommend keeping most of them on. Social media is all 
about engagement. When someone engages with your page, 
you need to know about it so you can respond quickly. When you 
first start your page, it can be pretty exciting to see the likes roll 
in, but after awhile you probably don’t want to be notified every 
single time someone likes or follows your page. To turn off those 
particular notifications, simply click to turn them off. 
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Viewing Notifications

When you get a new notification, it will show a little red square 
up in your admin navigation bar with a number that indicates 
how many notifications you have. 

All notifications will be listed in the window. You can filter the 
notifications list by all, likes, comments, shares and other. Similar 
to email, we can individually select or bulk select notifications 
and mark them as read or unread.

The activity tab shows you if someone has reviewed your page, 
checked-in, mentioned your page or shared something. 

Requests are if a fan of your page requests some information. 
Say you don’t have a website listed, Facebook will display a link 
in its place that says something along the lines of ‘Ask this page 
to provide a website’. If a fan clicked to request that you add it 
to the page, the notification will come here, and you can choose 
whether you provide the information or not.
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Page Messaging
Your Inbox

When you have a new message, it will be indicated by a little 
red square with a number in it on the menu item ‘Inbox’ on the 
admin navigation bar.

All the messages you receive will be listed down the left hand 
side. 

FILTER INBOX

FILTER BY FACEBOOK/
INSTAGRAM MESSAGES

SEARCH
MESSAGESAVAILABILITY

MARK AS 
SPAM

MARK AS 
UNREAD

MARK AS 
STARRED

MARK AS 
DONE

ADD A 
NOTE

SEND A 
THUMBS UPCHOOSE 

A SAVED 
REPLY

SEND A 
STICKER

SEND AN 
ATTACHMENTREPLY TO 

MESSAGE

MARK MESSAGE 
AS DONE OR 
STAR IT
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Replying

Reply directly to messages by typing into the reply window and 
hitting the enter key on your keyboard once ready to send. You 
have the option to send an attachment, send a sticker, choose a 
saved reply or send a thumbs up.

Saved Replies

Saved replies are a great time saver if you find you’re being 
asked the same question often. Say you’re running an event 
and many people are messaging for more info. You can create 
a custom saved reply that is relevant to that event. Once you 
select the saved reply, it will pop the text into the reply window 
and you can either send as is, or edit slightly if needed. What’s 
great is you can personalise the reply so it doesn’t look like a 
generic stock-standard response.

Filtering

By clicking the filter inbox icon, you can filter your 
messages based on if they are unread, needing 
to be followed up (ones that have been starred), 
messages marked as done, or messages that have 
been marked as spam. 
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If you have your Instagram account linked to your Facebook 
page, you can also filter out messages received on either just 
Facebook, or just Instagram.

Adding Notes to Messages

You can add notes to particular messages too. For example, if 
you followed a fan up with a phone call, you might like to add a 
note to say so. This way, yourself or other staff members can 
easily track interactions and conversations.

‘Starring’ and Marking as ‘Done’

When messages come in, you have the option to mark them with 
a star or mark them as done. If you star it, you’re flagging it as 
needing further action which, as an example, could be needing 
to reply, needing to follow up or needing to send through extra 
information. If you mark a message as ‘done’, the message 
will disappear from your main inbox. You can still access your 
messages that are marked as done by filtering the inbox to see 
all messages marked as done. If a fan sends a message again, 
it will automatically add their conversation window back into the 
main inbox.
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Availability

At the top of the inbox is an icon for your availability. Say you’re 
away at a conference, you can toggle your availability to ‘away’ 
and people who message will know that you’re currently away 
and will likely not respond to messages immediately. It will 
automatically turn itself off after 12 hours. When this is turned 
on, if someone messages you they will receive an instant 
pre-written message that informs them that you’re away. To 
customise it, as well as set up other instant replies, click to view 
message settings or, go up to settings and to the messaging tab.

Messaging Settings

In messaging settings, you can edit general settings and also 
messages that send from the response assistant. The response 
assistant is a great addition to Facebook page messaging as 
it can reassure fans that their message is important and you’ll 
respond as soon as you can. You have the option to send first 
time page visitors a message greeting to help prompt them to 
contact you, you can set up instant replies to let people know 
that you’ll respond shortly, and you can also edit the instant reply 
for when you’re away.
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Disabling Messages

When you first set your page up, by default, the setting to 
allow messages from fans is turned on. If you want to disable 
that setting, click on settings, general, and scroll down to the 
messages option.



For more support, we have a step-by-step video  
Facebook training course for you in the Fempire Academy.

Chapter 3
Your Timeline
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Posting
Post Attribution

We can set who the page attributes your posts to, by default. If 
you haven’t changed this setting, when you’re on your page, you 
will be posting, liking and commenting as your page, not your 
personal profile. As a business, this is probably preferable.
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You can change the default to your personal profile by heading 
to settings, post attribution. You can also change who you’re 
posting and liking as by clicking the arrow next to your icon and 
switching to who you’d like to comment or like as.

Text Post

The first, and easiest type of post is a text post. Simply click into 
the post box that says ‘write something’, and do just that. As 
soon as you start typing, extra options become available. You 
can add a photo or video to the post, add a feeling, check in to a 
particular place or tag a product that you’ve set up on your page. 
Posts with either images or video perform better and promote 
more engagement than simple text posts.
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Image Posts

Clicking on the camera icon will open up a window to navigate 
to an image or video on your computer to include with your post. 
Alternatively, if you click the ‘Photo/Video’ option at the top of the 
post, you’ll see another menu where you can decide what kind of 
image or video post you create.

Single Image Post

Posting a single image is really easy, just select it and upload it.  
You can edit the photo by hovering over the image and choosing 
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the paintbrush icon. Choose a filter, add text, crop if you like,  
and even add a sticker. When you’re done, hit publish.

Multiple Image Posts

You can also upload multiple images to the same post too. 
Facebook will only show 4 in the preview though, so I would 
recommend to instead upload multiple images into an album if 
you wanted to group a large amount of images together.
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Creating an Album

To upload an album, choose ‘Create Photo Album’. 

Select all of the images you’d like to include in the album and 
click to upload. Fill out relevant information about the album. 

There’s a checkbox that says ‘high quality’ - this option is for 
if you want to store the photos on Facebook in high quality. If 
this button isn’t checked, Facebook will compress the images, 
making their file sizes smaller. The images will still look the 
same online, though they’ll probably load a lot faster. The reason 
you’d check this box, is if you wanted to maintain their size and 
perhaps come back and download them later for a different use. 
I would highly recommend you don’t use Facebook as a means 
to store your images though. Always keep a backup of the 
photos you want to keep in their original size, somewhere else.
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You also have the option to hide the album from news feed. 
This just means that it won’t show up in people’s news feeds. 
It will still be on the page’s timeline, and still be viewable if 
people clicked on my photos, but it just won’t appear in anyone’s 
personal news feed. 

Next, move on to each individual photo and tag people in them, 
write captions for each, or tag a particular place that the image 
was taken. Click to post.

Go to the ‘Photos’ tab in the sidebar menu. The first section is 
reserved to list your albums, underneath that are all images that 
have been uploaded to your page. For single and multiple image 
posts, the photos are uncategorised and sit in the ‘all photos’ 
section or the ‘Timeline Photos’ album. Creating albums is a 
great way to group images together from a specific event.

To edit the album, first click into it. You can change the order 
of the images by clicking and dragging them. Hovering over an 
image gives the option to edit that image or remove it. You can 
add additional images by clicking the ‘Add Photos’ button.
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Another handy option, is you can add existing page images to 
albums that you have already set up. So say you posted a few 
photos while you were at an event, and then created an album a 
few days later with all the event photos, you may want to include 
the few images that you posted during the event. To do so, click 
the 3 dot button, and click to ‘add photos from page’. You can 
then select the photos that you want to include in the album.

Carousel Posts

A carousel post, is a way to show multiple images in a carousel 
slider, each with its own title, call-to-action and link. To start, click 
to ‘Create a Photo Carousel’.

You’ll first need to set a destination URL. If you’re posting 
about the multiple services you offer, for example, you’d set the 
destination URL as the services page on your website.
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Next, upload your images. Keep in mind that the carousel uses 
square images, so you’ll want to ensure that you upload square 
images or risk some unfortunate cropping. Once your images 
have loaded, you’ll be able to edit the destination link for each. 
What this means is that you can link each image to a separate 
page or section on your website. You can also edit the title so it 
doesn’t just show the link.

What’s great about these is you can get creative with them. 
There’s brands out there that use these really effectively. 
Unleash your inner creative!

Slideshow Video Post

You need to upload between 3 to 10 photos to produce a video 
slideshow. 
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You can either choose from existing photos on your page or 
upload more. There’s a few settings that you can customise, 
namely the aspect ratio, the image duration, and the transition. 
You can also choose a free music track for the slideshow video, 
or upload your own (just make sure you have the rights to use it). 
Slideshow videos are a great way to showcase highlights from 
an event you ran, or an easy way to showcase your products or 
services in an engaging way.

Canvas

Canvas is designed for mobile, and is for Facebook businesses 
to tell their stories and showcase their products. You build a 
canvas by using a combination of videos, images, buttons and 
text. It’s a little bit like a landing page. Canvas is mostly used in 
conjunction with Facebook ads to immerse people in your story 
in an engaging way and to drive people to take further action.
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Video Post

Videos are a great way to engage with your fans and you’re likely 
to get more engagement from a video post of an image or text 
post. Start by clicking upload photos/videos. 

Choose your video and click open. A dialogue box will open and 
it will take a little while to upload your video. Longer videos, 
specifically ones with a large file size, might take hours to 
upload. Always try to make sure your video is compressed as 
much as you can before uploading. 

Click to play!
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In the box up top we can say something about the video. 
Give your video a title, and type in some tags. Tags help the 
video become more discoverable by people on Facebook. On 
the captions tab you have the option to upload a captions 
file. Adding captions to your video makes your video more 
accessible. Particularly for those who have problems hearing, or 
those that struggle to understand spoken English. 

On the advanced tab we can choose where we want our video to 
show up. The default is everywhere, and I probably recommend 
you keep it on that. The other options are ‘exclude from news 
feed’, which means it will not appear in people’s news feed or my 
timeline. It will however still be available in the videos tab. The 
last option is ‘custom’. I can click to exclude from news feeds, 
prohibit embedding - which means that people won’t be able to 
embed my video on a page on their website, or click to add it 
as a secret video. Only people with the link to my video can see 
it. Clicking this one also brings up a further checkbox, to block 
social actions. This means that people cannot like, comment on 
or share my video.
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If the video was recorded in 360 degree format you can check 
the box, and there’s an option to include a universal video 
identifier in this field in case I wanted to add one. You can also 
choose to describe your video using custom labels which, unlike 
tags, are not published, and only appear in Insights data. 

Playlist

Similar to photos, all of your videos are stored in a tab called 
‘videos’. You have the option to create playlists. So if you had 
a collection of videos that are related to each other, such as 
a series of training videos that are meant to be played in a 
particular order, you could create a playlist to make it easier for 
your fans to watch. To do so, click on ‘Create Playlist’. Give it a 
title, and a description, select the videos you’d like to be in this 
playlist and click and drag the videos to appear in the order that 
you’d like. When you’re done, click create playlist. 
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Featured Video

You also have the option to feature one of your videos up the top 
of the videos page. Featuring a high quality promo video for your 
business is a great idea to show fans what you do and why you 
do it!

Link Posts

If you include a link inside a text post, Facebook will 
automatically scrape the URL to find an image to show (if there 
is one), a title for the page and a description. Sometimes the 
image that Facebook uses is not ideal, or it grabs more than one 
to create a carousel post. With link posts, you’re able to upload 
your own image to use, and I highly recommend you do if the 
link either doesn’t contain an image, Facebook grabs multiple 
images, or the image used is not of a good quality.

unoptimised link post
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optimised link post

The size of the photo will determine if it posts with the image 
above or next to the title and description. Never post a link 
without an image. It’s very unappealing, people will be way more 
inclined to click on a link of yours or engage with your post if it 
has an image.

Event Post

The last type of post is an event post. I can simply paste in the 
link to the event, or, I can visit the event page, click share on 
news feed and share on a page I manage. Now it will appear on 
my timeline.
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Fans can also choose to share my posts on their own timeline, 
on another page that they manage, in a group, on an event page, 
on a friends timeline, or in a private message.

Commenting

Fans can mention the page in a comment by typing the @ 
symbol and the username. Like their message, reply directly 
to them or message them privately. Make sure that you’re 
commenting and liking as your page by checking that the correct 
icon is shown. Replying will create an indent and post the reply 
underneath that particular comment, which makes it easier to 
keep track of conversations. Make sure to tag them in the reply!
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Writing a Note
You don’t see many Facebook pages using the notes feature, 
but that’s not to say they don’t have a place for businesses 
on Facebook. The notes app is similar to a word processing 
program you might use on your computer, such as Microsoft 
Word. You might wonder why you would use a note instead of a 
post to your timeline. Well, posts that you post to your timeline 
have no HTML capability and no text formatting options. What 
that means is, in a normal post, you can’t bold or italicize text, 
nor have headings or images embedded within the text or 
multiple links. That is where notes come in.

So what would you use notes for? Well, you could write a note 
that summarises a latest blog article you’ve written on your 
website, and drive people to your website via a ‘read more’ link. 
Or perhaps the note complements the article so you’re driving 
people from your website to your Facebook page and from your 
Facebook page to your website.

You could use notes to write ‘behind the scenes’ updates 
specifically for your Facebook fans, like a ‘what’s going on in our 
office’ or a story about you writing that book or what happened 
back stage at your event.

Maybe you can write a note introducing new products or 
services, and link them through to landing pages on your 
website. You really can use notes in a great numbers of ways. So 
get creative!

One thing to be wary of though, is that you never know when 
Facebook might change the rules. If you intend to use Facebook 
notes instead of a blog on your website, I wouldn’t recommend 
it. If Facebook removes the notes app, not only will your content 
be lost, so too will the engagement.
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If you write your notes directly into the notes app, and don’t want 
to lose what you’ve written, make sure you also save a copy 
elsewhere.

Creating a note is fairly intuitive, the first step is to click on ‘Write  
a note’.

A window pops up and you have three sections. You can add a 
header image, a title, and your text.
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For the image, choose something that might inspire people to 
click. As mentioned previously, always use high quality images, 
not small blurry ones you’ve pulled off the internet.

With the title; be relevant and succinct.

Write or paste in your text and start formatting. You’ll see two 
little icons one the left, hovering over the first will give you the 
option to add in a photo, or embed. 

Add images in wherever you like throughout the text. You can place 
it smaller to the left or right, or in the centre. You can also use the 
small toggle bars on either side of the image to resize by clicking 
and dragging. Make sure to also add captions to your images.

CLICK AND DRAG 
TOGGLES OUT TO 
CHANGE WIDTH

CHANGE 
ALIGNMENT

EDIT 
CAPTION

DELETE IMAGE
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Clicking the embed option, gives you the option to paste in 
a supported URL to embed the media. Currently Facebook 
supports only a few websites - Facebook, Giphy, Instagram, 
SoundCloud, Twitter, Vimeo, Vine and Youtube.

Add in headings, bullet or number lists, and highlighted quotes 
by clicking on the text formatting icon.

By highlighting text, another formatting toolbar appears so you 
can bold, italicize, add code, or hyperlink text.

When you’re done, click publish. You’ll notice that once we 
publish our first note, a new menu tab ‘Notes’ appears on the 
sidebar menu.
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If you want to edit your note, or delete it, simply navigate to your 
notes page, click on the note you want to edit, click the ‘edit note’ 
button. If you want to delete the note, scroll to the bottom, and 
click delete. You might just need to refresh the page to confirm 
that your note has been deleted.

Adding a Milestone
You have the ability on Facebook to add milestones. A milestone 
is a major event or important date that you want highlighted 
to your fans. That might be when you opened your doors, the 
launch date of a new product, sold x amount of copies, are x 
number of years in business, reached x amount of fans etc. 
Something that is important to you and your business.



PAGE

55
ADD SPARKLE TO YOUR FACEBOOK BUSINESS PAGE  |  © fempire.com.au

To add a milestone, click the 3 dot icon next to the share button 
in your secondary menu. The last option in the drop-down menu 
is ‘Create Milestone’ - click that. Give your milestone a title, you 
can add a location, date, story and image. There’s a checkbox to 
hide from news feeds, which you might like to do when you’re 
first setting up your page. When you’re done, click save.

Your milestone will appear in your timeline on the date you set it 
to. It will look similar to other posts, but it will have the flag icon 
and title centre-aligned on your post to stand out from others.
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Pinning, Editing & Deleting a Post

Pinning a Post

You have the ability to pin a post if it’s of particular importance. 
Maybe a link to your menu or timetable, or a post that complements 
a call-to-action you’re advertising in your cover image. Visitors will 
see that pinned post first when they visit your page.

To pin a post, click the dots top right of the post and click ‘pin to 
top of page’. That’s it! You can only have one pinned post at any 
one time. Pinning a different post will automatically unpin the 
previous one. If you don’t want a pinned post anymore, click the 
dots again on the pinned post and click ‘unpin from top of page’.

Hiding a Post

To hide a post from your timeline, choose hide from timeline. This 
is useful perhaps when you’re trying to populate your page and 
you don’t want certain posts appearing in your fans news feed.
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Editing a Post

To edit a post, click ‘edit post’. You will only be able to edit the 
text here. You also have the option to change the date, which will 
change where on your timeline the post appears.

  

Embedding a Post

You can embed your post elsewhere, for example your website, by 
clicking to embed the post here. It will give you the code you need to 
paste into your website. Embedding your relevant posts within your 
blog posts on your website for example, is a great way to cross-
promote, sending traffic from your blog to your Facebook page and 
vice-versa. It could also increase engagement on your post.

Turn Off Notifications For a Post

Another handy feature, is turning off notifications. Say you’ve 
posted something and you’re getting a lot of comments and you’re 
just not ready to respond yet, but you keep getting interrupted by 
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the notifications, you can turn off notifications for that particular 
post, with the intention of coming back later to respond. Click the 
‘see more options’, and click to ‘turn off notifications for this post’.

  

Deleting a Post

Lastly, if you want to delete your post, click on the dots and 
choose to delete it from your page. 

Scheduling, Backdating & Expiring
Another handy feature with Facebook pages is the ability to 
schedule, backdate or expire particular posts.

Scheduling Posts

Scheduling posts is a handy tool for when you want to ensure pre-
planned posts are posted on the date and at the time you choose. 
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To schedule, create your post like you would normally, but instead 
of clicking ‘publish’, click the arrow and instead choose ‘schedule’. 

Once you’ve scheduled the post, it looks like it has disappeared 
from your page. But a little box appears to let you know that you 
have a scheduled post waiting. 

If you need to edit the post, click on the ‘See post’ link. A list of 
scheduled posts will be shown, and by clicking on the title of 
your post, you will have the option to edit it. We also have a few 
more options available to us in the main window by clicking the 
checkbox next to the post, and clicking on the actions button.

Backdating Posts

When you first set up your page, you may want to populate it 
with a few posts and make it seem like they were posted on 
particular dates. You can achieve this by creating your post 
first, clicking the arrow next to ‘publish’ and choosing ‘backdate’. 
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You can then choose the date you’d like the post to say it was 
published. The option to hide the post from news feed is also 
there, which you may like to do seeing as this is a backdated 
post. If you’ve already got fans, it would be a little weird if they 
saw a post from a previous date in their news feed.

Stop News Feed Distribution

Another option we have with posting, is to stop news feed 
distribution. That means, that you can choose a date and time 
that a particular post will stop showing in news feeds. It will still 
show on your timeline, but it will no longer show up in fans’ news 
feeds. Why would you want to have a post that stops showing in 
news feeds? Say you’re posting about a 24 hour flash sale or an 
event you’re running, if you don’t stop it from appearing in news 
feeds, then it may show up well after the sale or event has ended 
which may confuse and aggravate people that click to purchase 
or attend. After the promotion or event has expired, you may 
want to also think about hiding the post from your timeline too. 
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Expiring Posts

When you upload a video to publish, you have the added option 
to expire it. Expiring a video post means that fans will no 
longer be able to find or watch your published video after the 
designated time. Admins will still be able to see it and republish 
if needed, so long as you don’t choose to delete the post after it 
expires.

Why would you need an expiring video? You may be running a 
competition or advertising an event using video, and you would 
prefer your fans not to be able to see videos about things that 
have passed. Or maybe you’re posting a weekly training video 
or are posting a webinar reply and you want to encourage 
engagement by setting a time limit that the video is available for. 
By adding that layer of scarcity, fans are more inclined to watch 
the videos as soon as they can, due to fear that they’ll miss out. 

To expire a video post, simply click ‘schedule’ instead of publish. 
There’s an extra checkbox there now that says ‘expiry’. 
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Publishing Tools

If you ever want to find a particular post, head up to the 
‘publishing tools’ menu. Here you’ll find listed every post, ones 
that have been published and ones that are scheduled, drafts, 
expiring and expired. 

If you have expired videos, you have the option to republish the 
post by checking the box and clicking ‘actions’, then ‘republish’. 
If you click on the actual post, it will open up a pop-up with the 
insights for the video, list any posts that use that video, and it 
also gives you the option to create a new post with the video.



For more support, we have a step-by-step video  
Facebook training course for you in the Fempire Academy.

Chapter 4
E-Commerce
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Adding a Service
Add Services to the Sidebar Menu

If you’re a service-based business, it makes sense to advertise the 
services that you provide on your Facebook page. To add a service, 
head up to ‘settings’, ‘edit page’ and then scroll down to the bottom 
of the window and click to ‘add a tab’. Choose the services tab. Now 
‘services’ will be available down in the sidebar menu.

  

Add Services

Click on the ‘services’ tab and choose to add a service.
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A window will pop up where you can name your service, give it a 
price and description, and add a relevant image.

Click save and your service is now visible to the public.

When you add extra services, they will appear on top of the 
previous ones but you can drag and drop them into the order 
that you prefer they show in. The downside to services, is you 
can’t link them through to anything such as a place to book on 
your website.
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I would recommend expanding out your services rather 
than condensing them. So, if you’re a cleaning service for 
example, don’t just have your service be ‘cleaning’. Expand it 
out to ‘kitchen cleaning’, ‘vacate cleaning’, ‘bathroom cleaning’, 
‘commercial cleaning’ etc. Make sure you use the limited space 
for text wisely.

Appointments

A new feature to Facebook services is appointments. If you 
change your call-to-action button to a ‘book now’ button linked 
to ‘Appointments on Facebook’, fans have the option to request 
an appointment. When they click the call-to-action button, they 
select the service they want to book, and add notes on the times 
they’re available. Facebook will then send your page a message 
with the appointment request and it will also show up on you 
appointments tab in the admin menu where you can contact 
them and schedule them in.

  

Adding a Shop
If your business sells products online, whether physical or virtual, 
it’s a great idea to add a shop tab to your Facebook page. Fans 
can’t purchase the items directly in Facebook, but each product 
can be linked through to wherever the product can be purchased 
online. To add a shop, first add it to your sidebar menu. Now 
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navigate to your shop page, and there will be a button there to 
add a product. Facebook might ask you a couple of questions 
about you selling online, but it’s an easy process to click through 
and answer them. Let’s add a product now.

You can add multiple images and videos if you like to help 
showcase the product. Give your item a name and price. If 
the product is on sale you can indicate that by toggling on 
the button and writing a sale price. Make sure to also add a 
description of the product. The checkout URL is a direct link 
to the product wherever it is being sold. Don’t just put your 
home page link here, send people to the product’s page. There’s 
another toggle for if you want the product to be shared on your 
page once it’s published, and that’s up to you. 

When you’re done, click save. Your product won’t be immediately 
available, it needs time to process.
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If a fan clicks on the product, they’ll see all the info about it and 
they can click on the button to purchase. When they click the 
button, it will take them directly to the product page for that item 
on the website where the checkout process happens.

If you have a variety of products on different websites, such as a 
kindle ebook on Amazon, create a new product for each and link 
them through to the relevant sites where it can be purchased.

Editing a Product

Once you publish a product, you can edit it by clicking onto the 
product and clicking the edit button. You can see it gives the 
option to edit any part of the product listing that was entered. 
We also have the option to delete the product. To delete 
products in bulk, go to the publishing tools, and navigate to the 
products tab under shop. Simply select the ones you want to 
delete, go to the actions button and click to delete them.
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Add a Collection

Once you have multiple products created, you can add a 
collection to your shop page. A collection is a way to organise 
your products to make it easier for customers to browse your 
items. To add a collection, from your shop page simply click ‘add 
collection’. You’ll be taken to the publishing tools page.

There’s already a collection title in there called ‘Featured 
products’. If you add products inside this collection, it will feature 
them larger on the shop page.



PAGE

70
ADD SPARKLE TO YOUR FACEBOOK BUSINESS PAGE  |  © fempire.com.au

Add more collections through the publishing tools page. You’ll 
have the added option to click to feature the new collection. 
This will replace the current featured collection, as you can only 
feature one.

If at any time you want to hide a collection, you can do so by 
changing it’s visibility to unpublished.

Adding an Offer
If your business is running a promotion, you could consider 
adding an ‘offer’ on Facebook. Offers make it easy for fans to see 
and take advantage of your promotions. To add an offer, first add 
‘offers’ to your sidebar menu. Navigate to your offers page and 
click ‘create offer’.
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Give the promotion an engaging title, a description, the expiry date 
and time, and add an engaging and relevant image. You have the 
option to choose whether this is a in store or online promotion. 
Provide a website where people can go to redeem the offer and 
add a promo code if it’s needed. If you’ve already discounted your 
products by 25% on your website, you won’t need a promo code. 
But if this is a gift to your Facebook fans, and any other website 
visitor will be paying full price, then you’ll need to set up a coupon 
first in whatever e-commerce platform you’re using.
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Once you’ve published your offer, it will appear in your timeline as 
well as on the offers page. When someone sees this offer in their 
news feed or on the timeline, they have the option to save it. What 
that will do is bookmark this offer for them to come back to later.

Once the offer has expired, it will disappear from the offers 
page. Admins will still be able to see it and will have the option 
to republish. The offer, although expired, will still show on your 
timeline if a visitor scrolls down. If you don’t want this to show 
anymore, simply find the post and click to hide it from your 
timeline or delete it.
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Editing Offers

You can’t completely edit offers once they are published. You 
can edit the text, but not the image, the coupon code or the 
linked website. To edit the text of the offer, simply find the post 
on your timeline and click the arrow next to it and click to ‘edit 
post’ or you can go up to ‘publishing tools’ and you’ll find it in 
published posts. Click the title, and then the arrow and click ‘edit 
post’. If you wanted to delete the post altogether you can do so 
by clicking delete.



For more support, we have a step-by-step video  
Facebook training course for you in the Fempire Academy.

Chapter 5
Posting Rules  

& Suggestions
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Posting Rules
Like all marketing strategies, there are certain rules that you 
should follow with Facebook. There are obvious ones, like ‘be 
respectful’ and ‘proofread your posts,’ but we want to cover a 
few of the rules that many businesses on Facebook today either 
forgot or never knew about in the first place.

The first one is:

TARGET NEWS FEEDS

Fan news feeds are the key to getting ahead in Facebook 
marketing, but it’s not a simple ratio of “this fan has 200 friends, 
so 200 people see whatever they post.” 

First of all, the news feed is updated constantly, and people only 
scroll for a finite amount of time. Depending on the number of 
friends someone has, a single post might be visible for an hour, 
or it might only be there for a few minutes before it gets pushed 
down to make way for new posts. 

Secondly, not all of those friends are online all the time, so they 
probably won’t see something that happened eight hours ago 
the next time they log in. 

Third of all, and this is the main point, Facebook uses an 
algorithm for its news feed called Edgerank. Edgerank will 
determine what articles or updates will be seen on a person’s 
news feed. The algorithm is comprised of three factors: 

• Types of post - Posts with richer content are more likely to 
show up in a person’s news feed. This means images and 
video work the best. 
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• Affinity - This is a fan-by-fan measurement of the 
interactions a fan has with your brand. If they comment, like, 
or share your posts regularly, then they’ll likely get your posts 
in their news feed. If they haven’t interacted with you a single 
time or haven’t interacted for awhile, your posts probably 
won’t show up very often or at all.

• Time decay - Otherwise known as how often you post. If 
you post every day, you have a better chance. If you haven’t 
posted for two weeks, your next post might not make the cut 
until you pick up the momentum.

The next posting rule you should follow on Facebook is to use:

THE 80/20 RULE

This is a hard one to hit, and so many companies out there oversell 
their services to their fans, and end up losing fans as a result. 

The 80/20 rule is this: 80% value, 20% promotion. Your fans 
will appreciate the opportunity to get a jump on discounts or 
new products, but if you’re posting two or three times per day 
about those discounts or new products, people will start to lose 
interest and just won’t pay attention to your posts anymore. Over-
promoting yourself is not only a mistake; it’s a waste of time. 

Dedicate that 80% to other types of information that relate to 
your company. You could ask your fans for feedback, ask them 
if they have any ideas for improvement, post a photo of one 
of your employees, or anything else. For the other 20%, the 
selling portion, be up front about what you’re doing. Don’t try to 
sandwich a promotion in the middle of a post that’s supposed 
to offer ‘free’ value, because your fans will notice, and be wary of 
your other posts. 
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The next rule is to:

KEEP UP YOUR FREQUENCY

We touched on this just a minute ago - you should be posting 
on Facebook at least every day. Even better, aim for two or three 
posts each day. This offers more opportunities for interaction and 
hits your fans at different times of the day, which is important 
because everybody has a different schedule. In keeping with the 
80/20 rule then, if you post twice a day, you should only try to sell 
two times every five days. It doesn’t sound like much, but that 
formula has been proven to work time and time again.

Crossposting
Crossposting is a way to share videos across multiple pages. 
So, say you had a product video that you were going to upload 
on your page for your followers, you would go through the usual 
steps to upload a video to your page. But if you wanted a different 
business page to also post your video on their timeline - either 
pages that you own or ones that belong to others, previously 
they would have had to either share your post, or upload the 
video themselves which can be quite time consuming. With 
crossposting, you can now connect business pages that you own, 
or that others own so that a single video can be made available to 
multiple pages to easily create their own post.

The first step to allowing crossposting, is to head to your settings 
page. Click on ‘crossposting’. As it mentions, crossposting can only 
happen between pages that have added each other. Once you’ve 
added a page, you’ll need to get the admin on that page to add 
you back. So, copy the link it gives you and send it to an admin 
of that page to confirm.
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After you’ve been confirmed, you will be linked to the page for 
crossposting. Go through the steps to add a new video post. You’ll 
see there’s a tab called ‘crossposting’ which will list all the pages 
you have the ability to crosspost to. Toggle the button to allow 
the video to be crossposted by the other page. By selecting that 
button, this video is going to be available not only on my page, but 
also on the other page. They can use my video in their own posts 
without having to wait for the video to upload. My page would still 
own the video, and if I were to delete that video in future, it will no 
longer be available on the other page. Both pages will have access 
to insights for the video so they can track its performance.
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Sharing Blog Posts
There are two key aspects of effective social media: consistency 
and sharing. In addition to creating original content for your 
Facebook posts, make sure to share your blog posts on the page 
as well. This helps add new, interactive content, and it also drives 
more traffic to your website’s blog.

Always encourage engagement from your fans when you share 
your blog posts. Ask them to tell you what they thought of your 
article in the comments or to tag a friend who might benefit from it.

Remember to optimise the post. Ensure Facebook has grabbed 
the correct image and the title and excerpt are displaying how they 
should. If not, you might need to optimise the post on your website.

Don’t just share your own blog posts though, if you come across 
articles you like and think your fans might benefit from, share it! 
Tell them what you thought about it and ask for their thoughts 
too. Most blogs these days will have installed social sharing on 
their site to make it easy for their content to be shared, so when 
you find an article you’d like to share, simply hit the share button 
and post it.



For more support, we have a step-by-step video  
Facebook training course for you in the Fempire Academy.

Chapter 6
Managing Your Page
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Liking Pages
Another handy thing you can do as a Facebook page is like 
other Facebook pages. Why would you do this? Well, in addition 
to reaching potential customers, another benefit of having a 
business Facebook page is to build relationships. By liking other 
business pages, and interacting with them as your business, 
you can potentially reach a much wider audience, increase 
engagement and establish some brand trust and awareness 
along the way.

To like a business page as your page and to start interacting 
with them, click the 3 dots icon on their page and click ‘Like as 
your page’. 

You’re now connected. If you come across a post of theirs that 
you think might be a good one to interact with them on, make 
sure that you’re commenting and liking as your page rather than 
your personal profile, by selecting your page in the dropdown of 
that post.
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Tag them in your comment by typing  ‘@’ and then their 
username. A dropdown will appear when you start typing the 
tag, make sure you choose the correct page and click on it to 
complete the tag. 

Don’t overdo it on comments and likes if you don’t personally 
know them. Every now and then is good to slowly build up a 
rapport. Hopefully they will reciprocate and start engaging on 
your posts too. 

Manage Your Page Likes

You can manage your page likes by going into settings, and going 
to the tab ‘people and other pages’. There will be a list of the 
people and pages that have liked your page. You can filter the list, 
remove from page likes or even ban people from your page.

Featured Page Likes

You can choose which pages that you’ve liked to be featured on 
your home page. Head to settings and go to the ‘featured’ tab. 
Only a few will be shown at any one time, but you can have a list 
of ones you’d like to rotate through by selecting them.
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Adding a Group
The Difference Between a Page and a Group

You’re probably already a member of several groups on Facebook, 
but I’d just like to highlight the difference between a page and a 
group.

PAGES

A page is more like a personal profile for your business. When 
fans connect to your page, they are following your brand. Pages 
also gives you insights and the tools needed to advertise and 
you can use Facebook pages to build up your email list.

Another difference between pages and groups is that you can 
also easily distinguish your content from your visitors’ content.

GROUPS

Groups are more for like-minded people gathering to 
communicate with each other about a particular shared interest. 
Your business page can be the admin of the group and can 
post on behalf of the business. Your posts will likely have more 
engagement, because members will see updates in their news 
feed from groups far more often than they will from pages. Other 
members’ posts will show in the timeline in the group, so your 
posts will not be as easily distinguishable as they are on pages. 
The thing with groups though, is as an admin they take a lot of 
time to manage. It can be harder to keep track of comments and 
posts, and members will expect you to be present to contribute 
to conversations and police the group if things start to get 
out of hand. It’s a good idea to set up some ground rules for 
the members posting in the group, and using a pinned post to 
display the group rules.
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So why would you set up a group connected to your business 
page?

For Subiaco Personal Fitness, while it’s a business that requires 
membership and sells products, it also advocates healthy living. 
So I might set up a group centred around healthy living. Other 
people who are also trying to live more healthier lives might join 
the group if they find it on Facebook or see that they have friends 
in there, and my members will start to post their tips and stories. 
When my community starts to thrive, members will look to me as 
the expert. I can periodically ask members to like my page, and I 
can advertise my free fitness classes to my group which will likely 
gain more traction than simply posting it to my page.

A Facebook group is a powerful way to build your tribe and 
complements your business page perfectly. With the emphasis 
more on communication and interaction, you can expect to have 
a stronger connection to your fans and followers which will help 
to gain engagement on your page and posts too.

Creating a Group

Your page will need to be published before you can create an 
attached group - and it’s probably a good idea to have a large 
following before creating the group.

Add the tab ‘groups’ to your sidebar menu by visiting settings, 
and the ‘edit page’ tab.

Go to the groups tab and you will have the option to either create 
a group, or to link an existing group. If you already have a group 
that you want linked to your page, click ‘Link Your Group’. You 
can link multiple groups to your page.
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If you’re starting from scratch, click ‘create group’. Try to think 
a bit strategically about the name of your group. You want your 
target market to want to join, regardless of if they’re already a fan 
of your page or not. Facebook will generate a default group name 
by using your page name and adding the word ‘group’ to it. Invite 
members and choose the privacy settings for your new group.

GROUP 
NAME

INVITE PEOPLE 
TO JOIN

SELECT THE 
PRIVACY

Choose an icon for your group. The icon makes it easier for 
people to find your group in their list of groups.

Take some time to navigate through the group to see where you 
can edit it, add members, and add group info. Work through the 
different options and customise it to your liking. Fill out as much 
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info as you can about your group to help give potential members 
a reason to join. Upload a relevant cover photo .

SECONDARY MENU

ABOUT GROUP

MAIN TIMELINE

FIND MEMBERS

SEE GROUP EVENTS

MANAGE

EDIT GROUP 
SETTINGS

QUICKLY ADD 
MEMBERS

PINNING THE 
GROUP TO 
SHORTCUTS WILL 
ADD IT HERE

WRITE A POST

You post similar to if it were your personal profile, just with some 
added extra options. You can upload photos or videos, tag people, 
check in to particular locations, create a poll for people to vote 
on something, add in a feeling to the post, create a live video, add 
a file, sell something, ask for recommendations, create a photo 
album, or create a document. You can also schedule posts by 
clicking the little clock icon next to the post button.

  

Remember that having a group is not an avenue to sell at every 
given chance. This is your opportunity to create a community 
and set yourself up as an expert.
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Adding an Event
Facebook events are a great free way to advertise your events. 
Promote your events to your Facebook friends, your business 
page’s fans and also your group members.

To create an event, click ‘create an event’ on your page.

In the window that pops up, you’ll be able to upload an image 
and fill out a lot of information about your event such as the 
date, time, details, if the event is kid-friendly and where people 
can get tickets. Your date can be a one off or a recurring event. 
If recurring, it will create separate events for each, all grouped 
under the one event page. Use an image that represents your 
event well. Make sure it’s good quality, and not too busy. The 
event image will show as a square when listed with other events, 
so it will crop the left and right hand side of the image off - which 
is not too much of a big deal because there will be a black wash 
over the top and the date of the event overlaid, so you won’t 
actually see much of the image, but again, it’s always a good 
idea to optimise your images.
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You’ll notice that when you click publish, your page will now have 
the events tab in the sidebar menu. 

Edit Your Event

To edit your event, navigate to it on your events page, and click 
the ‘more’ button. Click to edit the event.

Delete Your Event

To delete the event, within the edit pop-up screen, scroll to the 
bottom and click to ‘cancel event’.

Post Event to Your Group

Once you’ve published the event through your page, share it in 
your linked group too. Paste the event’s URL into a post within 
your group and tell group members why they should come along.
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Once it’s posted in the group, it will be available in the events tab 
within the group, so group members also have access to the event 
and can register. Alternatively, you can create the event through the 
group which includes the option to invite all group members.

Page Performance & Insights
Insights are a way for admins of Facebook pages to keep track 
of how well their page and posts are performing. When your 
page is new, there won’t be much you can gain from looking at 
the insights, as the graphs won’t be populated, but once you 
start to establish yourself, you can use the insights to tweak the 
way you deliver your content and even start to plan your posts 
strategically. You’ll be able to see information such as which 
kinds of posts get the most engagement, the best days to post 
and even the best time of day to post for your audience.
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To access the insights, click the ‘Insights’ button up in your main 
admin menu. We won’t go through each of these in detail, but 
will highlight a few that you should be keeping an eye on. 

Overview: We can see a graphical representation of the success 
of our page in a few key areas.

If you see a blue line and a green line, the blue line indicates 
the data received organically, which is free, and the green 
line indicates the amount that was received through paid 
advertising. When you boost posts or run paid advertisements, 
Facebook will separate the figures into organic or paid, which 
is handy to see. If you see a drop in figures that are consistent 
across these sections, you should look into what may have 
caused that drop. Maybe you forgot to post that day, or you 
stopped an ad campaign. 
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Down the page a bit is your 5 most recent posts where you can 
see at a glance how some posts are performing against others. 
You can probably tell here that posts with a higher engagement, 
reach more people because Facebook’s algorithm sees that a 
particular post with more engagement is likely to interest more 
people, so will show it to more people. 

Further down is ‘Pages to Watch’. Facebook will suggest pages that 
are similar to yours that you can add to your watch list, or you can 
add your own. You can compare some of your page’s insights with 
those of similar pages. You can add 5 other pages to compare and 
Facebook will rank you 1-6 based on how many likes you have. Be 
sure to keep in mind the bigger picture when comparing your page 
to others though. If you’ve been in business for 1 year compared to 
a company that’s being going strong for 10, it’s not unreasonable 
that they will have a much larger fan base. Other things to consider 
are the size of your business compared to others and the amount 
of marketing that’s going on. Add at least one big fish to your list of 
pages to watch, and let them be a motivator for you.
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Likes: Track how your page likes have changed over time. The 
net likes graph will show you your paid and organic likes for a 
certain period of time in shades of blue, as well as your unlikes 
in red. It’s important not to take the unlikes personally but make 
sure you keep an eye on them. If the amount spikes in a short 
period of time, investigate what may have caused it.

Reach: Similar to the likes page, it will show you how your reach 
changes over time. There’s a few handy graphs on this page that 
show you things like reactions, comments and shares over time.

Page Views: You can see who is mostly viewing your page by 
scrolling down to the graph. It’s broken down into total views for 
each day and you can change the graph based on your criteria.  
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So you can see what pages people are mostly looking at. You 
can break down the views into age and gender, by country, by 
city and by device.

Posts: Facebook has broken down when your fans were most 
online in the past week, and you can see on average what kinds 
of posts work the best for you.

  

People: Get a breakdown of who your fans are.

Click around each of these pages and investigate for yourself the 
different types of insights available to you. The more you study 
the insights, the greater understanding you’ll have of promoting 
more engagement on your page.
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Adding Team Members to Your Page
As your business grows, you may like to delegate the management 
of your Facebook page to a team member. Someone to schedule 
posts, respond to customer enquiries through messenger or reply 
to comments on posts on your behalf.

To add page managers, head up to settings, and click on ‘page 
roles’. The page will list existing page members and what their 
role is. To add a new team member, simply add in their name or 
email into the field available and choose a page role.

By default, ‘editor’ is selected, but if you click it, you’ll be able to 
see the different roles that can be assigned. By clicking each 
one, the description will change to let you know what that role 
can do.

Admin is the highest role, and has the most privileges on the 
page whereas the live contributor has the least privileges.

Admins can do everything on the page including adding or 
removing Facebook page managers, adding, editing or deleting 
posts, commenting on posts, replying to messages, creating and 
managing adverts, viewing insights etc. If you give someone else 
admin rights, they could remove you from the page, so be careful 
who you add as an admin.

Editors can do everything that an admin can do except for 
adding or removing Facebook page managers. This is probably 
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the role that you would assign to a team member that was 
taking over the management of your page.

Moderators can respond to messages and comments, create 
adverts, view insights. They can’t add or remove page managers, 
edit the page or create or delete posts.

Advertisers can create adverts on behalf of the page and view 
insights.

Analysts can view the insights of the page only.

Live Contributors are people you can assign to go live as 
your page from a mobile device. They don’t have any other 
permissions.

Once you have a manager on the page, you’ll be able to see who 
posts are published by. This information cannot be seen by page 
visitors. Only page managers will be able to see who published 
the post.

If at any stage you’d like to remove managers from your page or 
change their role, simply head back to the page roles page and 
click on the edit button next to the name of the manager you’d 
like to remove or edit. You can change their role by selecting the 
new role and saving, or you can remove them from your page 
altogether by clicking on remove and confirming their removal.
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That’s a Wrap...
Of course, there’s much more to Facebook than what’s included in 
this ebook, but we hope the information adds enough sparkle to 
your business page to get you started!

As Facebook is an ever-evolving platform, we highly recommend 
that you explore every feature that you come across on your page. 
Always be on the lookout for how you can use features to benefit 
your business and stand out from the crowd. Good luck!

For more support,  
we have a step-by-step 

video Facebook training 
course for you in the  

Fempire Academy and a 
forum where you can ask 

us questions as you go. 
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