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Social Media Guidelines

This document is meant to serve as the foundation
by which your library or organization authors its
policies regarding social media—the specifics of
which will be unique to your individual situation.
Because social media sites are prone to changing
their interfaces and often update features,

the contents herein outline basic features and
practices that are current as of its drafting. It is
not intended to be an in-depth, end-all manual,
but a starting point for self-discovery. While best
practices, hints, and how-to’s are outlined, your
final policies will be the result of your hands-

on experimentation and the dynamics of your
particular resources and market.

When drafting your policies, take the following into
consideration.

Social Media Management

Although there isn’t a one-size-fits-all structure
for a social media management team, there are
basic best practices to consider when establishing
one for your library or organization.

Appoint one person to oversee your
social media efforts for your library or
organization.

Successful characteristics for this role:

* Manages the team of content generators and
Page managers

e Establishes a process for content approval and
communicates expectations to all stakeholders

¢ Ensures that the social media efforts are
in concert with the branding and marketing
objectives of the organization or library

¢ Brings all stakeholders together to ensure
internal support of social media efforts

¢ Oversees relationships with third-party
partners, such as graphic designers, advertising/
PR agencies, web developers, social media
consultants

Establish a social media/Pages team.

Successful characteristics for this role:

¢ Responsible for the Page planning/strategies and
daily, weekly or monthly editorial calendar

¢ Creates engaging content and promotes the best
content in ads and sponsored stories

¢ Acquires the necessary approval of content
before it is published

¢ Utilizes tools, such as Facebook’s “Insights” and
“Ads Manager” to evaluate fan engagement and
ad effectiveness

If applicable, appoint a team member
to collaborate with traditional media
team to promote content with ads and
sponsored stories.

Successful characteristics for this role:

e Works closely with internal media department or
media partner to allocate social media ad budget
in order to promote the strongest content

¢ Coordinates the post timelines for promoted
content to coincide with timing of other
marketing venues and paid content

* Notify the Pages team of upcoming campaigns
that should be integrated into the Page content
calendar

e Creates a media strategy that uses ads to
connect with new audiences and keeps fans and
friends of fans engaged with Page content

¢ Reinforces social media content with messaging
used in other channels, both online and offline

Focus creative efforts on fan acquisition
and engagement.

Successful characteristics for this role:

¢ Knows what is inherently engaging about your
brand that people would want to talk about and
share with their friends, and uses it as a catalyst
for creative ideas

¢ Creates messaging and graphics that are
interesting and relevant—with personality that
drives people to share

* Develops ad campaigns that are designed to
motivate people to engage or share

Make Page publishing a priority.

Because Facebook users spend the majority of their
time on their news feed, it makes sense to publish
posts regularly to your Page. Facebook’s own
statistics show that posting at least five times per
week (at a consistent time) is necessary to stay top
of mind for fans. However, there is a fine balance
between posting too often or not often enough.
Although unsubscribe rates go up after three posts
per day, there are situations where multiple posts
in a day would be appropriate depending on the
subject matter and time-sensitivity of the posts.
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Social Media Guidelines

Post Review and Response Time

Based on the size and interactivity of your fan
base, determine a consistent time of day/day of
the week to review posts. This could be once at
the end of each day, or 3 times a day — first thing
in the morning, noon, and end of the day, etc.

Establish turnaround times for responding to posts
that are specific to your library or organization
and based on time-sensitivity. For complaints

it is best to reply immediately even if you don’t
have an immediate resolution. Likewise, questions
about an event that require a quick reply should be
made within a reasonable time - it could mean the
difference between someone being able to attend
an event or not.

Posting during off-peak hours from 2:00 p.m.

— 5:00 a.m. and weekends is more likely to
increase fan interaction. Thursdays typically
show the highest number of postings and the
lowest interaction rate, so keep that in mind when
planning your posting schedule.

Replying to Posts

Create a process for fielding questions, engaging
in conversations and resolving issues. Determine
who replies to different kinds of communication
(i.e. a junior staff member is assigned to answering
general questions, a senior staff member posts and
engages fans about events, the librarian deals with
complaints, etc. Consider hiring a student if your
resources are limited.)

Posts are categorized as:

e Complaints: If a complaint can be categorized as
constructive criticism, it is best to respond on
Facebook as others may have the same concern.
But avoid a heated back and forth conversation.
If the situation intensifies, take the conversation
offline (i.e. email or phone call).

e Questions
e Kudos

e Conversations

Determine Ground Rules for Fan Posts

Many organizations have a paragraph on their
“About” page defining the ground rules for

Fan posts, linking to their website “Terms of
Use” page. View examples of terms at
www.facebook.com/SmithsonianLibraries/info and
libraries.idaho.qov/page/terms-of-service.

Use common sense when posting content.

As a member of your library or organization’s
social media team, you are its representative
online. Whatever you say, and the photos you
post, reflects either positively or negatively on its
reputation. Content that is published online and
shared by others is out of your control — you may
be able to delete a post, but you can’t delete what
others have re-posted or shared about it.

Do’s and Don’ts:

e Set the tone for engagement, posts should
convey that you are friendly, authentic, and
open. Be true to your brand personality.

* Make sure content is grammatically correct with
no misspelled words, links point to the proper
places, and facts are correct (phone numbers,
hours, etc.)

* When adding photos and videos to your Page,
make sure that you own the copyright or have
permission to use them. Avoid using images that
you find while searching online unless you know
the source and have permission — often people
will unknowingly put images on their websites
that infringe on a photographer’s copyright.

e Use appropriate language — the same policies
for verbal interaction with your patrons and the
public should apply to online communications.

¢ Don’t overwhelm fans with unnecessary updates
or those with mundane details.

e Don’t post content that is not relevant to your
library or organization (i.e. what you had for
lunch, or today’s horoscope, etc.)

¢ Unless it is pertinent to an event or story, avoid
political discussions

e Don’t post about personal issues
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Facebook: Anatomy of a Fan Page

Cover Photo

Your main
page is
referred

2012 to as your

fi “Timeline,”
™= because your

posts and
milestones
J : = - = are organized
; by current
Profile Picture hmmission for Libraries month,
- : o - H previous
o build the capacity to better serve their clientele. N onth and
then by year
Name of your . . 5 g for easy
library or 9" - Libraries Linking Idaho [ Like | [ Message | % + navigation.
organization and a ‘A ®mmunity Page about Idaho Commission for Libraries o
short description
Lijgagzrves Idaho residents by leveraging library
»ces LiLl provides coordination for statewide
Brief sentence initiatives to support better library service for
from your Idahaans.
“About” Page ~OMWt Photos Events
that displays on Y_our Photos,
your Timeline k Likes, Events
Highlights + and custom
Apps are
displayed
B post Photo / Video Likes See All here on the
Favorites
Write something. Post Falls Library i App bar, and
. Library o in the order
You can “pin” an m you prefer.
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on your main

to the top of your i

page for E’Jp tgj seven Fans of early literacy and partners that help deliver it may ﬂ Er&iﬂnner oLy B Like page. The

days be interested in the new Facebook page for Idaho's Read To C remaining are
Me program. Please hop on over to "like” my colleagues at = Community Library Network ] accessed bg
Read To Me - Idaho! By Library w1 Like clicking the
http:/ /www.facebook.com/readtomeidaho arrow located

ﬂD_ Idaho Science Teachers Association LT on the far
Read to Me - Idaho Commission for Libraries Faticaen right.

The Idaho Commission for Libraries assists
libraries to build the capacity to better serve their

You also have
the option of Lk oo x| 7]
highlighting G November 3 @ OI

important stories :

with the star icon. Fans of early literacy and partners that help deliver it may
This makes the story be interested in the new Facebook page for Idaho’s Read To
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columns to make is Read To Me ~ Idahol

stand out http:/ fwww.facebook.com/readtomeidaho

If you want to hide e Read to Me - Idaho Commission for Libraries
a story that is no PSS he tdaho Commission for Libraries ass
Ionger relevant use for libraries to build the capacity to better serve their

the pencil icon.
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Facebook: Admin Features

Click on the cvbook
Facebook logo to
navigate back to

your Timeline

Admin Panel
Notifications.

You have no new notifications

[E) share something on your Page
Recent Fan
engagement will
display here
(comments, tags,
post likes, etc.).

O

A list of people
who like your page
will display here.
Once 30 people
like your Page,
there will be more
information about
their activity
available to view.
You'll see total
Likes, how many
friends each fan
has, what people
are saying about
you, how many
people see your
page or ads, etc.

see All | Insights

O

New Likes

No new likes ce 30 people

your activity.

0 likes

Hover over this
area to edit your
“Profile Picture”

‘ommunit

Add Favorite Apps
to your page by
clicking on an
empty container.
Photos always
appear in the first
position, but the
remaining apps
can be placed in

LiLl serves Idaho resideg
resources. Lill provig
initiatives to supggft better library service for
Idahoans.

by leveraging library
coordination for statewide

Photas

Add to favorite:

whatever order [ motes
you prefer. Simply [ videos
swap positions. [22] Groups

Find More Apps

This is where you
add content to
share with your
patrons (messages, "@ Sl
links to other
websites, photos,
videos, events,
milestones and
questions).

Photo / Video Event, Milestone +

What's on your mind?

Publish

Hover over this
area of a post and
edit options will
display.

i B November 9 @

Fans of early literacy and partners|
be interested in the new Facebool
Me program. Please hop on over t
Read To Me - Idaho!

s PR L

Pin to Top

© Change Date...

View Individual Stories

Change Primary Photo...

t access to insights about

I - Libraries Linking Idaho

Page about Idaho Commission for Libraries

TSI suild Audience ~  Help ~ | |
Update Info

5¢  Manage Permissions
Admin Roles

Manage Notifications

Use Activity Log
See Banned Users...

Use Facebook as LiLl - Libraries Linking Idaho

Hide |

Settings

Create Page

Edit your “About”

T

information here.
You can also edit
from within the
“About” page itself.

New messages will

o,

Page Tips

w142

Likes

Events

(]

Likes

Post Falls Library
. Library

ProQuest

" product/serv

East Bonner County Library
2 Loy

Community Library Network
&g Library

Idaho Science Teachers Association
Education

See All

oY Like

Y Like

Yy Like

o Like

Y Like

display here.

L. Hover over this
area to edit your
“Cover Photo”
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Facebook: Create a Fan Page

Create a Facebook Account

Go to https://www.facebook.com/
pages/create.php then:

¢ Click on the category “"Company, Organization
or Institution,” then select “Education.” Enter a
name that accurately identifies who you are and
agree to the terms to get started. (IMPORTANT:
Once you enter a name it cannot be changed. This
name will appear in the URL of your Facebook
page - i.e. www.facebook.com/yourlibraryname)

e Create a Facebook Account by entering an email
address, choosing a password, entering your date
of birth and agreeing to the Terms of Use and
Privacy Policy.

Upon submission of the form, you will receive a
confirmation message at the email address you used
to set up the account. This message confirms that
you are the rightful owner of the email. It will also
be the address that all notifications from Facebook
will be sent to. Click on the link in the message to
complete the sign-up process.

Best Practice: Make sure that you enter an
email address that will be accessible to those
authorized to manage your Facebook page. Do
not use a personal email address.

Option: You can also choose the category
“Local Business or Place,” then select "Library”.
This will display different information under
your Profile Picture and on your “About” page.
Once you set up your page you can change your
category at any time. Choose the category that
warks best for you.

Once signed up, you will be prompted to begin
setting up the various aspects of your page.

Set-up Your Profile Picture

The Profile Picture is the photo that people see next
to your name on Facebook. This image could be a
photo of your logo, building, librarian or a symbolic
icon.

When you first set up your page, you will be
prompted to upload a Profile Picture. The image:

¢ should measure at least 180 pixels wide.
(Facebook automatically crops the image to a
square.)

Once you upload the picture, you can move the
image around to adjust the crop by hovering over
the picture and clicking on “Edit Profile Picture,”
then selecting "Edit Thumbnail.” This will open a
new window where you can drag the image to the
position you like. This will adjust both the main
Profile Picture and the thumbnail.

facebook

SIGAUB| Connect and share with the people in your life.

] Create a Page
Createa Facebook Page t buld a closes

=

Local Business or Place Brand or Product

Company
Computers Technology
Co ness Services

ity
Engineering/Construction
riculture

ming,
Food/Beverages

Gou

He:

Health/Medical /Pharmaceuticals

Industrials

Insurance Company
Internet/Software
Legal/

Media/News/Publishing
Mining/Materials

Non-Governmental Organization (NGO)

Artist, Band o Public Figure Cause or Community

facebook

Create a Facebook Account

talready have a Facebook account

New Password:

Facebook ©2012 -English (US

Mobile -Find Friends - Badges - People - Pages - Apps - Games - Music -About - Create an Ad - Create a Page - Developers.
Cacki

Set Up LiLl - Libraries Linking Idaho

Upload From
Computer
3

Import From
Website

 save proo [ETTY|

Facebook © 2012 - English (US)

About - Create an Ad - Create a Page - Developers - Careers

Privacy - Cookies  Terms - Help

Best Practice: Choose an image that, when
cropped square, looks good scaled down to the
thumbnail size.
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Facebook: Create a Fan Page

Set-up a Facebook Cover Photo

The Cover Photo is the large horizontal image that
appears at the top of your Timeline page above
your Profile Picture.

Choose a single photo or create a graphic that
communicates the personality, or brand, of your
library or organization. The image:

e should measure 851 pixels wide and 315 pixels
high

¢ must be formatted as a .jpg, .gif, .png, or .bmp

Keep in mind that Facebook policies regarding cover
photos are strict and cannot contain:

 price or purchase information (this kind of info
would appear on an event page);

» contact information (this info is designated for
the “About” section);

e references to Facebook features or actions, such
as "Like” or “Share”, or an arrow pointing to any
of these features;

* calls to action (such as “Tell your friends” or QR
codes)

To upload your Cover Photo to Facebook, click the
“Add a Cover” button, then choose to upload a
new photo. Navigate to the image you created and
select to upload. Once the photo is on Facebook,
you can reposition it by clicking on the image and
dragging it up or down. Click “Save.”

Adding Favorite Apps

The Favorite Apps bar is located
under your Cover Photo. It is the
area where your Photos, Map, Likes
and custom Apps are displayed. Adding and re-
ordering Apps is easy. To add, simply click on the
arrow button on the far right to reveal all of the
available App positions. Click the “+” of an empty
container and select an existing App or go to “Find
More Apps”.

Add to favorites
[ Notes

[ videos

[22] Groups.

Find More Apps

Suggestion: Changing the Cover Photo to
caincide with changing seasons or milestones
(such as a new building grand opening,
anniversary, etc.) will add a freshness to your

page.

Add Information to the “"About” Section

This section is comprised of different types of
information, such as “About,” “Contact Info,
Info,” etc. To add or edit, click on the “"About”

link located under the Profile Picture or the “Edit
Page” button at the top of the page. Be sure to
fill in all information that you want your patrons to
view. Some of this information will appear on your
Timeline page.

w ow

Basic

Write a few concise sentences that describe

your library or organization. Information could
include your mission statement, as well as general
information about amenities such as high-speed
Internet access, free access to online resources,
parking, etc. When you enter your address
information a map of your location automatically
displays on the “About” page, as well as in the App
bar under your Cover Photo.

facebook

©) App Center

o @ ifestyle

Search for apps

Suggested | TopRated | Trending | Friends'
e Personalized app suggestions for you.
Entertainment

Pinterest

Facebook
@ vutestyle
Music

ize and share all the beautiful things you find on

News

Photos & Video

Sports

goodreads

Travel & Local

Utilities ind share books you love with Goodreads, the world's largest site
endations.

and book recomm
Requests
My Apps

Facebook Gift Cards iates huge discounts on popular local goods, services and

Wattpad
ok kH

Books
Over 6:

Settings  Logout

290 1.

< ZUll

D(

N

Facebook © 2012

English (US) - Privacy - Terms
Cookies - More ~

Region: United States

Apps in the "App Center” are organized by
categories and easy to navigate through. Follow
the simple installation directions for each App

you choose for your Page. Popular Apps that you
may wish to install are “Pinterest” (find it in the
“Lifestyle” category) and “Twitter” (go directly to:
http://apps.facebook.com/involver_mohfpfdp) if

your library or organization has accounts for these
social sites. These Apps allow your “Pins” and
“Tweets” to post to your Facebook Page.

Best Practice: Add only those Apps that are
relevant to how your library or organization
engages with patrons. Games may be fun on
a personal Facebook Page, but may not be
appropriate for your business Fan Page.
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Facebook: Create a Fan Page

Your Page is Public / Managing Permissions

IS Build Audience ~  Help ~

Update Info

Your Facebook Fan Page is
automatically public when
you set up your account.

If you want to hide your
page to everyone but
administrators until you are
ready to unveil your page

Manage Permissions
Admin Roles

Manage Notifications

Use Activity Log
See Banned Users...

Use Facebook as The Search Foundation

to the public, click the “Edit

Page” button at the top of

the page and select "Manage Permissions.” Then
check the box to “"Unpublish page” and click “Save
Changes.” When you are ready to make your page
public again simply uncheck the box.

Note: When you "Unpublish” your page, it will
be hidden from the public, including those who
like your page.

You can also set other permissions such as allowing
everyone to post on your Timeline, add photos, etc.

Assigning Admin Roles for Page Management

You can allow multiple people to manage your
Facebook Page, however, each person must have
their own personal Facebook account in order to
assign them a management role. There are five
different roles, each allowing its own abilities:

Settings  Logout

facebook

The Search Foundation

&1 vour setinas

(B} Manage Permissions Page Visibility: (] Unpublish page (anly admins can see ths page)

[ Basic Information ‘What is this?
Profile Picture
] Featured

] Resources

i Admin Roles

B avps

<] Mobile

[ insighes

H Heip

Country Restrictions: | Type a country Whatis this?

Only s
@ Hide this page from viewers in these countries

w this page to viewers in these countries,

Age Restrictions: | Anyone (13+) & [PEEHE?

Posting Ability: @ Everyone can post to The Search Foundation's timeline
@ Everyone can add photos and videos to The Search Foundation's timeline
Post Visibility: ] Show the box for "Recent Pasts by Others" on the top of The Search Foundation
Default visibility of posts by others on The Search Foundation's timeline: | Allowed on Page B
Tagging Ability: (] People can tag photos posted by The Search Foundation

Messages: [ Show "Message” button on The Search Foundation

Moderation Blocklist: |Comma separated list of terms to block

Profanity Blocklist: | None
(0 Allow me to control the privacy of new posts | make on my Page.

Post privacy gating

O T e
ST

Facebook © 2012 - English (US) About - Create an Ad - Create a Page - Developers - Carcers - Privacy - Cookies - Terms - Help

Manager

Content
Creator

Moderator

Manage Admin Roles

Edit the Page and Add Apps

Create Posts as the Page

Respond to and Delete Comments

Send Messages as the Page

<lsls]s]s]s

Create Ads

4 PN PY PN PS

Best Practice: You could simply allow a manager
to use the main login for your Fan Page, but
keep in mind they would have top-level control
over your account. It is best for the primary
person responsible for the Page to maintain this
level of authority, and to assign roles to other
stakeholders.

Tip: Have the person you want to add as a site
manager "Like” your Fan Page. Then, you can
easily assign them a role.

online
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Facebook: Posting to a Fan Page

Sharing Content

You can create different kinds of
content on your Fan Page. Posts
include stories and updates, adding
links to other websites, events, questions, photos
and videos. People who like your page can receive
your posts in their news feed. In fact, people on
Facebook spend 40% of their time looking at the
posts of their Friends and Likes.

Best Practice: Successful posts are short
(between 100 and 250 characters) and visual
(posts with a photo album, picture or video
garner higher Fan interaction).

Posting a Status Update

Click into the “Status” field and type your message,
then click “Publish” to post it live.
1

Event, Milestone +

=) status

This is where you write a short message that you want o
share with your patrons.|

Phato / Video

If you have a message that you want to display
on your Timeline at a future date and time, create
your message then click on the “Clock” icon located
underneath to the left.

1

Status Photo [ Video Event, Milestone +

is is where you write a short message that you want to
are with your pa(rons.|

Event, Milestone +

[ status

Photo / Video

This is where you write a short message that you want to
share with your patrons.

< >Add year

Next, click on the “Add year” link and you will be
directed to select a year, month, day, and even
hour of the day. Then click “Schedule.” Your
message will not show up on your Timeline until
the date and time you have selected. You can view
scheduled posts by clicking the “Edit Page” button
at the top of the page, then selecting “"Use Activity
Log.”

You also have the option of adding the location
where you are posting from by clicking the “Pin”
icon. For instance, let’s say you are at an out-of-
town conference and you want to share something
that happened at the conference with your
patrons, along with a map link of your location.

1
5 stus

The cfnference in Washington DC was amazing! We met
Natasf§a Trethewey, U.S. Poet Laureate.

Photo / Video Event, Milestone +

[E] status Photo / Video Event, Milestone +

The conference in Washington DC was amazing! We met
Natasha Trethewey, U.S. Poet Laureate.

Once you start typing the name of the city, a
dropdown list of location maps displays. You can
simply select the city’s name, or possibly a map
for the facility where your conference is hosted.

Event, Milestone +

=) status

The conference in Washington DC was amazing! We met
Natasha Trethewey, U.S. Poet Laureate.

Phato / Video

Washingten, D

P Washington, DC - 2300 M 5t NW - Washington, Di
Union Station - Washington, DC - 50 Massachuset

87,36 here

B Georgetown - Washington, District of Columbia
mﬁ 186,547 were here

# La Tasca - Washington, DC - 722 7th St. NW - Was
1,325 here

S it oo Wiachin mens PG Canenal ) Wik B
AT Y el ey
George I

Washingtonjhae K sthw
Wemoria
Parkway E 9/'; shington

Prlington < L e
otamac
ek

o

Ath StNE

LALLSE, 5
2P for VN
Myer [10) . g

Adding a Link

When you add a website’s URL to a post, Facebook
automatically displays the site’s title, description
and thumbnail image. If there is more than one
image on the webpage, you can choose which one
to display as the thumbnail.

\
You can then
delete the [5 status Photo / Video Event, Milestone +
original link )hupmm or
that you
added tO LiLl | Magazines, Newspapers & More for
the post or laho Residents - Libraries Linking Idaho

A SR tp://lili.org/

Teplace it — \raries Linking Idaho - LiLl - Website
with an intro 2016
sentence. 0 Mo Thumbnail
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Facebook: Posting to a Fan Page

Adding a Photo or Video

If you have a photo or video that you want to share,
select “Attach Photo/Video,” write your message,
then click on “"Choose File” and navigate to the photo
or video located on your computer and add to upload.
Then click “Post.”

= status h Photo / Video Event, Milestone +

Attach Photo / Video Create Photo Album

[E] status Photo / Video Event, Milestone +

This is where you write a short message that you want to
share with your patrons.

Select an image or video file on your computer.

Choose File ) No file chosen

Creating a Photo Album

You can add a set of multiple photos by creating an
album. Click on “Create Photo Album” and navigate to
the photos on your computer.

= status Photo [ Video Event, M!smrm +

Attach Photo / Video Create Photo Album

Once you select and upload one or more photos, a
window will open where you can name the album,
write a brief description about the album, add more
photos, photo captions, a location where the photos
were taken and a date. After you’'ve added all of the
photos and information, click "Post Photos.” A link
to your album will appear in the post you created, as
well as in the "Photos” area of your Timeline in the
Favorite Apps bar.

®

Photos Likes Events Map

Create an Event

When you select “Event,” a window will open where
you can enter the name of your event, add detailed
information, its location and the date.

[ status Photo / Video Event, Milestone +

[T Event

(] milestone

£ Question Create New Event by The Search Foundation

Name | ex: Birthday Party

Derails

Where | @ Add the location of your event here

When |11/18/2012 [
# show guest list

[ Only admins can post to the Event wall

Once you click the “Create” button,
Facebook creates a page for the
event. You can then add a photo

by hovering over the graphic box
located in the upper left corner of
its page. Click "Add Event Photo”
and navigate to the photo on your computer to
upload.

A link to your event will appear in the “"Events” and
“Activity” areas on your Timeline. However, it will
not appear as a post on your Timeline until you select
to share it. To share, click on “Events” and then on
the “Share” link located to the far right of the event’s
name. Write a message about the event and click
“Share Event.” |

Photos Likes Events Map

Note: The most recent event will display on your
Timeline in the Favorite Apps bar.
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Add a Milestone

You can set milestones to commemorate key
moments in your history. Examples include
reaching a certain number of fans, a new building
project, the aquisition of a book collection or
winning an award or grant, etc.

To add an important event in your history, select
“Milestone” and enter the event name, date, story,
and any photo/s about the Milestone. Click “Save.”

5 status

[ Event
1 mil

Phato / Video

Event, Milestone +

Facebook: Posting to a Fan Page

Add a Question/Poll

There may be occasions where you might want to
ask a question and post a poll on your Timeline.

To add, click on

“Question,” then type in your

question and “Add Poll Options” to enter multiple

choice answers.

5 status

[ Event

[l milestone

Photo / Video

Event, Milestone +

&= Question

=5 Question

»

Milestone

[ status Photo / Video Event, Milestone +

>
400,000 Fans Strong!

Add v?ui ptions m
= status Photo / Video Event, Milestone +

+ Add an aption...
+ Add an aption...
+ Add an aption...

™ Allow anyone ta add options

Your milestones will appear on your “About” page
under the heading “History by Year.” You can
also choose to display or hide the event on your
Timeline’s news feed.

]
", LiLl - Libraries Linking Idaho asked a question. * |
\ 2 seconds ago @ .
Would you visit the library to view rare books?
O [ves
O [ne
O | maybe

You can view your polls and see how many votes
each poll option receives by clicking the “Edit
Page” button at the top of the page, then selecting
“Use Activity Log.”
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Facebook Advertising: Creating Ads

Facebook Ads are paid
advertising messages
that are displayed to
Facebook users. They
appear stacked, one above
the other, in the far-right
column of their Page (and
seen in their news feed
on mobile devices). Up
to 10 ads are displayed
at any given time. Each
ad consists of a short
headline, a sentence of
text and an image.

Sponsored ¥ See Al

Small Business Saturday

7RI Areyou in? Shop Small on
Small Business Saturday

o000 November 24th.
SMALL

Crane & Canopy

Love beautifully
designed high-quality
bedding? LIKE us for
news, offers and mare!

> A .
o Like - 10,361 people like this

Preview 500+ Early Birds

L™ Then, shop online
KOHLS Wednesday-Friday
3PM CST & in store

midnight Thursday-
Friday 1PM.

Ads are served to

Facebook users based on a variety of criteria,
including demographic information that is gleaned
from their profile, their Likes, and the way they
interact with content. You, the advertiser, will not
know the identity of the individuals in your target
audience (i.e. name, address, etc.). How often
they will see a particular ad is determined by the
advertiser’s budget and the number of other ads
vying for their attention.

Use Facebook Ads to promote your Fan Page
or post, external websites (your library or
organization, etc.), an event or a program.

Getting Started

The first step in the process, is to clearly define
your goals and objectives for your Facebook Ad
Campaign. This is something you should do before
you even login to your Page.

Questions to answer:

What are we promoting? (an event, Facebook
Page or post, a resource or page on your
website, etc.)

Who are we trying to reach? (age, male or
female, etc.)

What action do we want them to take, if any?
(click on the ad, like the ad, call a phone number,
simply read a message, etc.)

What is the end-goal for ad click-through?
(acquire new Fans, change perceptions, educate,
sell something, etc.)

How much money do we spend to reach them?

Do we have the staff and resources to manage
our Facebooks ads in order to maximize our
budget?

Once you have established your goals and
objectives, craft your ad messages and create the
graphics.

Be Prepared

Make sure that you have all of your ad elements
together before starting the ad creation process.
Also have your library’s or organization’s credit
card on hand, as you must designate a funding
source for the ads before they can be placed.

Important: Your ads have to be approved

by Facebook befare they can go live. This
process can take a few days, so allow time for
this when planning your ad campaign. Once
you have been approved, subsequent ads will
take less approval time. Typically the busiest
days are Thursday and the weekend. Ads sent
for approval earlier in the week tend to be
approved quicker.

Crafting an Effective Ad

In order to hone in on the right message that will
reach and impact your audience, be prepared to
experiment with a variety of ads and to regularly
monitor their performance reports. Often it will
take just a minor word change or new photo to
increase ad clicks. As a general rule:

e Write a headine that is short and succinct, as
you only have a 25 character limit. Questions
are often effective if they speak to a need, for
example: "Need a Good Paying Job?”

Note: If you are advertising your Page or an
Event (created on Facebaok), the headline

will automatically be its name. Take this into
consideration when naming events, even if you
might not promate it via Facebook ads.

e Write body text that is concise and
communicates a clear action that you want your

audience to take. Maximum number of characters

is 90.

e Highlight the benefits. For example, if you are
promoting an event, speak to the reason/s why
someone would want to attend (i.e. to learn
something, meet someone, help a cause, etc.)

e Use an image that is simple, eye-catching and
relevant to the subject matter. Acceptable
formats are .jpg, .gif, .png or .bmp.

Best Practice: Size your image to 100 pixels
wide x 72 pixels high before uploading it

to your ad. This will ensure that you are
maximizing all of the available space, while
maintaining the proper image scale and
proportion.
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Step 1: Choose what you want to
advertise. By default, it selects your
Facebook Page. But you can also
choose to promote an Event that you
created on Facebook or a URL to a
website, etc.

If you select the default setting,
your next option is to answer the
question: “What would you like

to do?” Choices include: Get More
Page Likes, Promote Page Posts or
Advanced Options. Depending on
which you choose, your next options
are different for each.

If you type in a URL in Step 1, then
your next option jumps to “Design
Your Ad” where you enter the
headline and text, then upload your
image.

If you are promoting your Facebook
Page, you will have the option to
include “Sponsored Stories.” You can
select whether they show up on the
Timeline of people liking your Page
post, commenting on your Page post
and sharing your Page post.

Depending on the selections you

make in this section, you will be able
to narrow the audience that your ad
targets. Each choice will not only
change the number of people in your
demographic profile, but the suggested
bid for clicks will change.

Once you have created your ad,
defined your target audience and
specified your budget, click this
button to review the details before
placing your order.

—0

Facebook Advertising: Creating Ads

Advertise on Facebook

Learn More About Advertising

What would you like to do? Learn More About Objectives

6] « &
See Advanced Options

with your Configure advanced creative and pricing
es options, such as bidding for clicks (CPC).

Get More Page Likes Promote Page Posts

Build a bigger audience. Get peaple to see and en

important m

(e} e o

What do you want to advertise?
——

_Onnse a Facebook destination | LiLl - Libraries Linking Idaho
or enter a URL:
Lt - Libraries Linking Idaho

$0.70-$1.86 uso

Gender: 21 @ Al

O men
O,

Activities
Business/Technolagy
Ethnic

Events

Family Status
Interests

Mobile Users (All)

Mobile Users (Android)

Mabile Users (10S)

Connections: 121 @ Anyone
© Only people connected to LiLl - Libraries Linking ldaho
© Only people not connected to LiLl - Libraries Linking ldaho
O Advanced connection targeting

Friends of Connections: [?] Target people whose friends are connected to

See Advanced Targeting Options =
-

Campaign, Pricing and Schedule Leam More About Pricing

-
Account Currency: | USD |4
Account Country: | United States +

Account Time Zone: | America/Denver o
Campaign and Budget

New Campaign Name: 2] | New Campaign

Campaign Budget: [7] |30 USD | per day ‘
Campaign Schedule: 7 @ Run my campaign continuously starting today

Optimization: @ Your bid will be optimized to help you to make users more engaged with
your page given your budget
O Optimize for clicks
O Optimize for impressions
Pricing: You will be charged every time someone clicks on your
ad or sponsored story (CPC).
s0.03 | Per Click (CPC)

$0.66-51.62 USD [2

sugg

the Facebook Statement of Rights and Responsibilities incl
s onditions and the Advertising Guidel

our Ad Right Hand Column Preview
Cheose the Page post you want to promote:
epTy " PR L - Libraries Linking idaho
Here s a post. + i Here is a post. C
(O Keep my ad up-to-date by automatically promoting my. ke Tl Page
most recent post
Show Advanced Options ~
Sponsored Stories Remove Sample News Feed Story
[ p their
3 Jane Doe is going to Foundation Fundraiser - 8:00pm at
0ld Chicago Boise Downtawn.
Show stories about: -
Rien
Show Advanced Options ~ B view Join
L
Choose Your Audience Learn More About Targeting
Location: [ [United States Audience

@ Country

O State/Provinee 168,642,820 peopic

O ciy = who live in the United States

O zip Code

Suggested Bid
Age: 2] [ 13]4)-( Nomax | 4)() Reauir

This area

== configures ad

creation

As you create
your ad, it is
automatically
displayed here
for you to
preview.

This area
defines the
demographics of
who your ad will
be displayed to.

This area
specifies your
pricing choice,
whether paying
for clicks (when
someone clicks
your ad) or for
impressions
(how many
people have the
opportunity to
see your ad).
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Facebook Advertising: Creating Ads

The Ad Set-up Process

Setting up a Facebook Ad is easy.
Click on the “Build Awareness”
button at the top of the page and
select “Create an Ad.” This will take you to a page
comprised of three major sections:

Section 1: Create your ad.

Section 2: Define your target audience.

Note: You define your audience
by making certain selections
when creating an ad. Select
“Precise Interests” to further
narrow your target.

Section 3: Choose your pricing option:

» Cost per Click (CPC) is a method whereby
you pay a pre-defined bid amount each
time someone clicks on your ad. You
specify the budget:

¢ Daily Budget is a set amount of
money spent each day. Once the
budget is maxed, the ad stops and is
no longer displayed for the day.

¢ Lifetime Budget is the total amount
of money that you want to spend for
the entire life of your ad campaign,
over a period of days. Once the
budget is maxed, the ad stops and is
no longer displayed.

» Cost per Impression (CPM) charges you
every time your ad or sponsored story is
displayed or “seen.” The bid price is based
on the cost for 1,000 impressions.

Helpful Resources

The following Facebook resources provide more in-
depth information to help you with the social media
efforts of your library or organization. In addition
to the “Help” button located at the top of your
Facebook Fan Page, click on a link to learn more
about:

Creating Facebook Ads:
http://fbrep.com//SMB/Ads_Create Flow.pdf

Targeting Your Audience:
http://ads.ak.facebook.com/ads/FacebookAds/
InterestsTargeting.pdf

Campaign Cost & Budgeting:
http://www.facebook.com/help/318171828273417/

Measuring Success with Ads Manager:
http://fbrep.com//collateral/Ads_Manager_Guide
with_Action_Measurement.pdf

Pages Insights:
http://fbrep.com//SMB/Page_Insights_Guide.pdf

Facebook Security:
http://www.facebook.com/help/security

How-To Videos

Create a Facebook Account:
http://www.youtube.com/watch?v=ky7k7us4Yd8

Adding Favorite Apps:
http://www.youtube.com/watch?v=bC_EM28 1AFE

Posting to a Fan Page:
http://www.youtube.com/watch?v=Bj10QIMHMKA

Ad Set-up:
http://www.youtube.com/watch?v=KDt36iacB70

Precise Interests:
http://www.youtube.com/watch?v=alChwmdAVHs

Considerations: Although the CPM option

is considerably lower in cost than the CPC,
there is no guarantee that your ad will actually
be "seen” every time it is displayed to your
audience. The ad may be poorly positioned and
not as naoticable. Therefore, the CPC method
might be more effective, as it is measureable by
the number of clicks.

Important: An effective Facebook Ad takes
mare than just selecting a pricing option and
then letting the ad run its course. It takes
someone monitoring the ad’s performance and
budget activity on a regular basis—making any
necessary adjustments to text or images—in
order to make it more enticing to click.
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Facebook Advertising: Glossary of Terms

Copy

The headline, descriptive text and display URL
used to form an advert to persuade people to visit
your site that is displayed on the results page of a
search engine.

Ad Group

An ad group is a collection of keywords paired with
specific adverts for that group. You are allowed
multiple ad groups per campaign.

Bid Price

The maximum amount of money you are willing to
pay for your search keywords.

Broad Match

A broad match keyword would be triggered for a
search that contains the initial keyword and also
for associated searches.

For example: the broad match keyword of ‘red
shirt” would be triggered by searches for ‘red
shirts’, ‘find red shirt’, ‘red and blue shirts’ and
‘shop that sells red shirts’ etc. A broad match is
written literally with no added punctuation.

Click Through Rate (CTR)

Also called Pay per Click (PPC). A performance-
based advertising model where the advertiser pays
a set fee for every click on an ad. The majority of
text ads sold by search engines are billed under the
CPC model.

Click Per Thousand Impressions (CPM)

An ad model that charges advertisers every time an
ad is displayed to a user, whether the user clicks
the ad or not. The fee is based on every 1,000

ad impressions (M is for the Roman numeral for
1,000). Most display ads, such as banner ads, are
sold as CPM.

Clicks

The amount of times somebody clicks through to
your site via your ad. It is determined by dividing
the amount of conversations by the amount of
clicks.

Conversion Rate

The conversion rate is the number of conversions
divided by the number of ad clicks. A conversion is
when a visitor interacts with your site, whether it
is by purchasing or inquiring, as a result of clicking
on your ad.

Cost Per Click (CPQ)

The amount of money you end up paying for
someone clicking through from an ad displayed
for one of your search terms (this depends on
competition, CTR and Quality Score).

Daily Budget

You can set the maximum amount of money you are
willing to spend on your ad campaign each day by
defining a limit, known as the daily budget. When
your budget limit is reached, your ad will stop
showing.

Frequency
The average number of times each person saw your
ad.

Impressions
The amount of times your advertisement comes up
in response to a specific search term.

Keyword

The word or phrase somebody searches for that
you bid on. By creating relevant keywords, your
ads will only appear to the more interested
customers, who are most likely to purchase from
you. Therefore increasing your conversion rate,
lowing your CPC, and raising your ad position.

Landing Page
The specific web page a visitor gets when they
click on your ad.

Price
The actual amount your paying per click (CPM) or
1,000 impressions (CPM)

Position

Your rank amongst the paid listings on a search
engine’s results page. Positioning is dependent
on the quality score of your adverting. The higher
your quality score, the higher the ranking of your
adverts.

Quality Score

This is the ranking method used on the Google
AdWords system. It is based on your adverts CPC,
CTR and relevancy. The higher a keyword’s Quality
Score, the lower its minimum bid and the better its
ad position.

Reach

Your reach is the total number of unique users who
will see your advert over a given period of time.

It determines the presence and online exposure
your ad will get. This is different than impressions,
which includes people seeing them multiple times.

Relevancy

The relevancy of your search term/advert/landing
page to what someone is actually looking for.
Relevancy is reflected by a keyword’s quality
score.

Targeted Audience
The approximate number of people your ad reached
based on the targeting you’ve selected.
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Pinterest: The Basics

Pinterest is described as an online pinboard or
scrapbook where you can organize and share
images, called “Pins,” found on websites or
uploaded from your computer.

These images are added or “pinned” to virtual
“boards” based on their category. For example,
if you are a library, you can create boards in a
variety of categories that could include (but are
not limited to) the following:

* Book of the Day

e Story Time and Programs
* New e-Books

e Staff Picks

e Just for Teens

e Photo Collections

¢ What are You Reading?
e Librarian’s List

e Children’s Books

e Libraries We Love

e Kid’s Crafts

As you (and other content contributors) visit
websites and find interesting images/content
that relate to your boards, you can pin them to
their respective categories. Likewise, if you have
existing images that you own or have permission
to share, you can upload them to the appropriate
boards.

When you pin an image that is located on a
website, the image links back to its web page.
When you upload an image, you can link it to any
resource on the Web (page, PDF, video, etc). A
good Pin includes a meaningful description and
links to a useful resource.

Important: Select images that are high
quality and interesting. If your goal for using
Pinterest is to promate social interaction

with your library or organization by having
people “"Repin” or visit your page, a good
quality image will get more attention than a
small pixelated, grainy or poorly photographed
image or graphic.

Best Practice: For images you upload from
your computer, size them large enough to be
readable. As a general rule, size a horizontal
image to a width of 600 pixels. For a vertical
image, a minimum of 600 pixels high — unless
it is an infographic that should be larger for
better readability.

Plan Before You Pin

Before creating your Pinterest account, it is
important that you plan the architecture of your
page and determine best practices for maintaining
the content and keeping it current.

» Determine which board categories are
applicable to your library or organization

» Collect photos, articles, and links to online
resources (begin by leveraging resources
from sites that you already have a
relationship with)

» Create a pinning calendar (how often
and when to pin, repin and follow — as a
general rule, 3-5 times per week)

» Assign staff to curate your boards

Important: As with any social media effort,
do not create a Pinterest account unless

your library or organization is committed

to maintaining it and keeping it current. If
followers don’t see fresh content on a regular
basis, your page becomes less relevant.

Best Practice: Regularly repin, comment on
images and follow other Pinterest users. This
will expose your Pins and Page to a wider
audience (similar to Friends of Friends on
Facebaook).

Suggestion: Tie in a Pin to a Facebook Event.
Create your event, then pin it to a Pinterest
board. Remember to use a high quality image.

Think Before You Pin

The same policies that you put into effect for your
Facebook Page applies to Pinterest. Use common
sense when you pin to a website or repin from
another Pinterest user. You might pin a perfectly
acceptable image, but when you visit the website
that it links to, there might be content that you
won’t want to be associated with. Make sure to
research the source before pinning to your board.

Pin images with subject matter and descriptions
appropriate to your patrons—their experience with
you online should be the same as when they walk in
your door.

Be sure to have all your team members review
Pinterest’s policies on:

e Pin Etiquette
e Terms & Privacy

e Copyright & Trademark
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Pinterest: Create a Pinterest Account

(pmtepeéi English ~  About v Login
Categories ~- Everything - Popular - Gifts ~ - 30 Days of Pinspiration Help
Pin It Button
Pinterest is an online pinboard. 5 A
Create an Account Organize and share things you love. i Lagin

Careers

Go to http://pinterest.com and
hover over the “About” button,
then click “For Businesses.” If
you have an existing personal
Pinterest account you will be
directed to convert it to a
business account. Otherwise
click the link to join as a
business. Pinteredl

| FiRepin || ¥ Like W WComment

Terms of Service

:i.‘.“-‘ '..\, dn W w
M EIT R
&' Gk oagh L

Privacy Policy
{ Copyright

- Trademark

Upload an image (preferably your logo or an icon
that represents your library or organization) and We want to help your business
fill out all form fields.

Upon submission of the form, you will receive a
confirmation message at the email address you
used to set up the account. This message confirms 48 Tllyourstory
that you are the rightful owner of the email. It et Create Business Account s
will also be the address that all notifications from

Pinterest will be sent to. Click on the link in the

message to complete the sign-up process.

New to Pinterest? Join as a business.

Pinterest

Frsthame || LastName

[ Emal Address.

Password | Passwora RR—

Best Practice: Make sure that you enter an

email address that will be accessible to those SHGIEL G )
authorized to manage your Pinterest page. Do 2 ( Eer et e
not use a personal email address. amo et cony Usaramo
s e
. . Place
Once your account is created, you must select five Your Logo

Here

boards of other Pinterest users to follow before
you can start creating boards and pinning. The
Pins from these boards will be displayed on your oo e cesroon for oo et
Pinterest home page. From the categories listed on ‘

the left side of the page, click on one or more that
correlate with your pre-planned board categories.
Then choose a board/s to follow.

Website | Enter your wesite adaress

AGREEMENT

o [ Tank you for using Pinterestt =)

Note: You can select five boards in the same :
category or from different categaries. ‘

1. Using Pinterest

d Privacy Policy

0 =
4/

Follow 5 boards to get started / Follow 5 boards to get started =

Animals Animals |

o R il o

At ant

Gars & Motorcycies Cars & Motorcycles
Golabrites A SO P 3 5 Celebrits:

DIY &Crafts. " - - DIY & Crafts vt

Des

Eaaton [ Wity i Pctures

i ke L] i, Bocka )

s ok Fooda ok H wE' f Emm
cariaring Gartoning \

oo ek

G- iy

oms Q/ et — =
ity oot S
okirs N Hokdrs  Evers \ [N

Home Decor Home Decor m ﬁ

Humor Humor b =

Musratons Pomers ia—

K K — =

Man's Fastion Men's Fashion
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Pinterest: Managing Pin Boards

Getting Started

Once your account is set up, you’ll be directed to
a “Get Started” page where you can create boards
and start pinning. You also have the option of
adding code to your website to start driving traffic
to your Pinterest page.

Create Your Boards

There are multiple ways to create a board:

» From your “Get Started” page, click the
“Create a Board” button, enter the title of
the board, choose a category, then click
“Create Board.”

Click the “Add +” button on the top
right of the toolbar. Then click “"Create

ﬁ Verify Website

Add . About .

Pinterest

The Search Foundation

About descriptive text

/\

A\

]0.4 +m | [+ ][+

GetStarted | OBoards  OPms  Olkes  Actiiy Edit Profile

Get started with your new business account!

o

Verify your website

»

Start pinning

|

Create new boards

Installthe Pin It Bookmarklet to
start pinning! The Bookmarklet
lets you easily pin an image from
any website and add it o one of
Your boards.

Allow users to ses your full web.
site URL on your profile and in
Search resuls.

Use boards to share your values,
feature new content and inspire
your fans.

Add Bookmarklet

dismiss dismise dismiss

Create a Board

To leam more, visit business.pinterest.com

“ The Search Foundation ~

Following

- Shahab Ghanavati
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Drive traffic back

Make it easy for peopleto pin
from your website to Pinterest
‘This helps other users find your
content,

Pt || 111

Add Pin It Button

diamiss

a Board.” Enter the title of the board,
choose a category, then click "Create
Board.”

Click on the “"Boards” link in the status
bar located under your name and logo.
From your Boards Page, hover over an

empty container and click the “Create
a Board” button. Enter the title of the
board, choose a category, then click
“Create Board.”

Once you have all of your boards created, start
pinning images to them. Be sure to have at least
one image for each board.

As your Pinterest page evolves, you may find
images that spark ideas for new board categories.

@ Secret Boards

Q oo O yﬂ +  About, i The Search Foundation *
) oo

= The Search Foundation a

RO
o dcipive
] H mart boudestein
: @ [[om][+»][+ Fq dubbu

onsand | O | opre oo fosty [k o .

To create a new board while you are pinning, enter
the name of the new board in the field provided
and click the “Create” button.

Pinterest

Following - Categories ~- Everything - Popular - Gifts ~

dd +
- 30 Days of Pinspiration L3

/

Note: You have the option of creating up to
three secret boards that will not show up on
your page or anywhere else on Pinterest. You
might use a secret board to collaborate with
collegues.

Pinning to a Board

There are three ways that you can pin images to
your boards:

¢ Upload images from your computer.

Add

Pin images from any website as you browse the web

the “Pin It" button.

Type in the exact URL of a Web page where the
image is located.

Use the “Pin It” button installed on your
browser’s Bookmarks Bar.

&
Add a Pin Upload a Pin Create a Board
Upload a Pin &
(Choose File )

Upload Images

To upload images from your computer, click on the
“Add +” button on the top right of the toolbar.
Then click "Upload a Pin.” Navigate to the image
file, assign it a board, type in a description and
click the “Pin It” button.

Note: In order to link to a Facebook Event,
you must upload the image you used to create
your event, then manually enter the URL

link to the event. Pinterest’s automatic pin
ogptions cannat link directly to Facebook.

Prepared by GRA interactive

online
@ your library®

BROADBANDUSA

CCONNECTING AMERICA'S COMMUNITIES



http://libraries.idaho.gov/
http://lili.org
http://www.grainteractive.com/

Idaho | |
Commission
for Libraries

Pinterest: Managing Pin Boards

Type in the URL z

To pin an image by URL, click on the “Add +” Pinterest e
button on the top Tlght of the toolbar. Then click Following - Categories - - Everything - Popular - Gifts - - 30 Days of Pinspirati L3
“Add a Pin.” Go to the Web page with the image )

you want, copy the URL in the address bar of your

browser, then paste it into the “Add a Pin” field, Add
then click the “Find Images” button. A window will
open that shows a thumbnail of the image. Assign
it a board, type in a description and click the “Pin

It” button.

Add the "Pin It” Button to Your Browser

This option makes pinning quick and easy because
it does the majority of the work for you.

Pin images from any website as rowse the web with the “Pin It” button.

Add a Pin Upload a Pin Create a Board
To add the “Pin It” button to your browser,
simply go to the “"Goodies Page” at
http://pinterest.com/about/goodies and follow the
easy instructions. This page detects the browser Add a Pjn
that you are using (whether Internet Explorer, Y
Safari, etc.) and gives you specific installation [ hitp:/ /paste-the-URL-of~the-web-page-here.com | Find Images
information for your version. The entire process

takes only a few seconds.

Pip It «— Add this link to your Bookmarks Bar

Latest Headlines ~ Pin It

(’)M Add About ~ i The Search Foundation ~

. Following
/\ The Search Foundation A _
hahab Ghanavati

About descriptive text
" mart boudestein

] & [|+8 ||+ |[+0 gdubbu
3

To use, go to a Web
page that has an image

Latest Headiines

[ ey

you want to pin. Click

the “Pin It” button you
just installed on your - -

br_:)lwser. t?, \Atlin:ow ) R =N/ VI

WI Open a S OWS v-zmzmur»vsw:nurznww// 3

thumbnails of the images exceence/ ‘ interactive

on the Web page. Select | 10 ! &

the image you want to )
X > g Featured Project
pin, assign it a board, Hal Davis Jewelers
R R . This elegant e-commerce site
type in a description then for Hal Davis Jewelers reflects
the quality of their brand while
. wp: " complementing the luxury of the
click the “Pin It” button. G nes oo n
an easy-to-shop, easy-to- ‘ Create a Board ‘ Create
navigate space. Be sure to visit
their Diamond Store, you may
. Just find that perfect diamond! Hal Davis Jegffelers Website|
Best Practice: Be sure Cutew)

to give credit to the
source of your Pins.
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Repin, Like, Comment and Follow | |
To repin, like or comment on an image D Add About ~ .
that another Pinterest user has pinned, T [l e R

roll over the image and click on the
appropriate button that appears at the
top of the image.

F+Repin

W Comment -

To follow the board of the person who
pinned the photo, click on the image. A
window will open that shows a larger

version of the image — click on the

“Follow” button in the top right corner
of the page. You will also see other |
board options to follow located at the FrogTx - : Y nepin || $Liko

zayana José via Bonnie Blanton

bottom of the page. Ghocolate au Latt Art Prif Trler
W 1zayana José
There are a variety of places where ELT.;.Z " = B
you can find images to pin and boards
to follow. From
. your status t.)ar on ..
your Pinterest home page, click on
“Categories,” “"Everything” or “Popular”
links to find images of interest. Or
simply type a category name in the
“Search” field at the top left of the page. o
U
Add + About ¥ ... The Search Foundation v
Following - Categories - Everything - Popular - Gifts = - 30 Days of Pinspiration e,
Discover images to repin! IFnt:)res‘tll"lngesmns [ Forow |
O e migsyouiove, B Eﬂ SRR R Y
Animals Seeal Architecture See all Originally from Cool Vintage ... by Pinned via pinmarkiet from
Pl %&] o - < Py Diane Greenfield allposters.com
Vorull [ 9 . ol .
R 3 S 7 4 = o = g
sl W DalliZ4d | rafsss =gE@n
Art See all Cars & Motorcycles See all
Add Other Contributors to a Board Pinterest with Facebook and Twitter
You can allow others to contribute to a board by You can enhance your social media efforts by
going to the board and clicking the “Edit” button, publishing your activity to your Facebook Timeline
then typing in the name of the person you would and inviting friends to your Pinterest page. You
like to add. can also use Pinterest to post Tweets. There are
. also Apps that you can add to your Facebook Page
The people that you allow to contribute to a board PP Yo . Y . 9
- that integrates with Pinterest and Twitter.
must be Pinterest users and you must follow at
least one of their boards. Once you type his/her Before taking this approach, make sure that your
name in the field, potential matches will begin to library or organization is actively (and successfully)
load. Find the person you want, click their name maintaining all social media sites on a consistent
and then the “Add” button and save. basis first. This will help make a combined effort
. . . easier to manage, especially if you have staff on
Pinterest Navigation more than one social media team.

To navigate to the admin features of Pinterest,
roll over your name located in the top right corner
of the page and click on an option. To navigate to Pinterest Set-up:

your home page where the Pins of those boards http://youtu.be/Gi93JE8 1QONA
you follow are displayed, click on the Pinterest
logo at top of the page.

¥ ’

¥ \
Pinterest Add +  About > i TheSearch Foundation ~ |

How-To Videos

Pinterest”Pin It” Button Overview:
http://youtu.be/kAmjT3MtoJQ
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