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Introduction

You may have heard about Facebook through a friend or on the news. With more
than 500 million users, it�s hard to ignore the talk about it. If you�re ready to see
what this social networking site is all about, but not sure where to begin, this book
is for you.

The pages ahead are designed to quickly get you up to speed on Facebook. Plus,
the companion online videos, podcasts (audio), and additional web content ensure
you�ll have the most up-to-date training given Facebook�s changes.

So if you�re ready, turn to Chapter 1, �An Introduction to Facebook,� for a Facebook
tour, or to the chapter of your choice, to get started.

Welcome to Facebook!

Who Is This Book For?
This book is for anyone who wants to use Facebook to

� Painlessly set up a Facebook account and add a profile picture

� Find people you�ve lost track of

� Communicate through messages, chats, and status updates

� Publish photos and videos

� Safeguard your personal information online

� Get mobile access to Facebook

� Attend or host an event

� Buy and sell items, browse for roommates, or find a job

� Promote your business, band, or brand

� Work with Facebook�s applications
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Using This Book
This book allows you to customize your own learning experience. The step-by-step
instructions in the book give you a solid foundation in using Facebook, while rich
and varied online content, including video tutorials and audio sidebars, provide the
following:

� Demonstrations of step-by-step tasks covered in the book

� Additional tips or information on a topic

� Practical advice and suggestions

� Direction for more advanced tasks not covered in the book

Here�s a quick look at a few structural features designed to help you get the most
out of this book:

� Chapter roadmaps: At the beginning of each chapter is a list of the top-level
topics addressed in that chapter. This list enables you to quickly see the infor-
mation the chapter contains.

Notes provide additional commentary or explanation that doesn�t fit neatly
into the surrounding text. Notes give detailed explanations of how something
works, alternative ways of performing a task, and other tidbits to get you on
your way.

� Cross-references: Many topics are connected to other topics in various ways.
Cross-references help you link related information together, no matter where
that information appears in the book. When another section is related to one
you are reading, a cross-reference directs you to a specific page in the book
on which you can find the related information.

LET ME TRY IT tasks are presented in a step-by-step sequence so you can
easily follow along.

SHOW ME video walks through tasks you�ve just got to see�including
bonus advanced techniques.

TELL ME MORE audio delivers practical insights straight from the experts.
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1
An Introduction to Facebook

This chapter describes what Facebook is, what it
offers, and how its site pages are laid out.

Facebook is a huge, online community. If you�re familiar with the college �face-
book� given at the beginning of a year so that you get to know your classmates,
then you can imagine that facebook online. In a paper facebook, you see photos
and biographies of your classmates. On Facebook, you see your friend�s latest
photos and videos with, at times, an extensive biography. You can write notes in
your print facebook, but if you write notes on your friend�s Facebook Wall, they 
and sometimes their friends will reply!

Facebook goes beyond the paper facebook by providing online tools for you to
connect with virtually anyone on the site. You can look up old friends, chat and
email with others, find and RVSP for events, shop for items, and find jobs. You can
even connect to Facebook using your iPhone or another compatible mobile device.

Facebook also caters to business interests. Companies, bands, and celebrities
promote on Facebook.

Finally, Facebook is well known for rapid changes. These updates, meant to keep
Facebook fresh, useful, and competitive, sometimes result in frustration and con-
fusion for both beginners and experts.

That�s where this book comes in. It was written in early 2011 to help you get up to
speed�and stay up to date through our updated online content�on one of the
most popular yet constantly changing sites on the web.

Welcome to Facebook!

The Facebook Phenomenon
One way to describe the Facebook phenomenon is through people describing the
valuable social connections made through the site:

�I left right after I graduated and haven�t been back to my home state over the
years. I often wondered what my classmates were up to, who was doing what,
how does so and so look. How I wished I could hook back up with them. I got on
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FB and have reconnected with my classmates, and it feels so good that FB
allowed me to reconnect with people I spent the better part of my years growing
up with. THANKS FB.�
�My daughter died in a car crash two years ago. The day after she died a friend of
hers set up a page in her memory. It helped us in our grief, and it was nice to be
able to look at all the comments, memories, and photos that her friends posted.
We even found out things about her personality that we didn�t know before.�
�When the earthquake destroyed part of the country, our girls were saved and
taken to safety by a complete stranger who I found on Facebook. These girls were
missing for over a month. I had no contact in that city and went to work making
connections on Facebook with people around the world who were working there.
I sent photos via Facebook, and I got a call saying the girls were found. They were
sick, alone, hungry but ALIVE!�
�From Facebook Stories

You may have heard about Facebook starting as a site used by US college students.
They would browse an online facebook or published biography with pictures of the
student body to read about and contact each other.

Now, Facebook is a virtual world that�s grown to hundreds of millions of users.
Facebook Stories show one side of why people continue to use its network�for
fun and potentially meaningful connections with like-minded people.

People are bringing parts of their lives online by connecting and sharing with fam-
ily, friends, loved ones, and those with similar interests, businesses, or causes.
Within this community, there are probably several potentially meaningful and valu-
able connections for you.

Of course, posting details of your life online can have a downside. Privacy is a con-
cern for many people on Facebook. Chapter 6, �Safeguarding Your Information on
Facebook,� covers how to protect your Facebook information so it�s not misused.

However, if you can�t wait to sign up, you can get started immediately by reading
Chapter 2, �Setting Up Your Facebook Account and Profile.�

Facebook caters to personal and business interests. People use the website to keep
in touch with friends and family, join groups, post pictures and videos, share music,
chat, create events, submit comments to their profile from their mobile device,
shop for goods, play games, develop applications, promote charities, and find jobs.

Despite all of these choices, the central theme for Facebook is finding and main-
taining valuable social relationships. Here�s a final Facebook Story with a perspec-
tive on the Facebook phenomena:
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Figure 1.1 A Home page on Facebook.

�When I was child, I made friends by becoming �pen pals.� I�d write a letter, lick a
stamp, and then wait for a reply. Sometimes another person would respond in
place of who I wrote to! Now, I don�t have to wait (and I know who�s responding). I
connect with from friends all over the world. Facebook has opened a whole new
world to me as an author�the wonderful world of writers. Thanks, Facebook!�

A Tour of Facebook
Facebook uses a simple layout. After you have signed up (see Chapter 2), your
Home page will begin to reflect your online interactions (see Figure 1.1). This page
presents requests for you to consider, such as requests to �friend� someone, and
lists your friends� activities in the News Feed.

Starting at the top of the page, you see Facebook�s familiar blue banner pretty
much wherever you explore to on the site. You use the Home option to navigate
back to your Home page and Profile to see how your profile looks to others. The
Find Friends option helps you find people you may know on the site, and Account
accesses settings such as privacy. You can search the entire site using keywords in
the Search box. Keep in mind Facebook rolls out changes in stages so you might
not see exactly as it�s mentioned here.



Figure 1.2 A Profile page on Facebook.

Along the left side are more options to view Messages or emails, scheduled Events,
and information about your Friends. At the bottom, you see which friends are
online to Chat.

Your Profile page is where you present yourself to everyone else on Facebook (see
Figure 1.2). Your comments, photos, videos, and other digital interactions are cap-
tured here for your friends, family, significant other, business colleagues, and others
depending on your privacy options.

C h a p t e r  1 | An I ntroduc t ion to  Facebook8

In addition to the Home page options, you can share comments using your Wall,
change your Info such as your birthday, and share Photos.

What Does Facebook Offer?

TELL ME MORE Media 1.1�What You Can Do with Facebook
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Given Facebook is about social relationships, the site offers an extraordinary num-
ber of ways to connect with others.
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Facebook is always adding more features, but here are some of the more popular
ones:

� Find your friends�Probably the most often mentioned feature is the ability
to locate and stay in touch with your friends, family, and loved ones no mat-
ter where they live. Yes, they can find you also. So, it�s best to have your best
foot or profile forward. Chapters 2, �Setting Up Your Facebook Account and
Profile,� and 3, �Finding and Adding Friends,� help you set up a profile and
locate your friends.

� Make new friends and join groups�Did I mention Facebook has hundreds
of millions of users across the world? The chances are high to bump into and
befriend someone or join a group that has similar interests as yours. There�s a
Facebook story of two people, with the same first and last name, who met on
Facebook and later married! So even if you�re not looking for an identically
named life partner, you can read Chapters 3, �Finding and Adding Friends,�
and 10, �Joining and Creating Groups,� to explore the rich opportunities to
connect.

� Find something to do�You can search every public event on Facebook or
narrow the results to the events your friends plan to attend. If you want to
host your own get-together, Facebook only needs a few lines of information
to advertise a public or private event of any size. The site also helps you man-
age the RVSPs. Chapter 11, �Joining and Creating Events,� walks you through
the details of events.

� Express yourself (or your company, brand, or band)�You can tell the
Facebook community all about yourself through various digital vehicles
including emails, posts, blogs, photos, videos, fan pages, virtual gifts, events,
game playing outcomes, using your mobile device, and Facebook applica-
tions. Several chapters in the book get you started.

� Peer into your children�s or significant other�s life�If they are avid users,
you can see a lot about who they are and how they represent themselves. Be
warned that Facebook can be addicting. A family member of mine recently
joined Facebook to connect with her daughter who spends a fair amount of
time online. However, in a surreal turn of events, the daughter had to tell her
mother that she had been on Facebook too long and to come to dinner. If
you are concerned about what people can see you about you, Chapter 6,
�Safeguarding Your Information on Facebook,� can help you fine-tune the
information that�s publically available.

� Shop for products or find an employment recruiter�This is not as popular
as the previous features, but it is growing. Facebook assumes you can make
better purchasing decisions if you can read the seller�s profile and see his
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friends. The same logic applies if you are looking for someone to represent
you during your job hunt. You can find out more by reading Chapters 12,
�Buying and Selling with Facebook Marketplace,� and 14, �Making Business
Connections on Facebook.�

Hopefully this overview of Facebook�s layout and popular features has sparked
your curiosity to see more. You can get started by reading Chapter 2. If you already
have a Facebook account and profile, you can read other chapters to learn how to
get what you want from Facebook.



2
Setting Up Your Facebook Account
and Profile

This chapter shows you everything you need to get
started on Facebook including starting and
personalizing your Facebook profile and updating
your private account information.

Joining Facebook
Facebook�s requirements to join are straightforward. You have to be at least 13
years old and have a working email address. That�s it. As for cost, Facebook is free.

Facebook first asks you to create an account and then a profile. Your account stores
private information such as your password. Your profile shares all the information
you want to publicize.

It�s best to be completely truthful when you describe yourself during the steps to
create your account and profile. If Facebook�s thorough checking of your account
doesn�t reject the name �Superman,� chances are your colleagues and old class-
mates on Facebook may reject communications from nicknames they don�t recog-
nize. You can always add details to your profile later.

Signing Up
Given you meet Facebook�s easy criteria, your first step is register for a Facebook
account. If you�re not a Facebook user, you need an account to log in.

The sign-up process has two parts. First, you provide basic information to obtain an
ID and password. This first part is mandatory. The second part involves finding oth-
ers you may know on Facebook and the option to post your photo. The second
part is optional and can be filled in later.

If Facebook�s sign-up steps don�t match what you see in the next section, check out
this book�s online screencasts. These are revised whenever Facebook rolls out a
major update.
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Figure 2.1 Facebook�s sign-up form to get an account.

LET ME TRY IT

Sign Up for a Facebook Account
When you sign up for Facebook, you need to complete all the fields on Facebook�s
sign-up form. Follow these steps to sign up for an account:

1. In your web browser, type www.facebook.com. The sign-up form displays
(see Figure 2.1).

If you�re a Windows user, you can use Internet Explorer. If you�re using a Mac, use
Safari.

2. In the First Name and Last Name fields, type your first name and last name.

Do not use nicknames. You can change your name, for example, from a married
to a maiden name later to make it easier for people to find you.

3. In the Your Email field, provide a working email address. Facebook will
email you at this address to confirm and fully activate your account.
Repeat your email address in the Re-enter Email field.

4. In the New Password field, choose a password that is six characters or
longer.

5. In the I am field, select your gender.

www.facebook.com
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Figure 2.2 Skip the Getting Started screen to find your friends on Facebook using your
email address.

6. For the Birthday field, select the Month, Day, and Year from the drop-down
lists. Again, you need to be at least 13 years old to join.

7. If you�re satisfied with the information you�ve typed, click Sign Up.

8. When you see the Security Check screen, type the words that are dis-
played. Currently, the security check is not case sensitive. Typing �Aspen� or
�aspen� registers as the same word.

9. When you�re satisfied with security word(s) and agree to Facebook�s Terms
of Use and Privacy Policy, click Sign Up.

Did you really read the fine print when signing up? Most people don�t, but
you�re encouraged to do so. The Privacy policy describes how Facebook might
use your personal information and provides a helpful summary. Facebook�s
Terms of Service, also called Rights and Responsibilities, goes over the do�s and
dont�s to keep your profile from being suspended. You can read more by search-
ing in Help located in the lower-right corner of most Facebook screens.

10. Select skip this step if you see one of these Getting Started screens (see
Figure 2.2 or Figure 2.3). If you don�t see either screen, go to step 11.
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Figure 2.3 Skip the Getting Started screen where Facebook shows a potential friend.

Figure 2.4 Facebook emailed a confirmation link.

Figure 2.5 Facebook confirmed your account.

11. If you do not see a Getting Started screen, you will see a note from Facebook
asking you to confirm your email address. Open your email program as you
normally do, open the email from Facebook, and click on the confirmation
link (see Figure 2.4). You may also receive a confirmation code through email
that you�ll enter into Facebook. Either way, you�ll officially confirm your
account (see Figure 2.5).

Congratulations! You can now tell friends and family you�ve joined Facebook! If you
log out now, you can log back in with your account information, which is your
email and Facebook password. Let�s discuss completing the sign-up process.
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Figure 2.6 To log in, type in your email and Facebook password, and click Login.

Figure 2.7 Skip the step to find friends using your prior education and employers.

LET ME TRY IT

Complete the Registration Process
After you complete the final steps in registration, you are asked to search for
friends on Facebook and post a photo of yourself. These getting started steps are
optional. You can certainly provide all requested information on the spot, but we
are choosing to skip these steps instead. You can complete them later.

1. If you aren�t already signed into Facebook, log in now. To do so, type www.
facebook.com into your web browser, fill in your email and Facebook
password, and click Login (see Figure 2.6).

2. In the next screen, Facebook might display someone you already know
(see Figure 2.3). For now, select Skip This Step to take no action. You can
add them as a friend later by reading Chapter 3, �Finding and Adding
Friends.� We are skipping this step to complete registration.

3. When asked to find your friends by searching your email account, select
Skip This Step to take no action (see Figure 2.2). We search for friends in
Chapter 3.

4. When asked to provide schooling and work information, select Skip to
take no action (see Figure 2.7). You will add these later.

www.facebook.com
www.facebook.com
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Figure 2.8 Skip the step to send your digital photo to Facebook.

5. When asked to provide your picture, select Skip to take no action (see
Figure 2.8). You will add it later.

You�ve completed the registration process. Now, you can begin exploring Facebook
and adding to your profile.

Personalizing Your Profile
Assuming you�ve signed up and finished registration, you have the freedom to
experience everything Facebook has to offer. You should start adding to your
newly created profile.

TELL ME MORE Media 2.1�Personalizing Your Profile
Access this audio recording through your registered Web Edition at
my.safaribooksonline.com/9780132117029/media.

A profile is a collection of information about you. This includes what you enjoy in
your free time, your relationship status, and who your friends are. Your Facebook
friends and members of a verified network, such as your school or work, can see
these details unless you exclude them. You can read about how to exclude some
Facebook users in Chapter 6, �Safeguarding Your Information on Facebook.�

To build out your profile, consider the following:

� What are you looking for from Facebook?�Do you want a profile to con-
nect with friends and family, find a job, or promote a cause? You get the best
results when you know what you want.
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� What�s your comfort level for privacy?�You can hide personal information
while still making it easy for others to find and connect with you. For exam-
ple, you can limit who can see you in Facebook search results to just friends
or friends of friends.

Do you want to represent a band, product, non-profit organization, or celebrity
status? A Facebook �page� might be a better approach than a profile. On the
Facebook Sign Up form, click Create a Page for a Celebrity, Band, or Business and
select Click Here to sign up. You can learn more about using Facebook for busi-
ness purposes in Chapter 14, �Making Business Connections on Facebook.�

You now have a good blueprint to put together your profile. Here�s a list of all pro-
file sections. Each of these is optional to complete, but you�ll find some are pretty
useful in the long run if you take the time to them fill out.

Keep in mind that Facebook summarizes all the following information, including
contact information such as your street address, on your profile�s main page.

� Your Profile Picture�A picture of yourself so others recognize it�s you.

� Tagged Photos�Under your name, Facebook shows a row of the five most
recent photos you were identified or tagged in. Tagging is useful to find you
in a group photo. In this chapter, we�ll just work with your profile picture, so if
you want to change your tagged photo list or albums, you can find out how
by reading Chapter 7, �Publishing Photos.�

� Basic Information�This section asks for general information such as your
gender, birthday, and current city. This is also where you�ll find the box called
�About Me� which asks for a few sentences about yourself.

� Featured People�This is the relationship section where you describe your
relationship status, such as married, and link to your significant other�s profile.
You can also list immediate family members and link to their profiles. Your
Facebook friends are found here to categorize into groups, called friend lists,
for activities such as hiking and to �feature� specific friends in your profile
page. Finally, there�s a Friendship Page which is a like a profile and shows
shared content between two people. You�ll see your mutual friends, common
things you like, comments made to each other, mutual events, and more. You
can read more about this in Chapter 5, �Keeping Up to Date with Your
Friends.�

� Education and Work�Your academic and career information, plus the
names of people who worked or attended class with you, can be listed here.
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� Banner�A banner appears under your name and summarizes certain fields
from the basic information, education and work history, and featured people
categories.

� Philosophy�Your religious and political views, people you find inspirational,
and your favorite quotations can be added here.

� Arts and Entertainment�Want to share your favorite music, book, movie,
or TV show? You can by capture that information here.

� Sports�This has fields for the sports you play, your favorite teams, and your
favorite athletes.

� Activities and Interests�This section broadly captures your hobbies and
interests.

� Contact Information�You can provide your electronic�email, Instant Mes-
senger (IM), and websites associated with you�and physical�phone and
street address�means to find you.

It is recommended that you wait to fill out the Contact Information section
unless you are familiar with Facebook�s privacy options. Despite Facebook�s
updates to privacy, some settings default to the least restrictive. This means
everyone on the Internet can see this information in your profile.

Because friends and family typically know how to reach you, your Facebook
experience isn�t diminished by leaving this blank. However, you�re free to com-
plete this section and restrict who can see it using Facebook�s privacy controls
described briefly in this chapter and in more detail in Chapter 6.

As mentioned before, it�s optional for you to complete these suggested sections. If
you choose not to, you will have a bare-bones profile with workable functionality.
However, to connect with others and see what Facebook is all about, it�s suggested
you post information to your profile that you are comfortable sharing. You are free
to restrict the right to view profile information, except for the following: your name,
gender, profile photo, networks, and username. These are always set for Everyone
on the Internet to view. Facebook does this so friends can find and recognize it�s
really you. Now, some of these options are visible in an indirect way. For example, if
you choose to hide your gender when others view your profile, no one will see it
when they directly view your profile. However, Facebook can indirectly present
your gender through actions such as profile changes. As an example, �Kent added
State University to his education� may display even if your gender is hidden.

After joining Facebook and filling in your profile, it�s not uncommon to get deluged
with Friend requests. You may hear from work colleagues, old classmates, and
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Figure 2.9 Select Profile to go to your Profile page.

friends of friends. You can refer to Chapter 3 to handle requests if they start
pouring in.

Now that you have an idea of the sections you want to fill out, simply go through
the steps in the following sections to do so.

Add a Profile Picture
Though adding a picture to your profile is optional, most people do. You need a
digital photo or a built-in camera on your computer. You should use a portrait pic-
ture so people recognize you. If you decide to instead to use a family or other simi-
lar group shot, be sure it�s easy for others to find you in the group. Also, your profile
photo defaults to viewable by everyone on the Internet. This ensures people recog-
nize you, so choose your photo with this wide audience in mind.

SHOW ME Media 2.2�Add a Profile Photo
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Add a Profile Picture
The following steps show you how to add a photo to your profile from your com-
puter�s drive:

1. If needed, log in to Facebook. To log in, type www.facebook.com into
your web browser, fill in your email address and Facebook password, and
click Login.

2. Select Profile in the upper right (see Figure 2.9).

3. Select Edit Profile in the upper right (see Figure 2.10).

4. Select Profile Picture in the upper left (see Figure 2.11).

www.facebook.com
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Figure 2.10 Select Edit Profile to bring up the Profile menu.

Figure 2.11 Select Profile Picture from the menu on the left.

Figure 2.12 Select Browse to open a window to choose the file containing your profile
picture.

5. To open a new window to find and choose your photo file, select Browse
(see Figure 2.12).
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Figure 2.13 Double-click your photo file to send it to Facebook.

Your photo file must be 4 megabytes (MB) in size or smaller. It also cannot vio-
late the Terms of Service. This means your photo cannot be illegal, such as copy-
righted, or considered immoral by Facebook.

6. After you locate your photo file, double-click the file or select Open to
send it to Facebook (see Figure 2.13).

7. If your photo doesn�t display, you might need to refresh your Internet
browser.

8. To see your changes on the profile page, select View My Profile (see
Figure 2.14).

Add Basic Information
The Basic Information category asks for fairly basic information. As with all profile
categories, none of the fields are mandatory. Because a summary of this informa-
tion appears on your profile page so friends recognize you, you might want to start
with entering your current city and updating how your birthday is displayed.

SHOW ME Media 2.3�Add Basic Information
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.
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Figure 2.14 Select View My Profile to view your profile with your changes.

Figure 2.15 Select Profile to go to your Profile page.

LET ME TRY IT

Add Basic Information
The following steps show you how to complete the Basic Information section of
your profile. It�s a quick way to provide introductory information about you.

1. Assuming you are logged in, select Profile from the blue menu bar in the
upper right (see Figure 2.15).

2. Select Edit Profile in the upper right (see Figure 2.16). The screen defaults
to the Basic Information category.

3. When you start typing in a field, Facebook may suggest potential matches.
Select one of them to use it in your profile (see Figure 2.17).

4. Complete as many fields you want using the following list as a guide:
� Current City�The city you live in. This helps friends find you and for you

to find events on Facebook near you.
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Figure 2.16 Select Edit Profile to bring up the Profile menu.

Figure 2.17 Suggested names for Current City.

Figure 2.18 Change how your birthday displays on the profile page using the drop-down
menu.

� Hometown�Your birth city or the city where you grew up.
� Gender�With this selected, Facebook personalizes your comments with

�John changed his Quotations� instead of �John changed their Quota-
tions.�You can hide if you�re male or female by unchecking the box titled
Show My Sex in My Profile.

� Birthday�With this typed in, Friends get notified of your birthday. You
can change how your birthday displays on your profile page by using the
drop-down menu next to the field (see Figure 2.18).

� Interested In: Women/Men�This field can have different interpreta-
tions to the Facebook community. For some, this may mean an innocent
interest for a friendship or platonic activity, but to others, it can describe
sexual orientation. With that mind, you can choose none, one, or both
options.

� Languages�To add multiple entries, type the language and select it
from the list.

� About Me�This box usually contains a brief description of who you are,
what you do, and maybe a personal motto. If you are typing in your first
draft, don�t stress over perfection. You can add some detail now and
refine it later.
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Figure 2.19 Select Save Changes when you have filled in your desired Basic Information
fields.

5. Click Save Changes at the bottom of the screen when you have filled in your
desired fields (see Figure 2.19).

Add Featured People
The Featured People category captures your relationship status and family tree. All
fields are optional to fill out, but you might find it worthwhile to add some infor-
mation as it makes it easier to stay in touch and even organize get-togethers. Any
filled-in information is summarized on your profile page.

SHOW ME Media 2.4�Add Featured People
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Add Featured People
These steps show you how to link to your friends and family online. They also show
you how to organize your friends into lists.
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Figure 2.20 Select Featured People from the menu on the left.

Figure 2.21 Choose your relationship status from the menu.

1. Assuming you have logged in, select Profile from the blue menu bar in the
upper right.

2. Select the Edit Profile button in the upper right, under the menu bar.

3. Select Featured People from menu on the left (see Figure 2.20).

4. Complete as many fields you want using the following list as a guide:
� Relationship Status�Select your status from the drop-down menu (see

Figure 2.21). Keep in mind, some choices can have several meanings to
the Facebook community�for example, It�s Complicated and In an Open
Relationship. If you are in a relationship with someone else, you can link
to that person�s profile by typing his or her name in the With field. He or
she needs a Facebook account, must be a friend, and needs to accept
your request to be in a relationship (see Figure 2.22).
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Figure 2.22 Link to your significant other�s profile.

Figure 2.23 Link to a family member�s profile or add another family member.

� Family�You can list a family member name and link to his or her profile
by typing his or her name and selecting the relationship�for example,
son. The family member needs a Facebook account, must be a friend, and
needs to accept your request (see Figure 2.23). Add additional family
members by selecting Add Another Family Member below family name
field and repeat this step.

� Featured Friends�You can call out certain friends (best man, hiking
buddies) or family members (The Smiths) by using a friend list. Facebook
friends are automatically added to a friend list called Friends and linked
family members are automatically made part of a friend list called Family.
When you feature a friend list, it appears on the left side of your profile. A
friend list is useful to organize groups of friends, allow other friends to
understand what makes this group of friends special, and customize pri-
vacy. For example, you can set privacy settings for family vacation photos
so only those in the �Family� friend list can view it. The next four steps
apply to Featured Friends.

5. To create and feature a new friend list, select Create New List (see
Figure 2.24).

6. Type in a new list name, choose your friends, and select Create List to save
it (see Figure 2.25).
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Figure 2.24 Select create new list to create a friend list.

Figure 2.25 Select Create List to save your friend list.

Figure 2.26 Select Add an Existing List or Group to feature an existing friend list.

7. To feature an existing friend list, select Add an Existing List or Group (see
Figure 2.26).
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Figure 2.27 Select the existing friend list or group you want to feature and then 
select Add.

Figure 2.28 Select Save Changes when you have filled in your desired Featured
Relationship fields.

8. Select the desired friend list and then select Add (see Figure 2.27).

A friend or group list must have least one member to be featured. To add mem-
bers, select Account from the blue menu bar in the upper right and then Edit
Friends.

9. Click Save Changes at the bottom of the screen when you have filled in your
desired fields (see Figure 2.28).
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Add Education and Work Information
The Education and Work Information category not only captures where you
worked or went to school but also the names of who you worked or went to class
with. As with all profile categories, filling this out is optional. However, if you take
the time to type in entries, it becomes easier for your former classmates and col-
leagues to find you, and the information will be summarized on your profile page.

SHOW ME Media 2.5�Add Education and Work
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Add Education and Work Information
The following directions show how to add education and work information to your
profile. If you your colleagues or classmates are also Facebook friends, these steps
show how to link to their profiles.

1. Assuming you have logged in, select Profile from the blue menu bar in the
upper right.

2. Select the Edit Profile button in the upper right, under the menu bar.

3. Select Education and Work from menu on the left (see Figure 2.29).

4. To add work information, type a company name in the Employer field and
fill in as many of these additional fields as you want to create a job entry:

� Position, City/Town, Time Period�Type the position you held, the city
where it was located, and the time period you held it. If you uncheck I
Currently Work Here, you can fill out the date you left this employer.

� With�Type the name of a coworker who�s a Facebook friend.
� Description�You can type that the job was an internship or some other

information that would be useful to others to identify this.

5. To save your job information, select Add Job (see Figure 2.30).
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Figure 2.30 Select Add Job to save your entry.

Figure 2.29 Select Education and Work from the menu on the left.

6. To add a project within a job, select Add a Project (see Figure 2.31). Fill in
as many of these optional fields as you want to create a project entry:

� Project, Time Period�Type the project name and the beginning to end-
ing dates you worked on it. If you check I Am Currently on This Project,
you only need to complete the date you started on the project.

� With�Type the name of a coworker who�s a Facebook friend.
� Description�You can type that the project position was an internship or

other additional details.

7. To save your job information, select Add Project (see Figure 2.32).
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Figure 2.31 Select Add a Project to add a project within a job.

Figure 2.32 Select Add Project to save your entry.

Figure 2.33 Select Add School to save your entry.

8. To add College/University information, type your school information, Face-
book friends who were classmates in the With field, your fields or majors in
the Concentration field, whether you attended for College/Graduate
School, and then select Add School to save (see Figure 2.33).
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Figure 2.34 Select Add a Class to add a class within a College or University entry.

Figure 2.35 Select Add Class to save your entry.

9. To add a class, select Add a Class under the College/University entry (see
Figure 2.34)

10. Type your class information in the Class field, Facebook friends who were
teachers or classmates in the With field, any additional information in the
Description field, and then select Add Class to save your entry (see
Figure 2.35).

11. To add High School information, follow step 8 by typing information into the
High School fields. To add High School class information, follow steps 9 and
10, typing information into the High School Class fields.

Add Philosophy Information
The philosophy category is for your religious beliefs, political views, inspirations,
and favorite quotations. If you joined Facebook to find others who share your
views, you can fill out those fields and make it easier to connect online. As with all
profile categories, any optional fields that are filled out are summarized on your
profile page.
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Figure 2.36 Select Philosophy from the menu on the left.

LET ME TRY IT

Add Philosophy
You can add information about your philosophy by following these steps. One sec-
tion, People Who Inspire You, displays a Facebook profile if it exists.

1. Assuming you have logged in, select Profile from the blue menu bar in the
upper right.

2. Select the Edit Profile button in the upper right, under the menu bar.

3. Select Philosophy from menu on the left (see Figure 2.36).

4. Complete as many fields as you want. You can add more entries to the People
Who Inspire You field by typing a new entry and then selecting a suggested
match. Click Save Changes at the bottom when you�re done (see Figure 2.37).

As you begin typing, Facebook suggests a match. The suggestions tie to the pro-
file field. For example, only political affiliations are suggested when you type in
the Political View field.
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Figure 2.37 Complete as many Philosophy fields as you want and then select Save
Changes.

Add Your Favorite Arts and Entertainment
In each of the Arts and Entertainment sections, you can list multiple choices. The
sections are favorite music type, book, movie, TV show, and game. Similar to
Philosophy fields, Facebook suggests matches based on the field and what you
type. For example, only books are suggested when you type titles in the Books
field. All the fields are optional to complete. A summary of your favorite selections
are presented on your profile page.

LET ME TRY IT

Add Arts and Entertainment
These steps demonstrate how to enter information into the Arts and Entertainment
section of your profile. Similar to other profile sections, you can link certain cate-
gories to existing Facebook profiles.

1. Assuming you have logged in, select Profile from the blue menu bar in the
upper right.

2. Select the Edit Profile button in the upper right, under the menu bar.

3. Select Arts and Entertainment from menu on the left (see Figure 2.38).

4. Complete as many fields you want (see Figure 2.39) and then click Save
Changes at the bottom when you�re done. You can add multiple entries by
typing a new entry and selecting a suggested match.
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Figure 2.38 Select Arts and Entertainment from the menu on the left.

Figure 2.39 Complete as many Arts and Entertainment fields as you want and then select
Save Changes.

Add Sports Information
You can list several of your favorite sports teams and favorite athletes. In the Sports
You Play field, you have the option to include friend�s profiles who play that sport
with you. It�s another way to connect on Facebook. As with other profile categories,
Facebook suggests matches based on the field name and what you type. For
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Figure 2.40 Select Sports from the menu on the left.

example, names are suggested when you type an athlete�s name in Favorite
Athletes. All fields in the Sports category are optional to fill out, but any you
choose to complete are summarized on your profile page.

LET ME TRY IT

Add Sports
This section section takes you through entering in your favorite sports to watch
and play. You can link your entries to Facebook profiles if they exist.

1. Assuming you have logged in, select Profile from the blue menu bar in the
upper right.

2. Select the Edit Profile button in the upper right, under the menu bar.

3. Select Sports from menu on the left (see Figure 2.40).

4. In the Sports You Play field, type the sport�s name. In the With field, type
the names of any Facebook friends who participate in the sport with you.
Select Add Sport to save your entry (see Figure 2.41).

5. In Favorite Teams and Favorite Athletes, type and select your entry. Select the
appropriate Save Changes button when you�re done (see Figure 2.42).
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Figure 2.41 Select Add Sport to save your entry.

Figure 2.42 Complete as many Sports fields as you want and then select Save Changes.

Add Activities and Interests
The Activities and Interests category is another way to connect to other Facebook
users. Activities are mainly pursuits with which you can list other Facebook friends
who enjoy that activity with you. Interests can be the same as Activities but are
mainly meant for individual pursuits because you can�t link them to another Face-
book friend. For example, you may hike as an activity with Jane but enjoy studying
the history of a hiking area as an interest. Facebook suggests matches based on the
field name and what you type. Both fields in this category are optional to fill out,
but any you choose to complete are summarized on your profile page.
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Figure 2.43 Select Activities and Interests from the menu on the left.

LET ME TRY IT

Add Activities and Interests
Follow these steps to capture your activities and interests on Facebook. It�s a fun
way to share your mutual interests and activities with others.

1. Assuming you have logged in, select Profile from the blue menu bar in the
upper right.

2. Select the Edit Profile button in the upper right, under the menu bar.

3. Select Activities and Interests from menu on the left (see Figure 2.43).

4. Complete as many fields you want. You can add multiple Interests and
Activities. Type your information and select a suggested match. For Activi-
ties, you can link one to a Facebook friend by typing and selecting the
friend�s name from the list (see Figure 2.44). Select Add Activity to save 
the entry.

5. When you are done entering your activities and interests, select Save
Changes at the bottom (see Figure 2.45).
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Figure 2.44 Type and select a friend�s name from the list to link him or her to an activity.

Figure 2.45 Complete as many Activities and Interests fields as you want and then select
Save Changes.

If you want to find a list of sites you �liked,� select Profile, Activities and Interests,
and then Show Other Pages at the bottom of the page (see Figure 2.45).

Add Contact Information
As mentioned earlier, be cautious and use common sense when providing your
contact information to a website with more than 500 million active users. Profile
information, through Facebook�s initially loose privacy settings or deliberate hack-
ing, does get released. All contact information fields are summarized on the profile
page. You can restrict what visitors see using privacy settings. To read more about
managing your privacy, see Chapter 6.
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Figure 2.46 Select Contact Information from the menu on the left.

LET ME TRY IT

Add Contact Information
This section guides you through the many fields in Contact Information. It also
covers how to add a Facebook Badge to your website.

1. Assuming you have logged in, select Profile from the blue menu bar in the
upper right.

2. Select the Edit Profile button in the upper right, under the menu bar.

3. Select Contact Information from menu on the left (see Figure 2.46).

4. Complete as many fields you want using the following list as a guide:
� Emails�Select Add/Remove Emails to add more addresses or change

your existing one. This controls the emails Facebook uses to contact you.
� IM Screen Names�Add your screen name for your favorite messaging

tool. Visitors to your profile see if you are connected through any of the
tools listed in the drop-down menu.

� Mobile, Other Phone�Enter your phone numbers and be sure to select
your country for the right international dialing code. This information is
optional and shows on your profile page, so use common sense if you
decide to post.
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Figure 2.47 Complete as many Contact Information fields as you want and then select
Save Changes.

� Address, City/Town, Zip, Neighborhood�Enter your physical or mailing
address if you are comfortable posting this optional information online. It
displays on your profile page depending on your privacy settings.

� Website�Add websites you want to show on your profile page. You
don�t need to include �http://.�You can add more than one site by sepa-
rating each one with commas (,) or semicolons (;) or by putting each site
address on a new line.

5. Select Save Changes when you�re done (see Figure 2.47).

Speaking of websites, you can add a Facebook Badge to one. A badge is a click-
able image composed of selected profile information, called items, and Face-
book�s logo. Some examples of items you can add to your badge are your profile
picture or a site you like. To create a badge, select the Add a Badge to Your Site
link at the bottom of your profile page. After you choose and configure the
badge you want, Facebook adds the badge if your site uses a supported plat-
form such as Blogger. You can also manually add the badge by copying a little
HTML code provided by Facebook to your site. As always, take precautions when
publicizing personal information in a badge to a website. For more information
and tips, see www.facebook.com/badges.

www.facebook.com/badges
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Managing and Downloading Your Account
Information

Your account information, called My Account, controls information considered pri-
vate and generally not part of your Facebook profile. This includes your password,
payment information, when you last logged in, and other items.

It�s recommended you change your privacy settings from the default of the least
restrictive permissions as it affects how some of your account information is
handled. This is not covered here, but you can read more about this in 
Chapter 6.

Let�s go through the tabs and see what they control:

� Settings�Use this to change your real name, username, email, security set-
tings such as password and security question, and privacy, and to set up
other accounts to log in (called Linked Accounts). You can also download
everything you ever posted on Facebook such as photos and phone numbers
as well as deactivate your account. We�ll dive into this tab later in this chapter.

� Networks�You can join a college, high school, workplace, or regional net-
work. After joining, you may find old classmates or new friends through com-
mon networks.

� Notifications�You can choose an email or mobile phone notification when-
ever something happens on Facebook that involves you. It�s an extensive list,
but some examples are whenever someone adds you as a friend, posts on
your wall, or invites you to an event.

� Mobile�To use your cell phone to interact with Facebook, you need to acti-
vate Facebook Mobile with this option. Once set up, you can update your sta-
tus and upload photos from your phone. You can read more about this in
Chapter 9, �Your Mobile Access to Facebook.�

� Language�You can change the primary language used on Facebook.

� Payments�Facebook Credits are the �currency� to pay for virtual gifts, play
games, and post Facebook Ads. You purchase Credits using your credit card
or a gift card. Use this setting to manage Credits and how you pay for them.

� Facebook Ads�You can control how Facebook uses your information to
show in ads and applications to your friends. For example, did you select
�like� for a sushi restaurant advertisement? If so, your friends may get that ad
with your name �liking� it. You can change your settings so your information
appears to friends only or to no one.
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Figure 2.48 Select Account, then Account Settings.

If you�d like to change options under the Settings tab, simply go through the steps
in the following section.

LET ME TRY IT

Change Your Settings under My Account
You can change the settings for your account by performing the following general
steps. These settings control information considered private by Facebook.

1. Assuming you have logged in, select Account and then Account Settings
from the blue menu bar in the upper right (see Figure 2.48).

2. Make the change you want by selecting one or more of the following settings
(see Figure 2.49):

� Name�You can change your real name.
� Username�You can create a friendly URL or Username as it�s called in

Facebook. It makes it easier for others to get to your profile. For example,
http://www.facebook.com/authorkentjoshi can replace
http://www.facebook.com/profile.php?id=1234.

� Email�You can change your email address that Facebook uses to con-
tact you.

� Password�You can change the password you use to login to Facebook.
� Linked Accounts�You can automatically log into Facebook whenever

you log into another linked account.

http://www.facebook.com/authorkentjoshi
http://www.facebook.com/profile.php?id=1234
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� Privacy�You can manage your privacy settings. These options control
information friends can use to find you on Facebook, who can see what
you share on Facebook, and how to block people and applications. To
learn more, see Chapter 6.

� Account Security�You can get an email or text message if an unregis-
tered PC or mobile device logs into your account. You can also see when
your account was last active. To learn more, see Chapters 6 and 9.

� Download Your Information�You can get a copy of everything you�ve
shared on Facebook including all correspondence with friends. This may
help if the only copy of a photo or phone number is on Facebook.

� Deactivate Account�You can temporarily disable your Profile and
remove your information from anything you�ve shared on Facebook. You
can reactivate it later and everything will be restored back to where you
left it. This is not the same as deleting your account, which purges it from
Facebook with no chance for recovery.

Figure 2.49 Select the link to the right of the setting you want to change.
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Finding and Adding Friends

This chapter helps you find and add friends, including
your email contacts, coworkers, and classmates.

Facebook makes it easy for you to find and add friends. You can add your email
contacts, coworkers, and classmates with the help of automated tools, search all
Facebook users for potential friends, and invite people who aren�t on Facebook yet
to join. Facebook even suggests potential friends for you, based on the data you
enter on the site and your existing friendships.

In this chapter, you explore the many ways to develop your Facebook network of
friends. You can also listen to tips on finding and adding friends and watch videos
that show you how to add your web email contacts as friends, add your coworkers
as friends, upload a contact file, and accept friend requests.

Finding and Adding Friends on Facebook
As a new Facebook user, the fastest way to grow your network is to add your real-
life friends as Facebook friends. Fortunately, Facebook simplifies the process of
finding and adding your existing email contacts, coworkers, and classmates. During
the initial sign-up process, Facebook prompts you to search for your friends. If you
completed this step, you should already have made some progress in building your
network. If you decided to skip this step, you can start the process now.

TELL ME MORE Media 3.1�Ways to Find and Add Friends on
Facebook
Access this audio recording through your registered Web Edition at
my.safaribooksonline.com/9780132117029/media.

Facebook offers a variety of ways to find and connect with your existing friends.
You can

� Enter your email address in the Search Your Email for Friends Already on Face-
book section on the Welcome to Facebook page. This page displays when
you log in to Facebook as a new user. If you�ve been using Facebook for a
while, you won�t see this page.
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� Click the Find Friends link in the upper-right corner of the Facebook screen to
open the Friends page where you can search for email contacts, coworkers,
and classmates.

� Review the options in the Find More Friends and Get Connected sections on
the right side of the Facebook page. The content in these sections is person-
alized based on your past experience with Facebook.

� On the left menu of your Home page, click the Friends link. Then, click the
Find Friends link that appears below it. This also opens the Friends page.

� Go to www.facebook.com/friends while logged in to Facebook. This opens
the Find Friends page, which is nearly identical to the Friends page.

� Review the people suggested in the People You May Know section on the
right side of the Facebook page. If you see someone you know, click the Add
as Friend link to send a friend request. You can also click the See All link to
view a longer list of people Facebook thinks you might know, based on an
analysis of your current friends and information you entered about your
employment and education.

Although having many options is a good thing, it can also lead to confusion. The
rest of this section provides step-by-step instructions on the most popular ways to
add friends.

Be aware that because the content Facebook displays on your page is dynamic
and personalized based on your previous activity on the site, all these options
might not be available to you or might appear in a different format. For exam-
ple, what you see as a new user might differ from the options available to a
long-time Facebook user who needs less help with the site.

Connecting with Your Web Email Contacts
One of the fastest ways to start building your Facebook network is to import your
web email contacts from email services such as Windows Live Hotmail, Yahoo! Mail,
Gmail, AOL, MSN, Sbcglobal.net, Verizon.net, Comcast, and others. You can also
import your Skype contacts.

If you use Microsoft Outlook, Mozilla Thunderbird, Apple Mail, or some other
desktop email application, see �Connecting with Your Desktop Email Contacts
on Facebook� later in this chapter for more information.

www.facebook.com/friends
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SHOW ME Media 3.2�Finding and Adding Web Email Contacts
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Find and Add Web Email Contacts on Facebook
To find and add your web email contacts, follow these steps:

1. In the upper-right corner of the Facebook page, click the Find Friends link.
Alternatively, click the Friends link on the left menu of the Home page and
then click Find Friends in the list of menu options that appears.

2. On the Friends page, click the Find Friends link to the right of the email
service you want to search, such as Windows Live Hotmail, Yahoo!, AOL,
Comcast, and so forth (see Figure 3.1). If your email service isn�t listed
(such as Gmail), click the Find Friends link to the right of the Other Email
Service section.

Figure 3.1 You can search for your email contacts with numerous email services.
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4. Click the Find Friends button.

5. Facebook prompts you to sign in to your email account and allow it access
to your contact data. The exact process varies by email service.

6. Facebook imports your email contacts and displays potential matches who
already have a Facebook account on the Friends page, shown in Figure 3.3.

Figure 3.2 Enter the required data so that Facebook can find and import your contacts.

Figure 3.3 View your matches on the Friends page.

Although Facebook works with most popular email services, it doesn�t work with
all services. If your system is incompatible, Facebook replaces the Password field
with the message: We can�t import contacts from this address yet. If this hap-
pens, you must create a contact file and import it, as described in �Connecting
with Your Desktop Email Contacts on Facebook� later in this chapter.

3. Enter the requested information, which varies by email service. For exam-
ple, Facebook could prompt you to enter a username, email address, pass-
word, and so forth (see Figure 3.2).
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If you send someone a friend request by mistake and want to cancel it, you can
do so on that person�s Facebook profile (search by name in the search box at the
top of the page). The Friend Request Sent box to the right of that person�s name
confirms that you sent a request. To cancel, click the Cancel Friend Request link
under this person�s photo.

Connecting with Coworkers on Facebook
When you signed up for an account, Facebook prompted you to enter information
about your current and former employers. Facebook uses this data to search for
potential coworkers.

SHOW ME Media 3.3�Finding and Adding Coworkers
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Figure 3.4 Invite your friends who don�t use Facebook yet.

7. Select the checkbox next to the people you want to add as friends and
then click the Add as Friends button. Facebook sends your requests auto-
matically.

8. Next, Facebook prompts you to invite friends and family who aren�t already
Facebook users, shown in Figure 3.4. Select the checkbox next to the people
you want to invite and click the Send Invites button. Facebook sends an email
invitation to these people, prompting them to join Facebook and add you as
a friend.
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LET ME TRY IT

Find and Add Coworkers on Facebook
To find and add coworkers, follow these steps:

1. In the upper-right corner of the Facebook page, click the Find Friends link.
Alternatively, click the Friends link on the left menu on the Home page
and then click Find Friends in the list of menu options that appears.

2. On the Friends page, scroll down to the Other Tools sections and click the
Find Friends link.

3. From the list of options (see Figure 3.5), click the Find Coworkers from
[Employer Name] link that matches the employer you want to search. The
exact names of the links on your screen vary based on the employer infor-
mation you entered on Facebook.

4. Facebook opens the Find Friends from Different Parts of Your Life page,
displaying a list of people from your workplace. To further narrow your
results, select from the filters on the left side of the page.

If you haven�t entered work information on your Facebook profile, clicking the
Find Friends, Classmates, and Coworkers link also opens the Find Friends from
Different Parts of Your Life page.

5. Click the Add as Friend link below the person you want to add as a friend.
The Send [Person�s Name] a Friend Request? dialog box opens, as shown in
Figure 3.6.

6. Click the Add a Personal Message link to display a text box where you can
write a message to the person you want to add as a friend. Adding a per-
sonal message is particularly important if you haven�t seen this person in a
while.

Figure 3.5 Click the appropriate link to search for coworkers.
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Optionally, you can choose to receive text messages via SMS any time a friend
posts a Facebook update or add someone to a friend list. These options don�t
appear if you haven�t set up Facebook Mobile or created a friend list yet.

7. Click the Send Request button to send your friend request. Facebook sends
your request and alerts this person that a new friend request is pending.

Alternatively, go to www.facebook.com/srch.php?coworker while logged in to
Facebook to search for coworkers.

Connecting with Classmates on Facebook
When you signed up for an account, Facebook prompted you to enter information
about the high school and universities you attended. Facebook uses this data to
search for current and former classmates.

LET ME TRY IT

Find and Add Classmates on Facebook
To find and add classmates, follow these steps:

1. In the upper-right corner of the Facebook page, click the Find Friends link.
Alternatively, click the Friends link on the left menu and then click Find
Friends in the list of menu options that appears.

Figure 3.6 Send your coworkers a friend request to connect on Facebook.

www.facebook.com/srch.php?coworker


2. On the Friends page, scroll down to the Other Tools sections and click the
Find Friends link.

3. From the list of options, click the Find Classmates from [School Name] link
that matches the school you want to search. The exact names of the links
on your screen vary based on the educational information you entered on
Facebook.

4. Facebook opens the Find Friends from Different Parts of Your Life page,
displaying a list of potential classmates. To further narrow your results,
select from the filters on the left side of the page.

If you haven�t entered school information on your Facebook profile, clicking the
Find Friends, Classmates, and Coworkers link also opens the Find Friends from
Different Parts of Your Life page.

5. Click the Add as Friend link below the person you want to add as a friend.
The Send [Person�s Name] a Friend Request? dialog box opens (refer to
Figure 3.6).

6. Click the Add a Personal Message link to display a text box where you can
write a message to the person you want to add as a friend. Adding a per-
sonal message is particularly important if you haven�t seen this person in a
while.

Optionally, you can choose to receive text messages via SMS any time a friend
posts a Facebook update or add someone to a friend list. These options don�t
appear if you haven�t set up Facebook Mobile or created a friend list yet.

7. Click the Send Request button to send your friend request. Facebook sends
your request and alerts this person that a new friend request is pending.

Alternatively, go to www.facebook.com/srch.php?classmate while logged in to
Facebook to search for classmates.
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www.facebook.com/srch.php?classmate
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Connecting with Your Desktop Email Contacts on
Facebook

If you use a desktop email application such as Microsoft Outlook, Outlook Express,
Apple Mail, or Mozilla Thunderbird, you can import a contact file that Facebook
searches for potential matches. Depending on the email application you use, you
can do this in one of two ways: have Facebook import your contacts directly or cre-
ate a contact file and import it into Facebook.

A contact file is any file in a standardized format that contains information about
friends and other people, typically called contacts. An example of a contact file
type is friends.csv or contacts.ldif.

SHOW ME Media 3.4�Uploading a Contact File
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Add Friends by Uploading a Contact File
To upload a contact file, follow these steps:

1. In the upper-right corner of the Facebook page, click the Find Friends link.
Alternatively, click the Friends link on the left menu and then click Find
Friends in the list of menu options that appears.

2. On the Friends page, scroll down to the Other Tools sections and click the
Find Friends link.

3. From the list of options, click the Upload Contact File link to display addi-
tional fields (see Figure 3.7).

4. From here, you have two choices for importing contacts:
� If you use Microsoft Outlook, Outlook Express, or Windows Contacts, click

the Find My Windows Contacts button. If a security prompt appears,
allow Facebook to access your data. Facebook searches for your contacts
and imports them.
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� If you use another email system such as Mozilla Thunderbird or Apple
Mail, you can create a contact file for Facebook to upload. Click the
Browse button to select your file and then click the Upload Contacts but-
ton. If you don�t want Facebook to access your Outlook data directly, you
can also use this method for importing Outlook contacts. Another option
is to create a contact file for your LinkedIn contacts.

If you�re not sure how to create a contact file, click the How to Create a Contact
File link to view step-by-step instructions for a variety of email systems.

5. Facebook imports your email contacts and displays potential matches who
already have a Facebook account on the Friends page (refer to Figure 3.3).

6. Select the checkbox next to the people you want to add as friends and
then click the Add as Friends button. Facebook sends your requests auto-
matically.

7. Next, Facebook prompts you to invite friends and family who aren�t already
Facebook users (refer to Figure 3.4). Select the checkbox next to the people
you want to invite and click the Send Invites button. Facebook sends an email
invitation to these people, prompting them to join Facebook and add you as
a friend.

Figure 3.7 Choose to have Facebook search for your desktop mail file or upload a contact
file you created.
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If you use your desktop email system for something other than personal use,
your business contacts might show up in the import list. Double-check this list.
You might not want to send a Facebook invite to your boss, an outside organiza-
tion, or a vendor.

Inviting Friends Who Aren�t on Facebook Yet
You aren�t limited to adding friends who already have a Facebook account. You can
also invite friends who don�t use Facebook yet, encouraging them to sign up and
add you as a friend.

LET ME TRY IT

Invite Your Friends to Join Facebook
To invite friends to join Facebook, follow these steps:

1. Select Edit Friends from the Account drop-down menu in the upper-right
corner of any Facebook page.

2. On the left menu, click the Invite Friends link. Facebook opens the Invite
Your Friends page.

3. Enter the email addresses of the friends you want to invite to join Face-
book, separating each with a comma (see Figure 3.8).

Figure 3.8 Enter the email addresses of friends you want to invite to Facebook.
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Figure 3.9 Review the people you invited to Facebook and the contacts you imported.

4. Enter an optional message.

5. Click the Invite button. Facebook sends each person an email invitation to
join the site and add you as a friend.

To view a history of your invites, click the View All Invites link to open the Review
Your Invites and Imported Contacts page, shown in Figure 3.9.

On this page, you can monitor your sent invitations as well as the contacts you
imported. If you want to delete this data, click the following link: Click Here to
Remove All Contacts on This Page and All Contacts from Your Phonebook.

Searching for People on Facebook
After adding your email contacts, coworkers, and classmates as Facebook friends,
you might decide there are still more people you want to add to your Facebook
network. A quick search can help you find them.

LET ME TRY IT

Search for People
To search for people on Facebook and add them as friends, follow these steps:

1. Type your search term in the quick search box that appears at the top of
every Facebook page. If you�re searching for a person you know, this is
usually the person�s name.



You can also search for people you don�t know using keywords such as an
employer, school, or other words that are associated with the type of people you
want to find. For example, you could enter �sommelier� to find wine experts or
�soccer� to find people who share your love of that sport.

2. As you type, Facebook displays potential search results (see Figure 3.10).
These search results can include Facebook profiles, pages, groups, and
more. For example, when you search for my name (Patrice-Anne Rutledge),
Facebook lists both my personal profile and my business page.
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Figure 3.10 Facebook makes it easy to search for people.

3. If Facebook finds the right person, click that person�s name to open the
associated profile. Here, you can click the Add as Friend button to add this
person as a friend. Remember to include a personal message if you don�t
know this person well, explaining why you want to connect on Facebook.

4. If the person you�re looking for doesn�t appear in the top six results, or you
want to view more people, click the See More Results for [Person�s Name]
link.

5. On the All Results page, Facebook lists everything that matches your key-
words, including people, pages, groups, and more.

6. To narrow your search results, click one of the links on the left menu,
shown in Figure 3.11. These include People, Pages, Groups, Applications,
Events, Web Results, Posts by Friends, or Posts by Everyone. For example,
click the People link to display only individual Facebook profiles.
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When you narrow your search results to display only people, Facebook enables
you to filter your results even further�by location, education, or workplace.

7. When you find the person you�re looking for, click the Add as Friend but-
ton to open the Send [Person�s Name] a Friend Request? dialog box.

You might not see the Add as Friend next to every listing in the search results.
For example, the Like button appears next to Facebook pages. If you�re already
friends, no button appears.

8. Click the Add a Personal Message link to explain why you�re sending a
request.

9. Click the Send Request button. Facebook sends your request and alerts this
person that a new friend request is pending.

Although it can be fun to search Facebook for potential friends and send them
friend requests, don�t overdo it. Facebook discourages its users from sending too
many friend requests at once and can suspend your account if it feels that you�re
spamming fellow Facebook users. To be safe, limit your friend requests to people
you don�t know to about 20 per day and vary your personalized message. Note
that this caution doesn�t apply to adding friends who are your email contacts,
coworkers, or classmates.

Figure 3.11 Narrow your search results to make it easier to find the right person.
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Viewing and Accepting Friend Requests
In addition to sending friend requests, you can also receive friend requests from
other Facebook users who want to befriend you. The Friend Requests icon that
appears in the top-left corner of every Facebook page lets you know how
many pending friend requests you have whenever you log on to Facebook (see
Figure 3.12).

SHOW ME Media 3.5�Viewing and Accepting Friend Requests
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Click this icon to display a drop-down menu of your most recent requests. If you
recognize a name on this list, you can click the Confirm button to confirm the
request. If you�re not sure, click the Not Now button to temporarily hide the
request. You can also click the name of the person sending the request to view the
corresponding Facebook profile.

If one of your friends sent you friend suggestions, these people also display on
this drop-down menu. The Add as Friend button and Ignore button appear to
the right of a person who was suggested to you, but didn�t personally send you
a friend request.

To view all your requests, click the See All Friend Requests link. The Requests page
lists all your pending friend requests as well as friend suggestions from your exist-
ing friends.

On this page, you can click the

� Name of a person to view the corresponding Facebook profile. This is particu-
larly useful if you don�t recognize the person who sent the friend request and
you need to make a decision whether or not to accept.

Figure 3.12 One person is waiting to become your friend on Facebook.
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� Confirm button to the right of any person you want to confirm as a friend.
From here, you can optionally add this person to a friend list, write on his
wall, chat with him, or suggest new friends to him.

� Not Now button to hide the request from view. Facebook doesn�t add this
person as a friend.

� Hide All Requests button to temporarily hide your requests from view.

� See [Number] Hidden Requests link to view requests you�ve hidden. The
number corresponds to the number of hidden requests you have. This
appears only if you have hidden requests.

� Delete Request button to the right of a person whose request you want to
remove from your list. Facebook doesn�t add this person as a friend.

� Delete All link to delete all pending requests.

Suggesting Friends
If you�d like to connect your Facebook friends with other likeminded people, you
can suggest new friends for them. This is particularly useful for people who are
new to Facebook. For example, let�s say that your coworker Amy just signed up for
Facebook and has only three friends right now. You and Amy have many friends in
common in the real world (who also have Facebook accounts), so you decide to
suggest that Amy add these people as Facebook friends.

LET ME TRY IT

Suggest New Friends to Your Existing Friends
To suggest new friends for one of your existing Facebook friends, follow these
steps:

1. Go to the Facebook profile of the friend for whom you want to suggest
new friends. To find a specific friend, enter your friend�s name in the search
box at the top of the Facebook page.

2. Click the Suggest Friends button in the upper-right corner of your friend�s
profile. The Suggest Friends for [Person�s Name] dialog box opens. This dia-
log box displays the name and photo of all your friends, listed in alphabet-
ical order by first name.
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If your friend has been using Facebook for a while, you might find the Suggest
Friends link at the bottom of the left column on his Facebook profile.

3. Select the friends you want to suggest by clicking their names. Optionally,
you can search for friends by typing their name in the Find Friends text
box. If you have a large network of friends on Facebook, selecting a friend
list or network from the Filter Friends drop-down list helps you find the
most appropriate friends to suggest.

4. To verify the friends you are suggesting, click the Selected link to display
the list.

5. Click the Send Suggestions button to send suggestions to your friend. The
people you suggest appear in the drop-down list when you click the Friend
Requests icon at the top of the Facebook page as well as on the Requests
page.

Your friend can then choose to add these people as friends or ignore your
suggestions.

Removing Friends
If you decide you no longer want to maintain one of your Facebook friendships,
you can remove that person as a friend. To remove someone as a Facebook friend,
go to that person�s profile and click the Unfriend link at the bottom of the left
column. Facebook removes that person as a friend�and removes access to your
friends-only content�but doesn�t notify your former friend that you did this.

Be sure to use this feature wisely. Don�t remove people from your Facebook net-
work just because you haven�t seen them in a while. If someone is truly harass-
ing you, however, you can report this behavior to Facebook by clicking the
Report/Block This Person link below the Unfriend link.
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4
Communicating with Your Friends

This chapter shows you the many different ways to
communicate with your Facebook friends.

Facebook offers a variety of ways to communicate with your friends, including
sharing content on your profile Wall and the News Feed, exchanging private mes-
sages, and chatting online. The Wall is the focal point of your Facebook communi-
cation, where you can share updates, photos, videos, and links with your friends
and they can like, share, and comment on what you post.

In this chapter, you explore Facebook�s many options for communicating with your
friends. You can also watch videos that show you how to share your status, share a
website link, tag post content, create a friend list, communicate with friends on
your Wall, send messages, view and reply to a conversation, and use Facebook
Chat.

Sharing Content with Your Friends
Sharing content with friends is one of the most popular activities on Facebook. You
can share the following:

� Status�Create a quick text update that lets your Facebook friends know
what�s new in your life. See �Sharing Your Status� later in this chapter for more
information.

� Photo�Upload photos from your computer, take a photo with a webcam
and upload it, or create a photo album with multiple photos. See Chapter 7,
�Publishing Photos,� for more information.

� Link�Share a link to an interesting website, blog post, or article with your
Facebook friends. See �Sharing a Website Link� later in this chapter for more
information.

� Video�Upload a video from your computer or record a video with your
webcam and upload it. See Chapter 8, �Publishing Videos,� for more
information.



If you don�t want to share content publicly, consider sending a private message,
covered in �Using Facebook Messages� later in this chapter. Another option is to
create a group to communicate only with specific likeminded people who share
your interests. For more information about Facebook groups, see Chapter 10,
�Joining and Creating Groups.�

The Share menu, located at the top of your home page or profile, enables you to
post the content you want to share. Figure 4.1 shows an example of this menu.
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Figure 4.1 Use the Share menu to quickly share content with your Facebook friends.

Content you share displays in two places, depending on the privacy settings you
select:

� Your Facebook Wall�Your Wall (see Figure 4.2) is the centerpiece of your
Facebook profile, displaying the content you share, your friends� likes and
comments about this content, and other Facebook activities (such as when
you have a new friend, like a page, and so forth). Facebook also allows your
friends to post their own content on your Wall (see Chapter 6, �Safeguarding
Your Information on Facebook,� to learn how to disable this). Posting on your
Wall is the most popular way to communicate with your Facebook friends.

� The News Feed�The News Feed displays on both your home page and your
friends� home page, enabling your entire Facebook network to see what�s
new with you, even if they don�t visit your profile directly (see Figure 4.3). See
Chapter 5, �Keeping Up to Date with Your Friends,� for more information
about the News Feed.

Before you start sharing on Facebook, it�s worthwhile to spend a few minutes think-
ing about exactly what information you should�and shouldn�t�share. First, con-
sider your audience. Who is in your Facebook network? Are they family members
and personal friends? Or are you friends with clients, coworkers, or even your boss?
Before you share anything, think about who could see what you post and what you
feel comfortable sharing with them.
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Figure 4.2 Your Wall is the centerpiece of your Facebook profile.

Figure 4.3 Keep up with the latest news from your friends on the News Feed.



Sharing Your Status
Sharing your status is the fastest and easiest way to let your Facebook friends know
what�s new in your life.

You can also share your status from your mobile device. See Chapter 9, �Your
Mobile Access to Facebook,� for more information.

SHOW ME Media 4.1�Sharing Your Status
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Share Your Status
To share your status on Facebook, follow these steps:

1. Click the Home or Profile link in the upper-right corner of any Facebook
page.

2. Click the Status link in the Share menu below your News Feed or profile
information (refer to Figure 4.1).

3. In the text box that displays (see Figure 4.4), type your status update.
Optionally, you can tag people or pages in your status. See �Tagging Post
Content� later in this chapter for more information.

4. By default, Facebook shares your status update with everyone. To restrict
this, click the down arrow to the right of the lock icon and select one of
the following options:

� Friends and Networks�Share with your friends and fellow members of
the Facebook networks you belong to.

� Friends of Friends�Share with your friends and their friends.
� Friends Only�Share only with your own friends.
� Customize�Open the Custom Privacy dialog box where you can limit

the viewing of this status to specific friends or people on a friend list. You
can also prevent selected friends from viewing this content.

5. Click the Share button. Facebook publishes your content as a post on your
Wall. This content also displays in your friends� News Feeds based on the pri-
vacy options you chose, if any.

C h a p t e r  4 | Communicat ing with  Your  Fr iends66



Figure 4.5 shows a sample status posted on a Facebook Wall.
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Figure 4.4 Share your status with your Facebook friends.

Figure 4.5 A sample status on a Facebook Wall.

Sharing a Website Link
If you find an interesting website, blog post, or news article, you can share it with
your friends. This is also a good way to spread the word about your own web con-
tent, but be careful not to overdo this. You don�t want to lose friends by focusing
on self-promotion too much.

SHOW ME Media 4.2�Sharing a Website Link
Access this video file through your registered Web Edition at
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Share a Website Link
To share a website link, follow these steps:

1. Click the Home or Profile link in the upper-right corner of any Facebook
page.

2. Click the Link link in the Share menu below your News Feed or profile
information (refer to Figure 4.1).



3. Type the link in the text box that begins with http://. If the link is long,
copy and paste it to ensure accuracy.

4. Click the Attach button. Facebook searches for the link you attached and
displays a title, thumbnail image, and summary of its content. Figure 4.6
shows a sample link.
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Figure 4.6 Share interesting web content with your friends.

5. If you don�t like the default thumbnail image, click the right arrow to scroll
through your options. Alternatively, click the No Thumbnail checkbox to
remove the thumbnail image.

6. If you want to edit the title or summary, click its text and make your
changes.

7. By default, Facebook shares your link with everyone. To restrict this, click
the down arrow to the right of the lock icon and select one of the follow-
ing options:

� Friends and Networks�Share with your friends and fellow members of
the Facebook networks you belong to.

� Friends of Friends�Share with your friends and their friends.
� Friends Only�Share only with your direct friends.
� Customize�Open the Custom Privacy dialog box where you can limit

the viewing of this status to specific friends or people on a friend list. You
can also prevent selected friends from viewing this content.

8. Optionally, add your own comments in the Say Something About This Link
text box.



9. Click the Share button. Facebook publishes your content as a post on your
Wall. This content also displays in your�and your friends��News Feed.

Figure 4.7 shows a sample link posted on a Facebook Wall.
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Figure 4.7 A sample website link on a Facebook Wall.

Tagging Post Content
When you post content on Facebook, you can make it more interactive by tagging
the people, pages, groups, events, and applications related to that content. For
example, if you just ate at a great restaurant with some friends, you could post a
status update about it, tagging your friends and the restaurant (see Figure 4.8).

Figure 4.8 Use tags to make your status updates more interactive.

You can add tags in the following places:

� Status updates you post on your profile, your friends� profiles, or a page 
you like

� Text boxes that appear below a link, photo, or video you�re sharing

Be aware that you can tag only friends, pages you like, groups you belong to, apps
you use, and so forth rather than all content on Facebook.



SHOW ME Media 4.3�Tagging Post Content
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Tag Friends, Pages, and Other Facebook Content
To tag your friends, pages, or other Facebook content in a post, follow these steps:

1. In a location that accepts tags, type the @ symbol in the text box and con-
tinue typing the name of the friend, page, group, event, or application you
want to tag. As you type, Facebook displays a drop-down menu of poten-
tial matches, shown in Figure 4.9.
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Figure 4.9 Tag your friends or pages you like.

2. Select the name you want to tag from the menu of options.

3. Continue steps 1 and 2 until you finish tagging. You can tag multiple items in
a post, but be careful not to overdo this.

Facebook replaces the @ symbol and name with a link to the item you tagged. Any-
one who sees your posts can click the item you tagged, if permitted by the existing
privacy settings.

If you tag a friend, Facebook notifies the friend of the tag and of any comments on
a post with that tag.

Creating and Using Friend Lists
A friend list enables you to organize your Facebook friends by category. For exam-
ple, you could create friend lists for family members, coworkers, former classmates,
members of a club or organization you belong to, and so forth.



Friend lists are useful for specifying who can view the content you share (see �Shar-
ing Content with Your Friends� earlier in this chapter). You can also use friend lists
to filter the content you view on your News Feed. See Chapter 5 for information.

To add a new friend to an existing list, click the Add to List button that displays
after confirming your friendship.

SHOW ME Media 4.4�Creating a Friend List
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Create a Friend List
To create a friend list, follow these steps:

1. Select Edit Friends from the Account drop-down menu in the upper-right
corner of any Facebook page.

2. On the Friends page, click the Create a List button to open the Create New
List dialog box, shown in Figure 4.10.

3. Enter a name for your list in the Enter a Name text box. For example, you
could call your list Work Friends or Family.

4. To add a friend to your list, click this person�s photo on the Create New List
dialog box. Facebook adds the friend to the list and indicates this by plac-
ing a checkmark in the lower left corner of the photo (see Figure 4.11). The
number to the right of the Selected link increases by one.

If you have many friends and it�s hard to find them in the dialog box, type the
name of a person you want to add in the Start Typing a Name text box. Face-
book searches for this person and displays the results.

5. Continue adding friends until your list is complete.

6. Click the Create List button to close the Create New List dialog box and cre-
ate your list.
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Figure 4.11 Select specific friends for your friend list.

Figure 4.10 Create friend lists to protect your privacy and filter what you see on your
News Feed.



Editing a Friend List
You can easily add or remove friends from a friend list.

LET ME TRY IT

Edit a Friend List
To edit a friend list, follow these steps:

1. Select Edit Friends from the Account drop-down menu in the upper-right
corner of any Facebook page.

2. On the Friends page, click the link for the friend list you want to edit.

3. On the friend list page (see Figure 4.12 for an example), you can

� Rename your list by clicking the Edit Name link to the right of the list
name.

� Add a new friend to the list by typing this person�s name in the Type a
Friend�s Name to Add text box.

� Add multiple new friends by clicking the Add Multiple button. The Edit
List dialog box opens. This dialog box is nearly identical to the Create
New List dialog box (refer to Figure 4.10). See the �Create a Friend List�
section earlier in this chapter for more information about how to add
friends using this dialog box.

� Remove a friend by clicking the Remove from List (x) button to the right
of this person�s name.

� Select or deselect a list name from the Edit Lists drop-down button that
displays to the right of each person on this page.
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Figure 4.12 View and modify your friend list.



Deleting a Friend List
If you no longer need a friend list, you can delete it.

LET ME TRY IT

Delete a Friend List
To delete a friend list, follow these steps:

1. Select Edit Friends from the Account drop-down menu in the upper-right
corner of any Facebook page.

2. On the Friends page, click the link for the friend list you want to edit.

3. On the friend list page (refer to Figure 4.12), click the Delete List link.

4. In the Delete [List Name] dialog box, click the Confirm button to confirm
deletion. Be aware that you can�t restore a deleted friend list.

Communicating with Friends on Your Wall
One of the enjoyable aspects of posting content to your Wall is reading and
responding to your friends� comments. After reading your post, your friends can

� Click the Like link to let you know they like your post.

� Click the Comment link to type a comment about your post. Comments
appear below their associated post.

� Click the Share link to share your post on their wall. This option is available
only for links, photos, and videos.

SHOW ME Media 4.5�Communicating with Friends on Your Wall
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Facebook notifies you that someone has liked or commented on your post through
the Notifications icon in the upper-left corner of the Facebook page. In Figure 4.13,
you can see that this Facebook user has two new notifications.

Click the Notifications icon to view a drop-down menu of your latest notifications
(see Figure 4.14). You can click a specific notification to view it or click the See All
Notifications link to view a list of your notifications.
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Responding to Wall Comments and Activity
In addition to viewing the comments your friends make about your Wall posts, you
can add your own comments, either to respond to your friends� comments or to
provide more information. You can also like a specific comment left by a friend.

LET ME TRY IT

Add a Comment to Your Wall Post
To add a comment to one of your own wall posts, follow these steps:

1. Locate the post you want to add a comment to on your Facebook Wall.
(Click the Profile link in the upper-right corner of the screen if your Wall
isn�t visible.)

2. Type your text in the Write a Comment box below the original post. If
none of your friends has commented yet, click the Comment link to open
this box.

3. Click the Comment button to post your comment, as shown in Figure 4.15.
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Figure 4.14 View a list of the people who have liked or commented on your post.

Figure 4.13 Click the Notifications icon to see what your friends have to say.



Deleting Wall Posts and Comments
Although it�s fun to post content on your Wall�and view your friends�
commentary�there are times when you�ll want to delete posts and comments
on your Wall. For example, a friend could add a post or comment you don�t want
others to see or you could change your mind about something you posted.

LET ME TRY IT

Delete Wall Posts and Comments
To delete Wall posts and comments, follow these steps:

1. Hover your mouse over the content you want to delete.

2. Click the Remove button (X) to the right of the post or comment.

3. Depending upon the type of content you�re deleting and the person who
posted it, one of the following happens (see Figure 4.16 for an example):

� The Delete Post dialog box opens where you can click the Remove Post
button to confirm deletion.

� The Delete Comment dialog box opens where you can click the Delete
button to confirm deletion.

� A drop-down menu opens with options related to the post. For example,
this menu could include any of the following options: Remove Post,
Remove Post and Untag, Revoke Publishing Rights of [Application Name],
Mark as Spam, Report as Abuse, and so forth.

4. Select the most appropriate option and confirm deletion.
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Figure 4.15 Continue the conversation by adding your own comments to your Wall posts.



Using Facebook Messages
Facebook Messages offers much more than just a way to send private messages to
your Facebook friends. With Facebook Messages, you can view traditional mes-
sages, text messages, and chat transcripts from a specific Facebook friend all in the
same place. If you activate your optional Facebook email address, you can view
email as well. Facebook refers to this comprehensive communication history as a
conversation. You can have a conversation with one friend or a group conversation
with multiple friends.

Facebook announced a major update to Messages in late 2010 and is rolling out
this upgrade over time. If you haven�t upgraded yet, go to http://www.facebook.
com/about/messages and click the Request an Invitation button to request an
upgrade to the new Facebook Messages.

Setting Up Facebook Messages
Because Facebook Messages integrates with your Facebook email account (@face-
book.com), text messaging, and Facebook Chat, your first step is to set up the fea-
tures you plan to use. All of these are optional. Depending on your previous
experience with Facebook, they might already be active.

To view your setup options, click the Messages icon in the upper-left corner of the
screen and click the See All Messages link in the drop-down menu.

At the top of the Messages page, the setup bar displays three links as shown in
Figure 4.17.

If you don�t see the setup bar on your page, scroll down to the bottom of the
page where you can also access the setup links.
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Figure 4.16 Facebook offers several options for deleting posts and comments.

http://www.facebook.com/about/messages
http://www.facebook.com/about/messages


Your choices include the following:

� Claim Your Facebook Email�Activate your Facebook email address, which
matches your public username. For example, if your username is annesmith
then your email address would be annesmith@facebook.com. See �Activate
Your Facebook Email Address� later in this chapter for more information.

� Turn on Text Messaging�Activate Facebook text messaging, which enables
you to send and receive text messages as well as incorporate these messages
into your Facebook conversations. See Chapter 9 for more information.

� Go Online to Chat�Activate Facebook Chat so that you can exchange
instant messages with your friends real-time. Facebook also incorporates chat
transcripts in your conversations. See �Using Facebook Chat� later in this
chapter for more information.

LET ME TRY IT

Activate Your Facebook Email Address
To activate your Facebook email address, follow these steps:

1. On the Messages page (refer to Figure 4.17), click the Claim Your Facebook
Email link at the top of the page.

2. In the dialog box that opens, click the Activate Email button (see 
Figure 4.18).

3. Click the Next button to continue to set up Facebook text messaging. If you
don�t want to do so, click the Skip link.

After you activate your Facebook email address, people can use it to send you mes-
sages from any other email system such as Gmail, Hotmail, Yahoo! Mail, and so
forth. Email messages from Facebook friends display on the Messages page. Mes-
sages from all other people display on your Other page.

You can also send messages to anyone with an email address with Facebook
Messages.
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Figure 4.17 Set up Facebook Messages to integrate email, text messaging, and chat.



Sending Messages
There are several ways to send messages on Facebook. You can

� Go to the profile of the person to whom you want to send a message and
click the Message button. Depending on your history with this person, one of
the following occurs:

� If you�ve never contacted this person before, the New Message dialog 
box opens.

� If you have an existing conversation with this person, Facebook opens
your conversation where you can add a new message to it. In this case,
you are essentially replying to an existing conversation. See �Reply to an
Existing Conversation� later in this chapter for more information.

� If this person is online and is available for chat, the chat window opens
instead. If you really want to send a message to a person who is online
rather than chat, use the New Message dialog box to send the message
instead.

� Click the Messages icon in the upper-left corner of the screen and then click
the Send a New Message link to open the New Message dialog box.

� Click the New Message button on the Messages page to open the New Mes-
sage dialog box.

You can also send messages to more than one person at a time. Facebook calls this
a group conversation. See �Participating in Group Conversations� later in this chap-
ter for more information.
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Figure 4.18 Facebook makes it easy to create your own email address.



In addition to sending people a message, you can also poke them, using the
Poke button to the right of the Message button on their profile. A poke is an
electronic nudge, just to let someone know that you�re there. Facebook notifies
the person you poke using the Notification icon. Compared to the other com-
munication channels Facebook offers, pokes aren�t particularly useful. In fact,
pokes tend to annoy many people, so you should use them with caution.

SHOW ME Media 4.6�Sending Messages
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Send a Message to Someone for the First Time
To send a message to someone on Facebook for the first time, follow these steps:

1. Go to the profile of the person to whom you want to send a message.

2. Click the Message button in the top-right corner of the page to open the
New Message dialog box, shown in Figure 4.19.
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Attach a file.

Take a picture.

Figure 4.19 Sending a message to someone on Facebook for the first time.

3. Type your message in the text box. Be aware that Facebook messages
don�t use subject lines.



4. Optionally, you can
� Attach a file to your message by clicking the Attach a File button. The

Choose File to Upload dialog box opens, where you can select a file from
your computer. Click the Open button to attach the file.

� Take a picture or video with your webcam and attach to your message by
clicking the Take a Picture or Video button. See Chapter 7 and Chapter 8
for more information.

5. Click the Send button to send your message. Facebook starts a new conversa-
tion with this person.

Viewing Facebook Messages
When you receive new messages, Facebook notifies you by placing a red square
with the number of messages you have on the Messages icon, referred to as a red
alert notification. See Chapter 5 for more information about red alert notifications.

Click the Messages icon to view a drop-down menu of the people who have most
recently sent you messages (see Figure 4.20).
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Figure 4.20 Facebook lets you know when you have new messages.

You can click the name of a person to open your conversation or click the See All
Messages link to open the Messages page, shown in Figure 4.21.



The Messages page includes only communication from your Facebook friends and
not from pages, groups, and other applications you use. (They�re available else-
where.) It also doesn�t include subject lines or individual messages. Instead, all your
communication with a specific Facebook friend is grouped into one conversation
with that person. For example, if your cousin Samantha has sent you five messages
since you became Facebook friends, the Messages page displays one entry for
Samantha, not five.

On the Messages page, you can

� Click the Messages link in the left column to display messages from your
friends. This is the default view. The number to the right of the Messages link
indicates the number of unread messages you have.

� Click the Other link in the left column to display other messages, such as
messages from pages you like, groups you belong to, and people who aren�t
your friends. The number to the right of the Other link indicates the number
of unread other messages you have.

� Click the New Message button to open the New Message dialog box where
you can type a message to one or more friends. See �Sending Messages�
earlier in this chapter for more information.

� Search for a message by name or keyword. See �Searching for Messages� later
in this chapter for more information.

� Click the Archive (x) button to the right of a message to move it to your
archived folder. To review archived messages, scroll down to the bottom of
the page and click the Archived link. Archiving removes a message from the
Messages page but doesn�t delete it.
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Figure 4.21 Facebook displays messages from your friends.



� Click the Mark as Read/Mark as Unread button (a small circle) to the right of a
message to mark the message as read or unread. This button functions as a
toggle you can turn on and off. Unread messages are highlighted in light
blue; read messages have no highlight.

By default, anyone on Facebook can send you a message, even people who
aren�t your friends. See Chapter 6 for more information about limiting the peo-
ple who can send you messages.

Viewing a Conversation
To view a conversation with a specific person, click the name of the sender on the
Messages page or in the drop-down menu that opens when you click the Mes-
sages icon.

SHOW ME Media 4.7�Viewing and Replying to a Conversation
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

If this is your first communication with someone, you view an individual message
(see Figure 4.22).
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Figure 4.22 The first message from someone on Facebook.

If you have already communicated with this person, Facebook displays your com-
plete communication history. The most recent message in a conversation displays
at the bottom. Figure 4.23 shows an example of a conversation.



Remember that your conversation with someone on Facebook includes mes-
sages, chats, texts, and emails (using your @facebook.com address), creating an
ongoing record of all communication with this person.

You can reply to a message in a conversation by adding a new message to that
conversation.

The Actions drop-down menu offers several additional options. You can select any
of the following:

� Mark as Unread�Mark the conversation as unread. Facebook highlights this
conversation in light blue on the Messages page.

� Forward�Forward individual messages from this conversation to another
Facebook friend.

� Archive�Move the conversation to your archived folder. To review archived
conversations, scroll down to the bottom of the page and click the Archived
link. Archiving removes a conversation from the Messages page, but doesn�t
delete it.
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Traditional message

Chat
messages

Figure 4.23 An example of an ongoing conversation.



� Delete Messages�Delete all messages, or just selected messages, from this
conversation.

� Report as Spam�Report this conversation as spam to Facebook.

� Report/Block User�Report the sender to Facebook and block this person
from sending you additional messages.

Reporting someone to Facebook can have serious consequences to the sender.
Be sure to report people only for offensive or unethical behavior and not just
because you don�t want to hear from a friend anymore. To unfriend someone,
go to that person�s profile and click the Unfriend link at the bottom of the left
column.

� Move to Other�Move the conversation to the Other folder, where you can
find messages from pages, groups, applications, and people who aren�t your
friends.

LET ME TRY IT

Reply to an Existing Conversation
To reply to an existing conversation and add a new message to it, follow these
steps:

1. Click the Messages icon in the upper-left corner of the screen.

2. Select a person from the drop-down menu or click the See All Messages
link to select a person from the Messages page.

3. Facebook opens your conversation with this person.

4. Type your message in the text box at the bottom of the page, as shown in
Figure 4.24.

5. Optionally, you can
� Attach a file to your message by clicking the Attach a File button. The

Choose File to Upload dialog box opens, where you can select a file from
your computer. Click the Open button to attach the file.

� Take a picture or video with your webcam and attach to your message by
clicking the Take a Picture or Video button. See Chapter 7 and Chapter 8
for more information.
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6. If you want to send your message as a text message as well, select the Also
Send as a Text Message checkbox. Facebook notifies you if the message
recipient hasn�t activated text messaging yet and asks if you want to
encourage this person to do so. See Chapter 9 for more information about
text messages.

7. Click the Send button to send your message. Facebook adds it to the existing
conversation.

If you want to speed up the sending process, you can select the Quick Reply
Mode checkbox. Activating Quick Reply Mode enables you to send a message
by pressing Enter on your keyboard rather than clicking the Send button. Be
careful with this option, however. If you tend to write longer messages, you
could accidentally send an incomplete message by pressing Enter when you
really meant to start a new paragraph.

Searching for Messages
Even if you have a lot of Facebook messages, you can find a specific message easily
by searching for it.

LET ME TRY IT

Search for Facebook Messages
To search for a message on the Messages page, follow these steps:

1. In the Search text box, type the term you�re searching for such as the
name of a person or keyword.
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Attach a file.

Take a picture.

Send as text message.

Quick Reply mode

Figure 4.24 Add a new message to an existing conversation.



2. From the drop-down menu that opens, shown in Figure 4.25, select the
message you want to open.
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Figure 4.25 If you have a lot of messages, search for the one you want to view.

3. If what you�re searching for doesn�t appear in the drop-down menu, you can

� Click the See More Results for [search term] link.
� Click the down arrow to the right of the Search button (small magnifying

glass) to narrow your search to the following: unread messages, archived
messages, sent messages, or email only.

Participating in Group Conversations
When you send a message to more than one person, you begin a group conversa-
tion. Group conversations are useful if you want to discuss a specific topic among a
small group of Facebook friends. For example, let�s say that you attended an event
with your friends Trevor and Bianca and want to discuss this event with both of
them. You can also maintain individual conversations with Trevor and Bianca 
as well.

Keep in mind that group conversations are most useful for short-term discus-
sions with a small group of people. If you want to maintain an ongoing discus-
sion with a larger group, consider creating a Facebook group instead. See
Chapter 10 for more information.
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LET ME TRY IT

Start a Group Conversation
To start a group conversation, follow these steps:

1. Open the New Message dialog box by either:
� Clicking the Messages icon in the upper-left corner of the screen and

then clicking the Send a New Message link.
� Clicking the New Message button on the Messages page.

2. In the New Message dialog box, start typing the name of the first person
you want to include. As you type, Facebook displays a drop-down menu of
matching friends. Select the name of the person you want.

3. Repeat Step 2 until you finish adding people (see Figure 4.26).

Figure 4.26 Start a conversation with several people on Facebook.

4. Type your message in the text box.

5. Optionally, you can
� Attach a file to your message by clicking the Attach a File button. The

Choose File to Upload dialog box opens, where you can select a file from
your computer. Click the Open button to attach the file.

� Take a picture or video with your webcam and attach to your message by
clicking the Take a Picture or Video button. See Chapter 7 and Chapter 8
for more information.

6. If you want to send your message as a text message as well, select the Also
Send as a Text Message checkbox. See Chapter 9 for more information
about text messages.
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7. Click the Send button to send your message. Facebook sends your message
and starts a new group conversation.

Group conversations display on the Messages page just like a one-on-one conver-
sation, with the names of all the people involved in the title. Click the list of names
to open the conversation, as shown in Figure 4.27.

Figure 4.27 Create group conversations with your Facebook friends.

You can reply to a group conversation just as you would a regular conversation. The
Action drop-down menu includes the same options as a regular conversation plus
two other options:

� Add People�Open the Add People dialog box where you can add more
people to the conversation.

� Leave Conversation�Open the Leave Conversation dialog box where you
can confirm that you want to leave this conversation. Facebook notifies other
people in the conversation that you�ve left and you won�t receive any more
messages from the conversation. You will still receive individual messages
from people who are part of this conversation, however.

Using Facebook Chat
Facebook Chat offers yet another way to communicate on Facebook. Chat enables
you to exchange real-time instant messages with another friend who is also online.
Using Chat is a great option when you�re looking for an immediate response to a
question or post. Unlike Facebook�s Wall, it is private between your friend and you.
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SHOW ME Media 4.8�Using Facebook Chat
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Understanding Facebook Chat Requirements
Facebook requires one of the following to use Chat:

� A supported browser�Supported browsers include Internet Explorer,
Firefox, Google Chrome, or Safari. If you have browser issues, verify that you
have the latest version and clear your browser�s cache and cookies. Each
browser requires different steps to clear this, so consult your browser�s help
file if you�re not sure how to do this.

� A desktop chat client�Go to www.facebook.com/sitetour/chat.php to learn
more about using a desktop chat client such as iChat, Adium, AIM, or Pigdin.

Exploring Facebook Chat
The Facebook Chat window displays in the lower-right corner of the screen, as
shown in Figure 4.28. The number in this window lets you know how many of your
Facebook friends are currently online.

Figure 4.28 Click to expand the Chat window and start chatting with your friends.

Click the Chat window to expand it, displaying chat options and a list of friends
potentially available to chat. Figure 4.29 shows a sample expanded Chat window.

You can close this expanded window by clicking the blue Chat box at the top of
the window. Facebook Chat sorts friends first by friend lists, then by their online
status, and then alphabetically by first name.

By default, Facebook displays the friends in all friend lists in this window, but you
can specify which lists you want to display by clicking the Friend List button at the
top of the window. You can also create a new friend list from this window. See
�Creating and Using Friend Lists� earlier in this chapter for more information.

www.facebook.com/sitetour/chat.php
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You can go offline to a subset of your friends by placing those friends in a friend
list, hovering over the icon to the right of the list, and clicking Go Offline.

Each friend�s status displays as an icon to the right of their name in the Chat win-
dow. These are

� Online�These friends are active and available to chat. A green dot displays
to the right of friends who are online.

� Idle�These friends are online, but haven�t accessed Facebook within the last
ten minutes. A half moon icon displays to the right of friends who are idle.

Anyone who isn�t listed in the Chat window is either offline or has turned off chat
functionality while on Facebook.

Chatting with a Friend
Facebook Chat allows you to chat with only one friend in the same Chat window,
although you can have more than one Chat window open at the same time. You
must be confirmed friends to chat with someone on Facebook.

If you want to chat with a group of people, check out the chat functionality of
Facebook Groups, described in Chapter 10.

LET ME TRY IT

Chat with a Friend
To chat with a friend, follow these steps:

1. Click the Chat window in the lower-right corner of the screen to expand it
(refer to Figure 4.28).

Figure 4.29 See who is available for a quick chat on Facebook.



C h a p t e r  4 | Communicat ing with  Your  Fr iends92

2. Click the name of the person you want to chat with. Keep in mind that
someone who is active (represented with a green dot) is more likely to
respond than someone who is idle (represented with a half moon icon).

3. Type your chat message in the text box at the bottom of the Chat window.
You can use regular text or emoticons such as :-) to represent a smile. See
�Using Emoticons in Chat� for more information.

4. Press Enter to display your message at the top of the Chat window, as
shown in Figure 4.30.

Figure 4.30 Start chatting with a friend in the Chat window.

5. Your friend�s response, if any, displays in the Chat window below your mes-
sage. You can continue typing and exchanging messages in the Chat win-
dow until you�re done chatting.

6. Click the Close (x) button in the lower-right corner of the Chat window when
you�re finished chatting.

Facebook adds the messages from this chat to your Facebook Messages conversa-
tion with this friend (see Figure 4.31).
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Specifying Facebook Chat Options
Facebook enables you to specify chat options by clicking the Options button at the
top of the Chat window. Figure 4.32 shows a list of these options, which include
the following:

� Go Offline�Remain on Facebook, but don�t appear available to chat with
friends. The offline chat status allows you to quickly check Facebook without
being rude when you have limited time or are in a public place where you
don�t have privacy for a chat.

� Re-order Lists�Drag and drop your friend lists to re-order them.

� Pop-out Chat�Display your chat session in full screen.

� Play Sound for New Messages�Notify you of new messages with a sound.
This is useful if you keep Facebook open while working with other applica-
tions.

� Keep Online Friends Window Open�Display your list of online friends.

� Show Only Names in Online Friends�Hide the image to the left of each
friend�s name.

Figure 4.31 View chat messages as part of your overall conversation with a friend.
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Table 4.1 Facebook Chat Emoticons

Emoticon Description

:) Smile/happy

:( Frown/sad

:/ Unsure

>:( Grumpy

:�( Cry

:-* Kiss

<3 Heart

;-) Wink

:-D Grin

8-| Sunglasses

:-O Gasp

Figure 4.32 Control your chat experience in Facebook.

Using Emoticons in Chat
Although Facebook Chat makes it easy to stay in touch with your friends, an online
chat lacks nonverbal aspects of communication such as facial expressions or tone
of voice. Fortunately, you can use emoticons to express what your Facebook friends
can�t see or hear. An emoticon offers a way to convey a facial expression through
keyboard characters. For example, one of the most universally recognized emoti-
cons is :-) to represent a smile.

Table 4.1 lists a selection of emoticons you can use in Facebook Chat:
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Figure 4.33 Give your chat some personality with emoticons.

Figure 4.33 shows an example of an emoticon in a chat conversation.
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5
Keeping Up to Date with
Your Friends

This chapter helps you keep up with everything your
friends post�without information overload.

One of the most enjoyable aspects of using Facebook is keeping up to date with
friends. If you have a lot of friends or your friends post frequently, however, this
enjoyable activity can soon become overwhelming. Fortunately, Facebook provides
many different tools to pare down information and separate it into manageable
amounts.

In this chapter, you learn how to keep up with your friends� Facebook activity. You
can also listen to tips on how to manage this information without overwhelming
yourself and watch videos that show you how to navigate your home page and
News Feed, specify News Feed settings, view red alert notifications, and manage
your email notifications.

Exploring Your Home Page
When you log in to Facebook, your initial view is that of your home page. Figure 5.1
shows a sample home page, filled with links to common Facebook tasks and the
latest news from your friends.

TELL ME MORE Media 5.1�Keeping Up to Date with Your 
Facebook Friends
Access this audio recording through your registered Web Edition at
my.safaribooksonline.com/9780132117029/media.

SHOW ME Media 5.2�Exploring Your Home Page
Access this video file through your registered Web Edition at my.safaribooksonline.com/
9780132117029/media.
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Figure 5.1 Your home page shows you top news and provides links to Facebook�s most
popular features.

The large center column of your home page displays your News Feed, which dis-
plays a continuously updated list of latest news from your friends and the pages
you like. See �Exploring Your News Feed� later in this chapter for more information
about your News Feed.

The left column of your home page lists four views that filter its content. These are

� News Feed�Displays your News Feed. This is the default home page view.

� Messages�Displays your message inbox. See Chapter 4, �Communicating
with Your Friends,� for more information about viewing and sending
messages.

� Events�Displays and creates events. See Chapter 11, �Joining and Creating
Events,� for more information.

� Friends�Displays the Friends page where you can view your Facebook
friends, send and respond to friend requests, and manage friend lists. See
Chapters 3 and 4 for more information about adding and managing friends.

Below these views, Facebook provides links to your groups, applications, games,
links, notes, and more. Some of these links include a counter number to their right.
For example, the number 736 next to the Messages link means that you have 736
unread messages in your inbox.
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The right column of your home page displays content that�s personalized based on
how you use Facebook. For example, you could see content related to upcoming
events, sponsored content, questions, requests, and links to help you connect to
more friends.

Exploring Your News Feed
Your Facebook News Feed (refer to Figure 5.1) appears in the center of your home
page, where you can view the latest posts from your friends and the pages you like,
photo tags, friend requests, event RSVPs, and even your own posts. Facebook con-
tinuously updates this feed with new content.

SHOW ME Media 5.3�Exploring Your News Feed
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

From your News Feed, you can

� Click a link to view content in more detail, such as the name of a person,
page, or post.

� Hover over a specific post and click the Remove (x) button to its right. A drop-
down menu opens with options related to the post content. For example, you
can hide the post; hide all posts from a specific person, page, or application;
unlike the related page; or mark the post as spam.

� Click the Like, Comment, or Share link to interact with an individual post.

� Click the Older Posts link at the bottom of the page to view older news items.

� Click the Edit Options link at the bottom of the page. The Edit Your News Feed
Settings dialog box opens, as shown in Figure 5.2, where you can specify the
exact content you want to see in your News Feed, such as posts from the
friends and pages you interact with most or all your friends and pages. You
can also view a list of friends, pages, and apps you�ve hidden, and optionally
unhide them by clicking the Remove (x) button to the right of their name.

If you�re like the average Facebook user, you have about 130 Facebook friends.
Depending on how active they are, this could amount to several hundred daily
items in your News Feed. If you have more friends, or like numerous pages, your
News Feed activity could increase exponentially. Fortunately, Facebook recog-
nizes this dilemma and offers many ways to streamline what you see in your
News Feed.
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By default, Facebook displays News Feed content using the Top News filter. Face-
book uses a proprietary algorithm to determine what content appears as �top
news,� focusing on the number of people who comment on or like a certain post,
the person who posted the content, and the type of content, such as a status
update, photo, or video.

To display posts from your friends in real-time�essentially ignoring what Face-
book considers �top news��click the Most Recent link at the top of the News Feed
(see Figure 5.3).

To filter your content even further, click the down arrow to the right of the Most
Recent link. From this menu, you can choose the exact content to display: status
updates, photos, links, or pages. You can also display content just from the friends
you added to a specific friend list.

By default, this filter shows posts from your friends whom Facebook deems most
relevant based on your past interactions.

To return to the default filter, click the Top News link.

Figure 5.2 Specify the exact content you want to see in your News Feed.
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Figure 5.3 Facebook displays your friends� activities in a continually updated News Feed.

Viewing Friendship Pages
If you just want to view your interaction with one person on Facebook, a friendship
page is the answer. Friendship pages let you view all the content you share with
that person, which helps trace your common history on Facebook.

LET ME TRY IT

View Friendship Pages
To view a friendship page for you and one of your Facebook friends, follow these
steps:

1. Go to the profile of the person whose friendship page you want to view
(use the search box at the top of Facebook if necessary).

2. At the top of the right column on this person�s profile, click the See Friend-
ship link.

The See Friendship link also appears when one of your friend�s posts something
on your Wall.
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No notifications

One message

Two new friend requests

Figure 5.5 Red alerts quickly notify you about new friend requests, messages, and 
Wall posts.

3. View the friendship page between you and your friend (see Figure 5.4), which
displays all your shared content with this person including Wall posts, mutual
friends, mutual events, pages and content you both like, as well as photos
you�re both tagged in.

Understanding Facebook Notifications
Facebook makes it easier to keep track of friends, pages, groups, and applications
by notifying you of their activity. You can view on-screen red alert notifications,
receive pop-up notifications of actions that happen while you�re online, and email
notifications of recent activity.

Viewing Red Alert Notifications
Facebook alerts you to recent activity with the red alert notification icons in the
upper-left corner of the screen (see Figure 5.5).

Figure 5.4 View your shared history with a Facebook friend.

SHOW ME Media 5.4�Viewing Red Alert Notifications
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.
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Figure 5.6 Quickly view your new friend requests.

These icons are, from left to right:

� Friend Requests�View new friend requests and suggestions.

� Messages�View new messages in your inbox.

� Notifications�View Facebook activities such as Wall posts, friend comments
or likes, event invitations, group invitations, and so forth.

When you receive a new message, friend request, or other notification, a red square
with a number appears on the icon. In Figure 5.5, for example, you have two new
friend requests, one new message, and no new notifications.

To view your red alert notifications, click one of the three icons to open a menu of
your recent activity. To view older notifications, click the See All link at the bottom
of the menu. Figure 5.6 shows an example of the Friend Requests menu.

Viewing Pop-Up Notifications
Facebook displays real-time pop-up notifications when an action takes place while
you�re active on the site. For example, if a friend comments on one of your posts
while you�re on Facebook, a pop-up window displays in the bottom-right corner of
the screen letting you know who just posted the comment. This notification
appears for a few seconds and then disappears.

When Facebook notifies of you of an action via pop-up, it also notifies you with a
red alert notification and an email notification (if you�ve activated this feature).

Managing Your Email Notifications
Facebook also offers email notifications for more than 60 types of actions that
occur on the site. Although this is convenient, the volume of email can become
overwhelming if you have lots of active Facebook friends. Fortunately, you can
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Figure 5.7 Select the specific notifications you want to receive and how you want to
receive them.

choose the exact notifications you want to receive and how you want to receive
them.

SHOW ME Media 5.5�Managing Your Email Notifications
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Specify the Email Notifications You Want to Receive
To control the email notifications Facebook sends you, follow these steps:

1. In the upper-right corner of the page, select Account Settings from the
Account drop-down menu.

2. On the My Account page, select the Notifications tab, shown in Figure 5.7.

3. In the Email column, select the checkbox for each notification you want to
receive. The notifications fall into several categories. There are general
Facebook notifications as well as notifications for actions related to
photos, groups, pages, events, questions, notes, links, videos, Help Center
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Figure 5.8 An example of a bogus post.

questions, Wall comments, places, other Facebook updates, credits, and
applications.

Some notifications are selected by default. Be sure to deselect the checkbox
next to any default notification you don�t want.

4. If you set up Facebook Mobile, the SMS column appears. Select the check-
box in this column for any SMS notifications you want to receive. SMS is
available only for certain types of notifications. See Chapter 9, �Your
Mobile Access to Facebook,� for more information.

5. Click the Save Changes button to apply your notification settings.

Dealing with Fake Posts and Compromised
Accounts

When is a friend�s post, not posted by a friend? When your friend�s Facebook
account has been compromised. This happens more often than we would like to
admit. Hackers or Facebook malcontents find ways to invite you to click on a link
that compromises your account. It looks harmless, especially because it looks like it
comes from a friend. If you are one of the unlucky ones, clicking the link sends you
to an inappropriate site that changes the settings of your Internet browser and
sends the bogus link to many of your Facebook friends via email and posts. A real-
life hack is shown in Figure 5.8.
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If you are extremely unlucky, clicking the link could install a mini application that
tries to access your Facebook account without your knowing it and tries to gain
access to your password. Here are some tips for detecting fake posts and links:

� Too many spelling errors in the title. We all make a few spelling errors when
typing a post, but too many errors mean that it was purposely misspelled to
bypass some virus detection system.

� If the title seems totally unbelievable, it normally is.

� Know your Facebook friends. Is the link or video typical of your friend? For
example, if your 60-year-old uncle sends you a link to a skateboarding web-
site he says is �wicked cool,� it�s probably not from him.

� Time is key. Look at the time the post was sent. Is your friend normally on at
this time? If the post arrives while you are on Facebook, do the times match
up within a few minutes? If not, don�t open!

� Strange comments and behavior from your friends that make it seem like you
should know what they are talking about. An example would be a post from
a friend you haven�t seen in a while who encourages you to click a link
related to �that great party we both attended last night.�

How to Clean a Hacked Account
So, you made a mistake and clicked when you should have deleted. Here are some
quick steps to secure your computer and Facebook:

1. Close out all instances of your Internet browser immediately. Don�t go
back into Facebook until your computer is completely checked and clean.

2. Shut down and reboot your computer to remove any memory-only
viruses. If you have issues booting up, you might need to go to another
computer and download a boot up disk for virus scanning and repair.

3. Run a full virus scan of your computer. Some antivirus vendors allow you
to scan your computer online for free.

4. After you verify the previous steps and your computer is clean, change your
password.
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Figure 5.9 Facebook requires you to identify your account before resetting your password.

LET ME TRY IT

Change Your Facebook Password
To change your Facebook password after your account has been compromised, fol-
low these steps:

1. After your computer is cleaned, navigate to the Facebook login page
(www.facebook.com).

2. Click the Forgot Your Password? link below the login and password boxes.

3. On the Identify Your Account page (see Figure 5.9), choose one of the
three identification methods and enter the required information. You can
identify your account by your email or phone number, your Facebook
username, or your name and the name of one of your Facebook friends.

4. Click the Search button.

5. In the Security Check dialog box, type the required text and click the
Submit button.

6. Click the Reset Password button to confirm that you want Facebook to
reset.

www.facebook.com
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7. Click the link in the email that Facebook sends you.

8. On the Enter a New Password page, enter and confirm your new password.

9. Click the Change Password button.

If you continually have your account hacked and nothing seems to be working
correctly, you have two options. The first is to contact Facebook. Let Facebook
know the state of your account, and indicate how to get in touch with you to
see if they can resolve the issue. This step is important because Facebook has
successfully won suits against hackers in the past. The second, and the most
drastic, is to deactivate your account and start with a fresh account.
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Safeguarding Your Information on
Facebook

This chapter describes the common privacy threats
and how to change privacy settings to safeguard your
information on Facebook.

Understanding Facebook Privacy
To create and maintain social connections on Facebook, you have to share informa-
tion and content. But it�s important to know how to do so for the best Facebook
experience while minimizing threats to your private information. The conse-
quences from inadequately protecting your online information range from annoy-
ance from spam and online embarrassment to identity theft or worse.

This chapter goes through securing your information given today�s privacy threats.

TELL ME MORE Media 6.1�Facebook Privacy Threats Today and
Commonsense Guidelines to Address Them
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Facebook Privacy Threats Today
They say that knowledge is power and Facebook has a plethora of information
about you, your friends, and all of your interests. Think for a moment about the
information that you have provided Facebook: birthday, work, education, friends,
photos and videos of yourself and family, where you checked into using Places,
maybe even your address and phone number. Now think about if this information
was in the hands of someone who was not so friendly in nature, a hacker for exam-
ple. Right about now you may be thinking about what information is on Facebook,
who can access it, and most importantly, how to control what you share on Face-
book and other connected sites. With this in mind, consider these real-life exam-
ples and the potential consequences:

� You leave the �keep me logged in� box checked on a public computer at the
library and someone gains access to your account by logging in as you.



C h a p t e r  6 | Safeguarding Your  I nformat ion on Facebook110

� Your coworker calls in sick but checks in using Facebook Places at a restau-
rant during her absence.

� A friend tags you in a picture from last night with your girlfriend. Your other
girlfriend is not happy.

� You post a complaint about your boss, totally forgetting that your boss is a
Facebook friend.

� You accept a friend request from a plastic frog, named �Freddi Staur� granting
access to your email address, full birthday, workplace, current home address,
and family photos. Freddi�s profile was created by a security company and his
name an anagram for �ID Fraudster.�

� A Facebook member who isn�t your Facebook friend convinces a friend in
your network to look you up and pass along your profile information.

� An ex spies on your relationship status and photo albums using a �Fakebook�
or profile with fake information.

� Someone copies personal information from your profile using Google with-
out needing a Facebook account.

� Due to a bug, a Facebook game publically exposes the private chats between
you and your friends and your personal information.

The moral is, be aware of common privacy threats and know how to protect your
information.

Worried about a hacker finding another loophole in Facebook to exploit your
profile or account? Though it does happen, Facebook also has a good track
record of plugging these holes fast�sometimes the next day. But be aware that
your information is valuable to some people, and mistakes do happen that com-
promise its protection.

Commonsense Guidelines
We walk through Facebook�s privacy settings to safeguard your information, but
first we cover up-front planning:

� Don�t post it�Yes, abstinence works well. If you don�t give Facebook touchy
or personal information about yourself, it can�t come back to haunt you
regardless of Facebook settings or bugs.



111Changing Your  Pr ivac y  S ett ings

Figure 6.1 Uncheck Keep Me Logged In to prevent unwanted access to your account.

� Don�t get carried away�Remember why you joined Facebook? Keep your
posted information relevant to that purpose. If you joined to find a job, it�s
best to include your professional accomplishments but not the wild photos
from your last company�s holiday party.

When in doubt, do the �show and tell� check. If you�d be embarrassed showing
or telling your parents or boss in real life, then leave it out of Facebook.

Manage Access to Your Account
Just as you don�t leave your keys in your home door lock after you�ve left, you
should probably not turn on Facebook�s automatic login unless you absolutely
trust those who can access that computer.

To turn off automatic login, uncheck the Keep Me Logged In box (see Figure 6.1).
This prevents accidental or deliberate attempts to log in as you. The risk of account
identify theft is greater if you use a shared computer at a library, a job, or at a
school.

Because Facebook doesn�t have an automatic log out, be sure to get in the habit of
logging out. This quick step can easily prevent unwanted access to your account. To
refresh your memory, you log out by going to the menu in the upper right, select-
ing Account, then Logout.

Changing Your Privacy Settings
Now that we�ve covered today�s common threats and basic up-front approaches,
we can adjust Facebook�s privacy settings. These settings control the people, appli-
cations, and websites that can see your information. You can go with Facebook�s
defaults, their offered presets, or choose your own settings. Your final settings are
designed to apply to all of Facebook�s future offerings.
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Figure 6.2 Select Account, then Privacy Settings to access Facebook�s main privacy
settings page.

Although Facebook has changed its privacy controls several times, as a rule of
thumb, assume the default settings are set at the most open level, meaning
viewable by anyone on the Internet. This includes your name, status updates,
and photos.

To access privacy settings, log in to Facebook, select Account from the upper right
menu, and then Privacy Settings (see Figure 6.2).

You then see Facebook�s main privacy page. This is the master page to control all
content you share on Facebook (see Figure 6.3).

Here�s a breakout of the privacy page:

1. Connecting on Facebook�This controls who can see your basic directory
information. This list includes your education and work history, current
city, and visibility in Facebook�s search engine. By default, all categories are
viewable by everyone on the Internet and have options to limit the view-
ing audience.

2. Sharing on Facebook�This controls content you share (posts, photos),
content others share about you (their comments on posts, tagging you in
a photo), and contact information. Facebook uses the following presets:

� Everyone�Viewable by everyone on the Internet without a Facebook
account. This is for content that you want to share with a larger audience.

� Friends of Friends�Viewable by friends of your friends. Use this for con-
tent relevant to this audience such as photos and videos.
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1

2

3 4

Figure 6.3 Privacy Settings page.

� Friends Only�Seen by Facebook friends only. Use this setting for con-
tact information or other similar items meant for people you interact with
directly.

� Recommended�Distributes across the previous three choices.
� Customize�After choosing one of four presets, you can customize your

settings further. For example, you can control who can see the videos
and photos you�re tagged in that appear in your profile.

3. Apps and Websites�This controls what information applications and
websites can access. This also controls your listing in public search engines
such as Google and Instant Personalization (sites personalized using your
public Facebook information).

4. Block Lists�This blocks specific people from contacting you or interacting
with your information. This includes their event and application invites. Note
that a blocked person might be able to still interact with you through appli-
cations and games you both use.

If you�re pressed for time, consider adjusting your privacy settings for Contact
Information (if you entered any), Profile Information, and Public Search Engines.
These are controlled by # 1, 2, and 3 in Figure 6.3.
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Control Basic Directory Information Sharing and
Facebook Search Visibility

SHOW ME Media 6.2�Control Basic Directory Information Sharing
and Facebook Search Visibility
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

The Connecting on Facebook settings control the visibility of how you are found on
Facebook and for parts of your profile used to find something in common with oth-
ers. I�ve called this section basic directory information because these settings really
control the directory content and tools others use to find you on Facebook.
Because Facebook Search relies on basic directory information, it�s included here. If
you want to hide from public search engines, see the section with the same title,
�Hide from Public Search Engines.�

Depending on why you joined Facebook, you might be okay with accepting Face-
book�s default to make this content visible on the Internet and Facebook. After all,
most of the Facebook experience is social, in which you connect with others. How-
ever, you still might want to hide parts of your profile. Perhaps you are using Face-
book for fun and want to limit what your work colleagues see.

To control visibility using Facebook�s groups, navigate to your Privacy Settings page
(refer to Figure 6.9) and select View Settings under the Connecting on Facebook
heading (refer to Figure 6.3, #1). Select the drop-down menu next to the setting
you want to change and choose from the menu (see Figure 6.4).

The menu choices, except Customize, are described in the previous section, titled
�Changing Your Privacy Settings,� and are commonly used throughout Facebook.
The menu choice of Customize is explained in the next section.

If you want to see how your profile looks after making changes, select Preview My
Profile in the upper right, then type in a friend�s name to see how your profile
appears to him or her (see Figure 6.5). Select Back to Privacy Settings to return to
the main privacy settings page.

Your name, gender, profile photo (should you choose to post one), and net-
works (should you choose to join one) are required to be visible to everyone and
have no privacy control. Facebook does this so friends can find and recognize it�s
really you. You can limit the visibility of all other information.
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Control Day-to-Day Content Sharing

SHOW ME Media 6.3�Control Day-to-Day Content Sharing
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

The controls for Sharing on Facebook can be found in the middle of the Privacy
Settings page (refer to Figure 6.3, #2). These control the visibility of things you
share about yourself and things others share about you, such as tagging you in a
photo or commenting on your wall.

Figure 6.4 Change privacy settings on the Connecting on Facebook page.

Figure 6.5 Type in a friend�s name to see how your profile appears after changing privacy
settings.
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Figure 6.6 Change privacy settings on the Customize Settings page.

A photo owner can still share that photo with people you�re not friends with, so
remove the tag from the video or photo to prevent this from happening. This is
described in Chapter 7, �Publishing Photos� and Chapter 8, �Publishing Videos.�

Depending on how you want to use Facebook, you might be okay with accepting
Facebook�s Recommended preset, which distributes visibility across Everyone,
Friends of Friends, and Friends Only (refer to Figure 6.3, see checkmark under #2).
These groups are described in the previous section, �Changing Your Privacy Set-
tings,� and are used throughout Facebook. However, if you want to change the visi-
bility of these items, you can select a group, for example Friends of Friends, which
then will see everything listed to the right of that group.

You can further customize these settings by selecting the Customize Settings link
at the bottom of the table (refer to Figure 6.3, #2). Facebook presents the Cus-
tomize Settings page. This page is organized into Things I Share (content from you
such as posts or your birthday), Things Others Share (friends commenting on your
posts or tagging you in a photo), and Contact Information. Changing the visibility
of Contact Information is covered in the next section. To change the visibility of the
other two categories, select the drop-down menu next to the setting you want to
change and choose from the menu (see Figure 6.6).
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The menu choices, except Customize, are described in the previous section,
�Changing Your Privacy Settings,� and are commonly used throughout Facebook.
The Customize Setting controls the visibility of this content to specific people or
friend lists. If you use Facebook for fun and want to limit what work colleagues can
see, you can select all of them by creating a friend list as described in Chapter 4,
�Communicating with Your Friends.�Then choose Customize (refer to Figure 6.6)
and type the name of the friend list in the Hide This From field (see Figure 6.7).

Figure 6.7 Hide specific content from this friend list using Customize.

You can also type the names of specific people as well. If you want to make this
specific content visible to certain people or a friend list, select Specific People from
the drop-down menu titled These People and then type the names of the people
and friend lists. Select Save Setting when you are done.

The most restrictive privacy setting is used in case of conflicts. This comes into
play if you add the same friend to multiple friend lists and then apply different
privacy settings for each friend list.

If you want to check what�s visible to certain people after these changes, select Pre-
view My Profile in the upper right and type a friend�s name to see your profile as it
appears to him or her (refer to Figure 6.5). Select Back to Privacy Settings to return
to the main Privacy Settings page.

Control Contact Information Visibility

SHOW ME Media 6.4�Control Contact Information Visibility
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.
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Figure 6.8 Control visibility of contact information using the drop-down menu.

The Sharing on Facebook section also controls who sees your Contact Information.
It appears on the table in the middle of the Privacy Settings page (refer to Figure
6.3, #2). As mentioned previously, you might be okay with Facebook�s Recom-
mended preset, which makes Contact Information visible to Friends Only (refer to
Figure 6.3, see checkmark). This group typically has people you interact with
directly.

However, if you want to change the visibility of Contact Information, you could
choose one of the presets of Everyone or Friends of Friends, but this changes visi-
bility for several areas. Instead, select the Customize settings link at the bottom of
the Sharing on Facebook table. Facebook presents the Customize settings page.
Scroll to the bottom, select the drop-down menu next to the Contact Information
content you want to control, and choose from the menu (see Figure 6.8). The menu
choices are described in the previous section, �Changing Your Privacy Settings,� and
are commonly used throughout Facebook. The Customize setting is described in
�Control Day-to-Day Content Sharing.�

If you want to see how contact information appears after these changes, scroll to
the top and select Preview My Profile in the upper right. Next, type in a friend�s
name to see how your information appears to him or her (refer to Figure 6.5).
Select Back to Privacy Settings to return to the main privacy settings page.

As mentioned previously, the most restrictive privacy setting is used in case of con-
flicts. For example, if you add the same friend to multiple friend lists, then apply
different Contact Information settings for each friend list, the most restrictive view
will apply for your friend.
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Control What Applications, Games, and Facebook-
Enabled Sites Tell Your Friends

SHOW ME Media 6.5�Control What Applications, Games, and
Facebook-Enabled Sites Tell Your Friends
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Applications, or apps for short, are the little, add-on programs that run inside Face-
book. They are akin to a music player running inside of a web browser. Games are
just another type of application. Most apps are written by non-Facebook develop-
ers and are meant to provide you entertainment, utility, and everything in-between
as you interact with friends on Facebook. To learn more about apps, see Chapter
13, �Using Facebook Applications.�

For an application to do its job, it needs information about you and your friends.
This is okay because you must specifically grant permission to an app before it can
access your personal information. Depending on why you joined Facebook, what
might not be okay is that your friends can also access your information and see all
of your app activity. For example, you may not want your friends to know you ran
the �How abnormal am I?� application. So you might want to control what informa-
tion is open through this back door access. Or you might want to remove apps you
no longer use or those that have become spammy.

Applications can access information available to everyone. This automatically
includes your name, profile picture, gender, and networks because the visibility
of this information cannot be restricted on Facebook.

The application and Facebook-enabled partner site privacy controls to make
adjustments are found in the lower left of the main privacy page (refer to Figure
6.3, #3). When you select the link Edit Your Settings, use the Apps, Games and Web-
sites page (see Figure 6.9) to control the following:

� Apps you use�For the installed apps and games shown, you can remove
any app by using the Remove link. You can also completely turn off the use of
applications by selecting the Turn Off link. By choosing Edit Settings on the
right and then Edit Settings next to a specific app, you can see what informa-
tion it accesses and the time of its last data access. To learn more about appli-
cations, see Chapter 13.
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� Info accessible through your friends�You can customize the profile infor-
mation and content you post, such as status updates, that are accessible to
friends by selecting Edit Settings on the right.

� Game and app activity�You can hide your activity using the drop-menu. If
you choose Customize from the menu, you can select specific people to show
or hide your content from in the same manner shown in �Control Day-to-Day
Content Sharing� (refer to Figure 6.7).

� Instant personalization�You can enable or disable personalization when
you visit any partner website of Facebook by choosing Edit Settings on the
right.

� Public search�You can enable or disable whether a preview of your profile
appears in public search engines. This is described more in the next section.

Figure 6.9 Use this page to manage access by friends and applications to your
information.

Select the Back to Privacy button at the top of the page to return to the main Pri-
vacy Settings page.
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Figure 6.10 Enable or disable your profile preview in public search engines.

Hide from Public Search Engines

SHOW ME Media 6.6�Hide from Public Search Engines
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Facebook creates a preview of your profile that displays in public search engines
such as Google, Bing, and Yahoo!. This preview is your photo with basic information
that�s visible to everyone (name, gender, and networks) and any other information
you made available to everyone using the Everyone privacy setting described ear-
lier in this chapter. This privacy setting does not hide you from Facebook Search,
which is described in the earlier section, �Control Basic Directory Information Shar-
ing and Facebook Search Visibility� (refer to Figure 6.4).

This setting is found within the Apps and Websites section in the lower left of the
main privacy page (refer to Figure 6.3, #3). Select the link Edit Your Settings, scroll
to Public Search at the bottom, and choose Edit Settings to the right. You can then
be visible to (choose enable) or hide (choose disable) from public search (see
Figure 6.10). You can also preview your profile as a search result by selecting See
Preview.

Select the Back to Apps button at the top of the screen to return to the Apps,
Games, and Website page. Select the Back to Privacy button at the top of that page
to return to the main Privacy Settings page.

Minors�anyone under 18�and their profile previews do not appear in public
search engine results.
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Figure 6.11 Enter the name or email address of the person you want to block in the
appropriate field.

Blocking Individual People

SHOW ME Media 6.7�Blocking Individual People
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Sometimes a relationship goes astray or someone you friended crosses the line
into abuse or harassment. Blocking him or her severs all direct interaction and
friendship connections. The person is not notified you blocked him or her and you
effectively become invisible to each other on Facebook.

To block someone, select Edit Your Lists from the Privacy Settings page (refer to
Figure 6.3, #4). Enter the name or email address of the person you want to block in
the appropriate field and select Block This Person or press Enter (see Figure 6.11).
To remove someone from your block list, select Unblock next to his or her name.
Select the Back to Privacy button to return the main Privacy page.

If you can�t locate the person in the search field, you can block him using his
profile page. At the bottom of his page, select the Report/Block This Person link.
This same link lets you report a violation, which is covered in the next section.
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Reporting Abuse and Violations

TELL ME MORE Media 6.8�Reporting Abuse and Violations
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

You might run across objectionable or disturbing content given the huge number
of people and applications interacting on the site. Facebook wants to know if you
find a person or application violating anything in the Statement of Rights and
Responsibilities (SRR). Some examples of violations are abusive behavior, compro-
mised profiles, imposter profiles, child exploitation, suicidal content, and terrorist
activity or support. Please email abuse@facebook.com to flag the abuse or use the
report links available on every profile, photo, message, event, and page. And you
can take other steps such as blocking people, as described earlier.

This chapter can�t cover all of the continually evolving threats to your privacy
and security. If there�s something this chapter hasn�t addressed, select Help at
the bottom of any page, and then Security.
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7
Publishing Photos

This chapter shows you the different ways to publish
your photos and albums on Facebook, and the
concept of tagging.

TELL ME MORE Media 7.1�An Introduction to Publishing Photos
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

You�ve posted pictures about a great vacation or looked admiringly at friend�s
photo album showing his or her new deck at their house. Words are great, but pic-
tures are better! Pictures allow you to post interesting and funny things, without
having to describe them. Many families join Facebook, just to share pictures and
keep up to date with grandchildren, nieces, and nephews. A family can stay con-
nected even if they are miles apart or can�t make certain events.

You should keep certain guidelines in mind when posting a photo. It must be must
be 4 megabytes (MB) in size or smaller and cannot be illegal, such as copyrighted,
or considered immoral by Facebook. See Facebook�s Terms of Service for details
(www.facebook.com/terms.php).

Facebook uses albums to hold photos, even if there�s just one. Every picture that
you upload to Facebook is placed into an album based on either personal prefer-
ences or default actions from Facebook. Each photo can have comments and be
edited, such as flipping it from portrait to landscape. Others can also comment on
the photo. You can also tag people in the photo, which means associating a part of
it, typically a face, to a Facebook friend. Tagging has two basic functions. It identi-
fies a person within a photo. It also notifies the person in the photo that a photo
has been uploaded of them and shows their recently tagged photos in their profile.
Learn more about tagging later in this chapter.

We first cover viewing photos and then posting your own.

Viewing Photos
Facebook gives you a variety of ways to view your photos. One of the most direct
approaches is selecting the Photos link under your profile picture from your Profile

www.facebook.com/terms.php
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Figure 7.1 Photos in your News Feed from a friend.

page. You might also see a row of photos at the top of your profile. These are
photos you�ve been identified, or tagged using Facebook parlance, in.

Facebook also provides numerous ways to see your friends� photos and albums.
The most straightforward approach is viewing them as they appear in your News
Feed (see Figure 7.1).

Another way to view photos and albums is by going a friend�s Profile page. Similar
to your Profile page, a photo strip appears under her name showing the five most
recent photos she was tagged in. Also on her profile, you can select one directly
from her mini-feed or select the Photos link in the left-side pane to see each
album�s cover page photo. See Figure 7.2 for an example of photo albums on a
friend�s profile page.

The consolidated place to view all your and your friend�s photos and albums is the
Photos page. To get there, select Photos from the left-side pane on your Home
page (see Figure 7.3). Here, you can sort by category and upload your own photos.
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Figure 7.2 Photos in your News Feed from a friend.

Figure 7.3 The Photos page consolidates photos from you and your friends in one place.

Here�s what each of the categories does under Photos:

� Videos�Select this to show your friend�s recently posted videos. To learn
more, see Chapter 8, �Publishing Videos.�

� Recent Albums�Select this to display your friend�s recently posted albums.

� Mobile Uploads�Select this to see photos uploaded by friends from their
mobile device or cell phone. To learn more, see Chapter 9, �Your Mobile
Access to Facebook.�

� My Uploads�Select this to see your photo uploads.
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Figure 7.4 Select the Photo icon to open the upload menu.

Posting Photos
As you probably know, many people use Facebook to keep their photos. You have
three ways to post a single photo to Facebook using its application, called Pub-
lisher. The first and most direct is to upload a photo from your computer. The sec-
ond option is to upload via a special email address. The third option is to take a
picture using webcam. We discuss these approaches in the following sections.

Uploading a Photo Using Your Drive or Email
When you upload a photo using these methods, it posts to your Wall, News Feed,
your friends� News Feeds (depending on privacy options), and an album. Photos
that are uploaded using your drive are automatically placed in the Wall Photo
album for easy access later. Photos posted via email are placed in the Mobile
Uploads album. You can move a photo to another album once it has been
uploaded.

SHOW ME Media 7.2�Upload a Photo Using Your Drive or Email
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Upload a Photo Using Your Drive or Email
The directions that follow show how to post a single photo on your Wall. It�s a quick
method to post a photo and add a caption.

1. Select Home from the blue menu bar in the upper right.

2. Select the Photo icon at the top (see Figure 7.4).
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Figure 7.5 Select Upload a Photo to upload it from your drive.

Figure 7.6 Select Browse to open a window to find your photo.

3. Select Upload a Photo (see Figure 7.5).

4. Select the Browse button to find the photo on your computer and select
the photo you want to upload (see Figure 7.6).

5. Enter an optional caption in the text box Say Something About This Photo.

6. Facebook defaults to making the photo visible to everyone. If you want to
change the privacy settings that control who can see it, select the Lock
icon.

7. Click the Share button.

You might have noticed a small link called Upload Via Email. You can see it in
Figure 7.6. This link displays instructions on how to upload a picture through
email. You are shown a special email address to send your photo to. It was
designed for mobile devices but can be used by any device, such as a desktop
PC, that can send email. There are also instructions for changing, or refreshing in
Facebook language, your upload email address to a different one. You cannot
use the old email address after you�ve refreshed it.

Posting a Photo Taken by a Webcam
Another option to upload photos onto Facebook is through your webcam. This is
typically a device that is connected via a USB connection or in some cases included
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Figure 7.7 Select Take a Photo to capture and post a photo from your webcam.

as a built-in device for your laptop. Facebook automatically detects whether you
have installed a web camera.

The results from taking a photo using a webcam are similar to uploading a photo
from your drive or email. A webcam photo posts to your Wall, News Feed, your
friends� News Feeds (depending on privacy options), and the Wall Photos album.
You can move the photo to another album once it has been posted.

SHOW ME Media 7.3�Post a Photo Taken by a Webcam
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Post a Photo Taken by a Webcam
The directions that follow show how to take a photo with your webcam and post it
on your Wall. It�s a quick method to take a picture and add a caption.

1. Select Home from the blue menu bar in the upper right.

2. Select the Photo icon at the top (refer to Figure 7.4).

3. Select Take a Photo (see Figure 7.7).

4. If prompted, select Allow so Facebook can use your camera and micro-
phone�your webcam should activate. Select Close to remove the dialog
box (see Figure 7.8).

5. Choose an optional filter effect, such as blur, from the drop-down menu in
the upper left. Then select the camera icon at the bottom of the displayed
image to take picture. Facebook counts down�3, 2, 1�and then displays
the photo.
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Figure 7.8 Select Allow to use your webcam to take a photo.

6. To share the picture, type an optional comment in the text box Say Some-
thing About This Photo, change the privacy option using the Lock icon, and
select the Share button, as shown at the bottom of Figure 7.8.

To delete a webcam photo without posting it, select the X in the upper right.

Changing and Sharing Photos
Once you�ve posted your photos, you can edit and share them with your friends.
Perhaps you want to flip a picture so it�s not lying on its side, change your profile
picture to something else, or add a caption to better describe the picture to your
friends. Speaking of your friends, you can comment on their photos, share them
with other friends, and download their photos in high resolution if available.

One of the best photo features Facebook is known for is tagging. Tagging is when
you identify yourself or a friend in a picture. Tagging is simple and is described in
this section.

Working with Your Photos
To make changes or share one of your photos, select Photos from the left-side pane
on your Profile Page. Then select an album title. When you see the row of photos
from your album, select the photo you want to work with.
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Figure 7.9 Editing a photo.

You can move from photo to photo by selecting the Previous and Next links above
the photo. The following lists the different actions that can be performed against
each photo (see Figure 7.9):

� Sharing�You can share a photo by clicking the Share link located directly
below the right side of the photo.

� Caption�The caption of the photo is located in the bottom left of the
photo. It can be edited by clicking the pencil icon.

� Tagging�A person can be tagged in the photo by clicking the Tag This
Photo link below the photo on the right.

� Untagging�If listed, a person can be untagged in the photo by clicking the
Remove Tag link below the photo and on the left.

� Rotating�A photo can be rotated 90 degrees in either direction by clicking
the arrows in the lower right of the page.

� Like/Unlike�Select Like or Unlike below the photo on the left.

� Commenting�Comments of the photo are shown underneath the caption
of the photo. You can delete any comment that appears under the photo by
selecting the X that appears when hovering over the comment.
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Figure 7.10 Share this photo using the public link from Facebook.

� Deleting�The photo can be deleted from the album by selecting the Delete
This Photo link.

� Editing�The Edit This Photo link brings you to the album editing page, but
only for the single photo. The photo is smaller, but you can see the caption
and the people tagged within the photo to the left of the photo. This is
described later in the chapter.

� Make Profile Picture�Select this link to make the photo your profile
picture.

� Share with Anyone�The Share This Photo with Anyone link at the bottom
of the page opens a new email and pastes a link to the photo in it. You can
accomplish the same task by manually copying and pasting the �http:� link
into an email (see Figure 7.10).

Liking, Sharing, and Downloading Your 
Friends� Photos

To work with your friends� photos, go to Photos page. To get there, select Photos
from the left-side pane on your Home page. Then select an album title from the
Photos page. When you see the row of photos from your album, select the photo
you want to work with.

You can move through photos in their albums using the Previous and Next links
above the photo. Below the photo are options for liking, commenting, and down-
loading the photo. Here�s what each of those options does (see Figure 7.11):

� Like/Unlike�Select this link to give positive feedback or to indicate you
enjoyed a photo without leaving a comment. Your like is noted under the
photo, a comment is posted to your Wall that you liked your friend�s photo,
and your friend gets a notification. You can stop liking a photo by selecting
the Unlike link.

� Comment�If you have permission, select this link or just start typing in the
text box titled Write a Comment. The comment can be seen by anyone who
sees the image.
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Figure 7.11 Working with a friend�s photo.

� Share�Select this to share this photo in a few ways. You can share it with all
your friends by posting it to your profile or you can share it with specific
friends by selecting Send as a Message instead. You can also write a note in
the What�s on Your Mind text box, and that note appears on your friend�s
News Feed and your Wall (see Figure 7.12). The Lock icon menu controls
whom you share this photo with using Facebook�s commonly used groups.
These menu options are described in Chapter 6, �Safeguarding Your Informa-
tion on Facebook.� Note, the Share link does not override the privacy settings
made by the album owner�photos with strict privacy settings cannot be
viewed by friends who don�t have permission.

� Tag This Photo�Select this to identify a friend in a photo. If the photo
owner is not a friend, he or she needs to approve the tag. This is described
later in the chapter (refer to Figure 7.10).

� Report This Photo�Select this to flag a photo to Facebook.

� Download in High Resolution�If available, select this to download the
photo as a better quality, high-resolution file. A high-resolution file is larger
than a regular-resolution file and takes longer to download.
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Figure 7.12 Share the photo using this dialog box.

Tagging Photos
Photo tagging is when you identify you and your friends in a picture. It�s useful to
label everyone in a group photo or if you can�t see faces clearly. A tagged photo of
your friend shows up in the Photo section of his or her profile. Your friend�s five
most recently tagged photos also appear at the top of his or her profile. If you are
tagging a photo that wasn�t posted by a friend, then the photo owner needs to
approve your tag.

SHOW ME Media 7.4�Tag a Person in a Photo
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Tag a Person in a Photo
The directions that follow show how to tag a person in a photo that you or a friend
uploaded:

1. Open the photo you want to tag.

2. Scroll down past the photo and select the Tag This Photo link.

3. Select the person you want to identify in the photo with your mouse
pointer.
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Figure 7.13 Type or select someone�s name to tag them in this picture.

4. Select a name or type it in the Tag Name box (see Figure 7.13). If the per-
son doesn�t have a Facebook Profile, you can type in a name and option-
ally include an email address for them to receive a link to the photo.

5. Select Tag.

6. When are you through identifying everyone in the photo, select Done
Tagging above the photo.

You can �untag� yourself from a photo by going to the photo, finding your name,
and selecting Remove Tag.

If the photo is offensive or should be removed, select the Report This Photo link.

Creating and Organizing Albums
All photos end up in an album. An album can hold just one or up to 200 photos.
You can create as many albums as you want. Each album is a collection of photos
grouped by a common factor. Photos can be grouped based on the contents of the
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Figure 7.14 Select Create an Album to create one by uploading photos from your drive.

photos (such as family vacation) or by access (for example, Everyone, Family, and
Friends Only). More information on privacy settings can be found in Chapter 6.

Creating a Photo Album
Uploading one photo at a time gets tedious when you have many photos from a
vacation or an event. This is where creating a photo album becomes useful. If you
create an album using Facebook Publisher, it asks about the album name, location,
resolution or quality, and privacy settings.

Facebook has two applications to upload your photos. The newer one is called the
Advanced Uploader�you hold the Control button to select multiple photos. The
advanced uploader can handle a photo file up to 15MB in size using the .jpg, .gif,
.bmp, or .png formats. The older one, called Simple Uploader, requires you to
browse and select each file individually. It can handle a file size up to 4MB.

SHOW ME Media 7.5�Create a New Photo Album
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Create a New Photo Album
The directions that follow show how to create a new album without editing. The
album is created by uploading photos from your drive using the Advanced
Uploader. It�s a quick method to create an album, add information, and adjust reso-
lution and privacy settings.

1. From your Home Page, select the Photo icon at the top of the page.

2. Select Create an Album (see Figure 7.14).
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Figure 7.15 Click Select Photos to see a window to select the photos you want to upload.

Figure 7.16 Fill in album information and select Create Album when you are done.

3. Click Select Photos to open a window to select the photos you want to
upload. As mentioned, hold down the Control button on your PC to
upload multiple photos at once (see Figure 7.15).

4. After selecting your photos, select Open to upload them.

If you are having problems uploading using the Advanced Uploader, you can try
the Simple Uploader (refer to Figure 7.15).

5. While your photos are being uploaded, you can fill in an album name,
location, and change the photo quality. You can also change privacy set-
tings by selecting the Lock icon. Select Create Album when you are done
filling in album information (see Figure 7.16).
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Figure 7.17 Select Publish Now to post your album as is.

6. To post your photos and album information as is, select Publish Now
(see Figure 7.17). The next section covers editing the photo and album
information.

You can also upload photos to a new album by selecting Photos from the left-
side pane of your Home or Profile page. You might need to select More to make
the Photos button visible on your Home page. Then select Upload Photos from
the upper right. Both approaches use the Advanced Uploader.

Editing and Organizing Your Albums
Once an album has been uploaded to Facebook, it can be changed, shared, com-
mented on, tagged, and also deleted�all in Facebook. You can see your albums by
selecting Photos under your Profile picture from your Profile page. After selecting
an album title, here�s a list of the actions you can take when you see the thumbnail
view of photos in your album (see Figure 7.18):

You can edit and change only albums you have uploaded. You do not have
access to other people�s albums, even if you are tagged in one of their photos.
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Figure 7.18 Editing an album from the thumbnail view.

� Tag Photos�In the upper right, select this to tag your friends in these
photos.

� Add More Photos�Also in the upper right, select this to upload more
photos to this album.

� Change Order of Photos�Select and drag a photo to a new spot (refer to
middle photo in Figure 7.18).

� Edit Album Info�From the left side menu, select this link to change album
information, privacy, and other settings. This is described later in the chapter.

� Share This Album�Also from the left side menu, select this link to share this
album through Facebook messaging.

� Post Album to Profile�Post the album to your profile by selecting this link
from the menu on the left.

� Add a Caption�In the middle of the page, select this link, or the pencil icon
to the right, and type in an album caption in the text box. Select Save when
you are done.

� Like/Unlike�Select Like or Unlike from the middle of the page.

� Comment�Type a comment for this album in the text box titled Write a
Comment.

� Share Album with Anyone�Selecting this link automatically pastes a link to
the album in a new email. You can also manually copy the �http:� link at the
bottom of the page into an email to share it.
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Figure 7.19 Editing an album using the Edit Photos tab.

To edit album details, select Edit Album Info from the menu in the lower left (refer
to Figure 7.18).

You can also edit album details starting from your Home page. Select Photos
under your Profile picture, then the Edit Album link under the album you want
to change. You may need to choose a submenu under Photos, such as My
Uploads, to find your album.

Now that you�ve opened an album in edit details mode, the following is a list of the
actions you can take from the Edit Photos tab (see Figure 7.19):

� Caption�Add a photo caption by typing in the text box.

� Tagging�Tag someone by clicking on him or her in the photo.

� Album Cover� Change the album cover to this photo by selecting This is
the album cover button under the photo.

� Delete a Photo�Checkmark Delete this photo under the photo to remove it
from the album.
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Figure 7.20 Editing an album using the Edit Info tab.

� Move to another Album�Select the new album name from the Move to
drop-down menu under the photo (refer to open drop-menu in Figure 7.19).

� Back to Album�Select this to return to the thumbnail view of photos in the
album. Note, this exits editing without saving changes.

When you are finished making changes, scroll down and select Save Changes.

If you select the Edit Info Tab, here�s a list of the actions from that page (see Figure
7.20). When you are finished making changes, be sure to select Save Changes.

� Album Name, Location, Description�Type in the respective text box to
change these.

� Privacy�Select the visibility of the album from the drop-down menu with
the Lock icon. See Chapter 6 for details about working with Facebook�s pri-
vacy settings.

� Share Album with Anyone� Selecting this link automatically pastes a link
to the album in a new email. You can also manually copy the �http:� link at the
bottom of the page into an email to share it.

� Back to Album� Select this to return to the thumbnail view of photos in the
album. Note, this exits editing without saving changes.

If you select the Delete tab (refer to Figure 7.20), you are prompted to delete the
entire album.
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Publishing Videos

This chapter explores how to view a video, record a
video from your webcam, upload an already recorded
video, and edit a video after it is on Facebook.

Facebook uses video as another way to communicate with your friends. You can
share live action footage of a school play, watch a movie trailer, or just send a quick
video message to say �Hi!� Videos provide a new level of communication. A benefit
of Facebook videos is the ability to leave video messages that friends and family
can view at their convenience. This is useful, for example, for business travelers who
travel to different time zones. Facebook is one of the few social networks that
stores videos to view as another way to communicate.

Facebook also supports high-quality (HQ) video clips. This means you can upload
videos at better resolution, as much as 1280 by 720 pixels (720p), resulting in
crisper quality. Even if you don�t upload HQ videos, you can still watch them on
Facebook.

You should keep certain guidelines in mind when working with a video. It cannot
be more than 1024 megabytes (MB) in size or 20 minutes in length. It should con-
tain personal content, not commercial or copyrighted content, and cannot be con-
sidered immoral by Facebook. See Facebook�s Terms of Service for details (www.
facebook.com/terms.php).

We�ll first cover viewing a video and then posting and editing one.

TELL ME MORE Media 8.1�An Introduction to Publishing Videos
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Viewing a Video
Similar to photos, Facebook gives you a variety of ways to view videos. You can see
your uploaded videos or those you�ve been tagged, or identified, in. A direct
approach is from your Profile page�select the Photos link under your profile

www.facebook.com/terms.php
www.facebook.com/terms.php
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Figure 8.1 Choose See All Videos or View Videos of You to view your videos.

picture and then See All Videos, for your uploaded videos, or View Videos of You,
for videos you�re tagged in (see Figure 8.1).

When you see the video you want to watch, click the picture. Facebook displays
another window with video loaded. Click the picture again, and it starts playing.

When you hover your mouse over the bottom of the video, you see these player
controls (see Figure 8.2):

� Play/Pause�Select this to pause the video when it�s playing. Select it again
to play the video from where you paused it.

� Timeline�Select a spot on the timeline, which is next to Play/Pause, to
advance or go back to a certain spot in the video.

� Sound�Select the speaker icon to silence or unsilence the sound. You can
adjust the video�s volume by clicking and dragging next to the speaker icon.

� High Quality�Select the HQ button to switch between high-quality or regu-
lar-quality video. The video may reload when switching.

� Full-screen�Select the rectangle on the far right of the control bar to switch
to full-screen mode. Press the Esc key on PCs to turn off full-screen viewing.

You may see options to Tag, Share, and do other things with the video beneath the
view screen. These are described later in this chapter.
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Figure 8.2 Use the player controls beneath the video to view your videos.

Figure 8.3 Select Video to see a list of your friends� videos.

You can also view your friends� videos. You can find them in your News Feed as they
post them. You can also select the video link under your profile picture from your
Home page (see Figure 8.3).



C h a p t e r  8 | Publ ishing Videos146

Uploading a Video
Now that you�ve seen some videos, it�s time to talk about how to post your own.
Similar to the options for photo uploads, you can upload a video from your com-
puter, through email, or using a webcam. However, unlike photos, the video post-
ing process isn�t immediate. A video requires conversion into another format, called
encoding, which is time on top of the time to upload.

Uploading a Video from Your Drive
The easiest way to post a video on Facebook is to upload it from your drive. If you
want to upload a video from another site, such as YouTube, you need to post a link
to it using the Link icon from your Profile page.

SHOW ME Media 8.2�Upload a Video from Your Drive
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Upload a Video from Your Drive
The following steps show you how to upload a video that has been stored on your
computer and place it on Facebook:

1. Select Home from the blue menu bar in the upper right.

2. Select the Photos link beneath your profile picture (see Figure 8.4). You
may need to select More to see the menu option.

3. Select + Upload Video from the upper right (see Figure 8.5).

4. The Upload screen defaults to the File Upload tab. Select the Browse but-
ton to find the video on your computer and select the video you want to
upload (see Figure. 8.6).

You need to have a Facebook verified account to upload the maximum video
sizes allowed by Facebook (refer to Figure 8.6). If you don�t, your video is limited
to 100 MB and under two minutes.
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Figure 8.4 Select Photos to see the Photos page.

Figure 8.5 Select + Upload Video to open the Upload screen.

Figure 8.6 Select Browse to open a window to find your video.

5. You can fill in optional information while your video is uploading. Enter
friends� names in the In This Video field to tag them. Enter a title and
description in the corresponding fields. Facebook defaults to making the
video visible to everyone. If you want to change the privacy setting for this
video, select the Lock icon.
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Figure 8.7 Check Notify Me so Facebook can contact you when your video has finished
processing.

6. Select the Save Info button when you are through entering information.
Because a video can take anywhere from a few minutes to several hours to
upload, you don�t need to wait for it to complete before clicking Save Info.

7. You can check Notify Me and Facebook will let you know when it finishes pro-
cessing and encoding your video (see Figure 8.7).

Facebook will notify you through email of any upload or encoding errors.

Uploading a Video via Email
You can also upload videos to Facebook anywhere you have email. This means you
can post videos immediately after capturing them, whether you�re on Facebook
or not.

This is called Mobile Videos. A unique email address is associated with your
account. Any video sent to this address is immediately posted to your wall and sent
out to your friends� News Feeds. You can write a caption for the video using the
email�s subject line and edit it later in Facebook. A single caption is applied if multi-
ple videos are attached to the email.

Because it does not matter who uses the email address, you should think about pri-
vacy when using mobile uploads. First, consider guarding who knows your unique
upload address. Also, a mobile upload of a video defaults to visible by everyone,
but you can change this on your Photos page.
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Your address can be found by selecting the Mobile Video tab (refer to Figure 8.6).
Write down what�s displayed or select the Send the Upload Email for My Page to
Me Now link for options to email or text the address to you.

If you want to change the upload email for your account, select Refresh Your
Upload Email link within the Mobile Video tab. Once you�ve refreshed your address,
you will not be able to use your old one.

The email provided is the same email address for uploading photos remotely, as
seen in Chapter 7, �Publishing Photos.� When you refresh your special upload
email address in either Photos or Videos, it is changed for the other also.

SHOW ME Media 8.3�Uploading a Video via Email
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Uploading a Video Recorded by a Webcam
Recording a video allows you to directly post a video to Facebook. Facebook pro-
vides different ways to use the Video application. You can post a short video mes-
sage to your wall, to a Facebook message, add it to an event, or you can just
publish it.

The prerequisites for recording video on Facebook are a webcam, microphone, and
the latest Adobe Flash Player. A webcam is typically a device connected via a USB
connection or in some cases an expansion card to either your laptop or desktop.
Facebook automatically detects whether you have installed a web camera.

The same restrictions that apply to an uploaded video apply to a recorded video.
The video must be 20 minutes or 1024 MB in size or smaller. It must also conform
to Facebook�s Terms of Service (www.facebook.com/terms.php).

SHOW ME Media 8.4�Upload a Video Recorded by a Webcam
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

www.facebook.com/terms.php
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Figure 8.8 Select the Record Video tab to record a video using your webcam.

Figure 8.9 Select Allow to use your webcam to record a video.

LET ME TRY IT

Upload a Video Recorded by a Webcam
The directions that follow show how to record a video with your webcam. It�s one
method to record a video, add information, and tag your friends. Because you are
posting using a webcam, Facebook automatically tags you in the video.

1. Select Home from the blue menu bar in the upper right.

2. Select the Photos link beneath your profile picture.

3. Select + Upload Video from the upper right.

4. Select the Record Video tab (see Figure 8.8).

You need to have a Facebook verified account to upload the maximum video
sizes allowed by Facebook. If you don�t, your recorded video is limited to 100 MB
and under 2 minutes.

5. If prompted, select Allow so Facebook can use your camera and micro-
phone�your webcam should activate. Select Close to remove the dialog
box (see Figure 8.9).
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Figure 8.10 Select red and white button at the bottom to begin recording.

Figure 8.11 Select the white button at the bottom to stop recording.

6. Select the red and white button at the bottom to begin recording (see
Figure 8.10).

7. Facebook displays remaining time left in the upper left. Select the button
at the bottom to stop recording (see Figure 8.11).

8. To replay, select the play triangle. You can record over again by selecting
Reset. If you are happy with the video, select Save (see Figure 8.12).
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Figure 8.12 Use the controls at the bottom to replay, save, or reset to re-record your video.

Figure 8.13 Fill in as many fields as you want and use the buttons at the bottom to edit or
delete your video.

9. After selecting Save, choose a thumbnail from the right, fill in as many fields
as you want, change privacy settings using the Lock icon, and select Save to
post. If you want to delete the video, select Delete. If you want to fill in details
later without publishing, select Skip for Now (see Figure 8.13).

If you have issues with your webcam, verify Adobe Flash Player is the latest ver-
sion. To do this, right-click anywhere on the screen where a webcam image
should show, such as the grey area in Figure 8.9, then select About Adobe Flash
Player from the menu. When the Adobe website loads, scroll and find two tables.
One displays your installed version of Adobe Flash player. Compare your
installed version with the second table that displays the latest version available.
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Figure 8.14 Select the Messages icon and then Send a New Message.

Send a Video in a Facebook Message
You can attach video captured by your webcam in a Facebook message. This is use-
ful if you want to send a private video message to a friend or a share a video with
multiple friends.

As before, the prerequisites for recording video on Facebook are a webcam, micro-
phone, and the latest Adobe Flash Player. Facebook automatically detects whether
you have installed a web camera.

The same restrictions that apply to an uploaded video apply to a recorded video.
The video must be 20 minutes or 1024 MB in size or smaller. It must also conform
to Facebook�s Terms of Service (www.facebook.com/terms.php).

SHOW ME Media 8.5�Send a Video Message Recorded by 
Your Webcam
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Send a Video Message Recorded by Your Webcam
The following directions show how to record a video directly to a Facebook
Message:

1. Select the messages icon from the blue menu bar, then select Send a New
Message (see Figure 8.14).

2. Type in one or more names of friends you want to receive the video mes-
sage. Type a subject and message in the appropriate fields.

3. Select the Video icon, which looks like a video camera.

www.facebook.com/terms.php
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Figure 8.15 If you are happy with the video, select Send.

4. If prompted, select Allow so Facebook can use your camera and micro-
phone�your webcam should activate. Select Close to remove the dialog
box (refer to Figure 8.9).

5. Select the red and white button at the bottom to begin recording (refer to
Figure 8.10).

6. Facebook displays the remaining time left in the upper left. Select the
white button at the bottom to stop recording (refer to Figure 8.11).

7. To replay, select Play. You can record over again by selecting Reset. If you are
happy with the video and want to send it, select Send (see Figure 8.15).

Editing Videos
All videos are eventually published to your profile, but this doesn�t necessarily
mean that everyone can see them. Your privacy settings work much like the privacy
setting for photos. You might see a video posted to your wall, but if you set the pri-
vacy setting to Only Me, you are the only one who can see that post. Videos them-
selves cannot be changed, but how they are presented to Facebook and your
friends can be changed. You can take any video and post it to your wall or send it
as a message through Facebook Messaging.
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Figure 8.16 Select the Edit Video link to open the edit video form.

Figure 8.17 Change the displayed video using the provided options or select Cancel to
move to the next screen.

One way to edit a video is select Profile from menu at the top and then Photos on
the left under your profile picture. Select the See All Videos link (refer to Figure 8.1).
Then, select the Edit Video link next to the video you�d like to change (see
Figure 8.16).

In the screen that follows, you can tag your friends and change the title, descrip-
tion, privacy settings, or thumbnail picture for this video. For additional controls,
select Cancel (see Figure 8.17).

You can move to a different video by selecting the Previous and Next links above
each video. Most of the controls to edit a video are below it. The following is a list
of different options (see Figure 8.18).
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Figure 8.18 Editing a video.

� Like/Unlike�Select this link to give positive feedback or to indicate you
enjoyed a video without leaving a comment. Your like is noted under the
video, a comment is posted to your Wall that you liked your friend�s video,
and your friend gets a notification. You can stop liking a video by selecting
the Unlike link.

� Comment�If you have permission, select this link or just start typing in the
text box titled Write a Comment. The comment can be seen by anyone who
sees the video.

� Share�Select this button to share this video in a few ways. You can share
with all of your friends by posting it to your profile or you can share it with
specific friends by selecting Send as a Message instead. You can also write a
note in the What�s on your mind text box and that note appears on your
Friend�s News Feed and your Wall. The menu from the lock icon controls who
you share this video with using Facebook�s commonly used groups (see
Figure 8.19). These groups are described in Chapter 6, �Safeguarding Your
Information on Facebook.� Note, the Share link does not override the privacy
settings made by the video owner�a video with strict privacy settings can-
not be viewed by Facebook users or friends who don�t have permission.

� Rotating�A video can be rotated 90 degrees in either direction by clicking
the arrows.

� View in Regular/High Quality�Select this to view in either regular or HQ
resolution.

� Tag This Video�Select this to identify a friend in the video. If the video
owner is not a friend, he or she needs to approve your tag. Tagging is
described later in the chapter.

� Edit This Video�Select this link to see the Edit Video page (refer to 
Figure 8.16).
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Figure 8.20 Embed your video on any website by copying this code.

Figure 8.19 Share the video using this dialog box.

� Delete Video�Select this link to permanently delete this video.

� Embed This Video�Select this to copy and paste code to display this video
on any website. Your privacy settings are still in play, so if people want to
view the video, they must be able to view it on Facebook, or you must open
privacy settings so that everyone can view it (see Figure 8.20).

Tagging Someone in a Video
Just like photo tagging, video tagging is when you identify friends and family in a
video. When you tag your friends, a post appears in their News Feeds and Walls. If
you tag a video that wasn�t posted by a friend, then the video owner needs to
approve your tag.

You cannot tag someone in a video who does not have a Facebook account.
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SHOW ME Media 8.6�Tag a Person in a Video
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Tag a Person in a Video
The directions that follow show how to tag a person in a video that you or a friend
uploaded:

1. Select the Photos link, under your profile picture, from your profile page.

2. Select the See All Videos link at the top of your screen.

3. Select the Edit Video link.

4. Select a name or type it in the In This Video field (refer to Figure 8.16).

5. Select Save when you are finished (refer to Figure 8.16).

You can untag yourself from a video by going to the video and selecting the
remove tag link next to your name.
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Your Mobile Access to Facebook

This chapter introduces you to Facebook Mobile, the
perfect solution for Facebook users on the go.

More than 200 million Facebook members worldwide use Facebook Mobile, and
that number continues to grow rapidly. In addition, more than 200 mobile opera-
tors in 60 countries deploy Facebook mobile products, which give you mobile
access to Facebook from almost anywhere in the world.

In this chapter, you explore the many features of Facebook Mobile. You can also
listen to tips on ways to make the most of your mobile experience with Facebook
and watch videos that show you how to customize Facebook Text Messages, down-
load Facebook mobile applications, and customize your Facebook Places privacy
settings.

What You Can Do with Facebook Mobile
Although certain things are easier to do on the Facebook website (such as writing
long messages), you can perform the vast majority of Facebook tasks from a
mobile device when you�re on the go.

TELL ME MORE Media 9.1�What You Can Do with Facebook Mobile
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Facebook Mobile enables you to

� Use Facebook Mobile Web to access Facebook from any phone with an Inter-
net browser.

� Send and receive status updates, wall posts, friend requests, and more via
text message.

� Upload photos and videos from your cell phone.

� Use custom Facebook mobile applications for many popular cell phones.

� Receive selected friends� status updates by text message.
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Figure 9.1 Facebook Mobile offers several ways to interact with Facebook from a mobile
device.

To learn more about Facebook Mobile, go to http://www.facebook.com/mobile,
shown in Figure 9.1. You must log in to Facebook itself before activating or using
any of these features, however.

Something you�ll notice on the Facebook Mobile web page is that its content is
dynamic. When you first open the page, a specific feature is profiled at the top.
Refresh your browser, and another feature is profiled at the top. The options that
display below each feature vary depending on whether it�s at the top or in one
of the boxes at the bottom of the page.

Facebook adds new mobile features and functionality on a regular basis. To keep
up with what�s new, check out its Facebook �fan� page at http://www.facebook.
com/UsingFacebookMobile.

Activating Facebook Mobile
The first step in getting started with Facebook Mobile is to activate your phone for
use with Facebook Text Messages. Although you don�t need to activate your phone
to use every feature of Facebook Mobile, it�s a good idea to start with this task, par-
ticularly if you�re interested in sending or receiving status updates, friend requests,
messages, wall posts, and more on your cell phone.

http://www.facebook.com/mobile
http://www.facebook.com/UsingFacebookMobile
http://www.facebook.com/UsingFacebookMobile
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Figure 9.2 Go to the Mobile tab to get started setting up your phone.

Figure 9.3 Select your country and provider to get started.

LET ME TRY IT

Activate Facebook Mobile for Your Phone
To activate Facebook Mobile, follow these steps:

1. From the main menu, select Account, Account Settings.

2. On the My Account page, select the Mobile tab. Figure 9.2 shows this tab.

3. To activate your phone, click the Register for Facebook Text Messages link.

4. In the Activate Facebook Texts (Step 1 of 2) dialog box shown in Figure 9.3,
select your country and mobile carrier from the drop-down lists. Then click
the Next button.

5. On your cell phone, send a text message containing the letter �F� (but
without the quotation marks) to 32665 (FBOOK) as instructed in the Acti-
vate Facebook Texts (Step 2 of 2) dialog box, shown in Figure 9.4.
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Figure 9.4 Step 2 tells you what to do on your cell phone.

6. Enter the confirmation code that Facebook sends you in the text box.

7. If you want to share your cell phone number with your Facebook friends,
select the Add This Phone Number to My Profile check box. Remember that
anyone who can view your profile can also see your cell phone number. If you
want your number to remain private, clear this check box. Then, click the
Next button.

You�re now ready to customize the way you use Facebook Text Messages.

Customizing Facebook Text Messages
The Mobile tab on the My Account page now contains many new fields that enable
you to customize how you want to use text messaging on Facebook Mobile. This is
particularly important if you have many Facebook friends or your friends are very
active on the site. You could end up with information overload if you don�t specify
the exact information you do�and don�t�want to receive via text message.

SHOW ME Media 9.2�Customizing Facebook Text Messages
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Customize Facebook Text Messages for Your Phone
To customize how and when you receive text messages, follow these steps:

1. From the main menu, select Account, Account Settings.

2. On the My Account page, select the Mobile tab. Figure 9.5 shows this tab.
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Figure 9.5 Specify exactly which messages you want to receive and when you want to
receive them.

3. In the Facebook Text Messages section, specify which messages you want
to receive and when. Your options include

� Texts Are�By default, text messages are set to on. If you don�t want to
receive any text messages, select the Off option button. Note that this
doesn�t affect your ability to send text messages.

� Which Text Notifications Should Go to My Phone?�Click the Click
Here link to select which text notifications you want to receive as a text
message on your phone. Facebook opens the Notifications tab where
you can choose the notifications to receive via SMS (as well as via email).
Sample options include receiving a text message when someone sends
you a message, adds you as a friend, posts on your Wall, tags you in a
photo, tags you in Facebook Places, and more.

� Send Text Notifications Only From Friends�Restrict notifications to
activity just from your friends.

� Whose Status Updates Should Go to My Phone?�Enter the names of
Facebook friends or pages whose status updates you want to receive.
Facebook searches for matches among your friends as you type. Again,
you�ll want to use this selectively to avoid information overload.
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� What Times Should Texts Be Sent to My Phone?�Select the Anytime
option button if you want to continually receive text messages. If you
want to limit messaging only to certain hours, select the Only From
option button and specify the start and end times from the drop-down
lists. For example, I have many Facebook friends in Europe. As much as I
like them, I don�t want to receive updates in the middle of the night
telling me what my Parisian pals are having for lunch.

� Do Not Send Me SMS Notifications While I Am Using Facebook�If
you want to avoid receiving notification of what you can see for yourself
while using Facebook, select this check box.

SMS stands for Short Message Service, a method used to send text messages
between cell phones and websites.

� How Many Texts Should Be Sent?�You can receive unlimited messages
or limit this amount to a number between 1 and 100 texts per day. Face-
book notifies you when you reach your daily limit. If you want to receive
more messages, reply to this notification using the word �reset.�

� Should a Confirmation Text Be Sent When I Message, Wall Post,
Comment, Poke, Upload Photos, or Set My Status from My Phone?�
If you want to receive confirmation of your own activity, select the Yes
option button. Otherwise, select No.

4. Click the Save Preferences button to save your changes.

After you set your initial preferences, you might decide that you�re still receiving
too many text messages. Or, you might have been too selective and need to
receive more information. In either case, you can return to this page at any time to
modify the text messages you receive.

Activating Multiple Phones
You can activate Facebook Mobile for more than one phone, but you will receive
text messages only on the phone you select in the My Phone section at the bottom
of the Mobile tab.

LET ME TRY IT

Activate Facebook Mobile for an Additional Phone
To activate Facebook Mobile for another phone, follow these steps:
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1. From the main menu, select Account, Account Settings.

2. On the My Account page, select the Mobile tab.

3. In the Mobile Phones section, click the Add Another Phone link.

4. Follow the steps in the �Activate Facebook Mobile for Your Phone� section ear-
lier in the chapter to activate this additional phone.

Deactivating a Phone
If you change phone numbers or no longer want to use Facebook Mobile, you can
deactivate your phone. To do so, click the Remove link to the right of the phone
number you want to deactivate in the Mobile Phones section of the Mobile tab.

Accessing Facebook Mobile Web
If you have a phone with an Internet browser, you can use Facebook Mobile Web to
update, view, and manage your Facebook account. To access Facebook Mobile
Web, navigate to http://m.facebook.com on your cell phone. Figure 9.6 shows an
example of Facebook Mobile Web on the iPhone.

Figure 9.6 Go to m.facebook.com on your cell phone to access Facebook on the go.

http://m.facebook.com
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Although Facebook doesn�t charge to use Facebook Mobile Web, you�re still
responsible for any associated data access charges from your mobile carrier.

When you log on to Facebook Mobile Web, you can perform many common Face-
book tasks such as viewing your requests, updating your status, and viewing
events and your News Feed. Using the top and bottom navigation links, you can
access other areas of Facebook. For example, the top menu includes the following
options: Home, Profile, Friends, and Inbox. From the Bookmarks section at the bot-
tom of the page, you can access the following: Notifications, Groups, My Pages (if
you have at least one Facebook page), Events, Photos, and More.

In addition to using Facebook Mobile Web, also check to see whether there�s a
mobile application specific to your phone. These custom applications often offer
even more features. For more information, see �Using a Custom Facebook Applica-
tion for Your Phone� later in this chapter.

If you live in one of many supported countries, you could have access to 0.face-
book.com, a new mobile site that lets you log on to Facebook from a mobile
device without data fees. At present, the United States and Canada aren�t on the
list, but Facebook adds new countries regularly.

Sending Text Messages
It�s easy to send a status update to Facebook when you�re on the go. Just send a
text message to 32665 (FBOOK) from your activated cell phone. For example, you
could text �Having dinner at a great Italian restaurant by the beach� to 32665, and
this text will appear as your latest Facebook status. Remember, your mobile
carrier�s text messaging rates do apply.

If you�re unable to send a text message from an activated phone, verify that your
message doesn�t contain a signature, which can interfere with Facebook Mobile
Texts. Also, verify that your mobile plan enables you to send text messages.

If you�re looking to do more with text messages, Facebook offers some advanced
options. Table 9.1 lists several examples of how you can send private messages,
search, post on a friend�s wall, and send friend requests via text message.

In the second column, the bolded text refers to the text message command you
need to enter, the regular text is an example of the specific Facebook member you
want to message or search for (in this case, Anne Smith), and the italicized text is
an example of the message you could send this person.
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Table 9.1 Facebook Text Messaging Options

To do the following: Send this via text message on your cell phone:

Message a specific person msg anne smith hello

Search for a friend search anne smith

Find a cell phone number cell anne smith

View a list of your current events event

Post something on a friend�s wall wall anne smith congrats!

Send a friend request add anne smith

Sending Photos and Videos from Your Cell Phone
If you enjoy taking photos or videos with your cell phone, you can easily send them
to Facebook right from your phone using Facebook�s Mobile Uploads feature.
Facebook provides a personalized email address to each Facebook member for this
purpose.

You can also use Mobile Uploads to send a status update to Facebook. Just enter
your update in the subject line of the email.

LET ME TRY IT

Send a Photo or Video to Facebook from Your Cell
Phone

To send photos or videos from your cell phone, follow these steps:

1. From the main menu, select Account, Account Settings.

2. On the My Account page, select the Mobile tab.

3. In the upper-right corner of the tab, click the Go to Facebook Mobile link.

4. In the Upload via Email section of the Facebook Mobile page (see Figure
9.7), locate your personal upload email address, such as samplemail@m.
facebook.com. This email is associated with your Facebook account, so
don�t share it with others.
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Your upload email address will display here.

Figure 9.7 When you�re logged in to Facebook, your private upload email address displays
on the Facebook Mobile page.

Figure 9.8 View your mobile uploads on your Facebook profile.

Optionally, Facebook can send your upload email address to the email address
you have listed on the My Account page. To do this, click the Send Me My
Upload Email button. This way, you can save this email address as a contact in
your email system, ready to use whenever you want to post or upload.

5. On your cell phone, send your photo or video to your personal upload email
address, entering an optional caption in the email subject line. The exact
steps for performing this task vary by cell phone. If you�re unsure, refer to
your cell phone�s user manual.

Your uploaded photo and videos display on your Facebook profile and News Feed,
as shown in Figure 9.8. If you uploaded a photo, you�ll also find it in your Mobile
Upload photo album. From here, you can edit, tag, or share this photo. You can also
modify its privacy settings, which is set to Everyone by default.
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For more information about working with photos and videos on Facebook, see
Chapter 7, �Publishing Photos,� and Chapter 8, �Publishing Videos.�

Changing Your Upload Email Address
If your upload email address is no longer secure, you can change it. For example,
you might have accidentally shared it with others or are concerned about the pri-
vacy of data on your computer.

LET ME TRY IT

Request a New Upload Email Address
To receive a new, secure upload email address from Facebook, follow these steps:

1. From the main menu, select Account, Account Settings.

2. On the My Account page, select the Mobile tab.

3. In the upper-right corner of the tab, click the Go to Facebook Mobile link.

4. In the Upload via Email section of the Facebook Mobile page, click the
Find Out More link (refer to Figure 9.7).

5. In the Upload Photos via Email dialog box, click the Refresh Your Upload
Email link, shown in Figure 9.9.

Figure 9.9 If your private upload email address is no longer secure, request a replacement.
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6. Click the Reset button in the Change Your Personal Upload Email? dialog box
to get a new email (see Figure 9.10).

Figure 9.10 This dialog box verifies that you really want to reset your upload email
address before proceeding.

Using a Custom Facebook Application for 
Your Phone

Facebook offers special mobile applications for a variety of phones including the
following: iPhone (also works with the iPod Touch and iPad), Palm, Sony Ericcson,
INQ, BlackBerry, Nokia, Android, Windows Phone, and Sidekick. If your phone isn�t
on this list, you can still use Facebook Mobile even if there isn�t an application spe-
cific to your phone.

The functionality of each mobile application varies by phone, but in general you
can perform many of the same tasks that are available with Facebook Mobile Web.
Some applications also include additional features specific to that phone. For
example, the latest Facebook application for the iPhone enables you to watch
videos and post on event walls.

SHOW ME Media 9.3�Downloading Facebook Mobile Applications
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.
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Figure 9.11 Select your phone from among the many options.

LET ME TRY IT

Download a Facebook Application for Your Phone
To download a Facebook app for your phone, follow these steps:

1. From the main menu, select Account, Account Settings.

2. On the My Account page, select the Mobile tab.

3. In the upper-right corner of the tab, click the Go to Facebook Mobile link.

4. On the Facebook Mobile page, select the name of your phone in the
Facebook for Your Phone section, shown in Figure 9.11.

Because features on the Facebook Mobile page aren�t in a static location, you
could find the Facebook for Your Phone section at the top of the page. In this
case, you need to select your phone from a drop-down list.

5. The Facebook page for your phone�s application opens. Depending on the
application, you can either click the Download App button or scan a QR
code with your phone. You�ll also find other interesting information about
this app, such as reviews, videos, photos, discussions, and more. The con-
tent you see, however, varies by application. Figure 9.12 shows a sample
page for the BlackBerry application.
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Figure 9.12 If you use a BlackBerry, you�ll find plenty of useful information about mobile
Facebook access on this page.

Figure 9.13 Download the Facebook app for the iPhone from the iTunes store for free.

Not every application has its own Facebook page. If you select one of these
apps, you skip step 5 and go directly to step 6.

6. Download your application from the external site that opens. For example,
the iTunes Store site opens if you select iPhone (see Figure 9.13).
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Using Facebook Places
When you�re on the go, you might want to share your travels and daily activities
with your Facebook friends. Using Facebook Places, you can easily check in to a
physical location and share this information on Facebook. Facebook Places also
enables you to see where your friends are. You never know who could be right
around the corner from you.

The Facebook Places application is available for the iPhone, Android, and Black-
Berry. You can also access Facebook Places by navigating to http://touch.facebook.
com on your mobile device.

Checking In on Facebook Places
How you access and check in to Facebook Places varies by device. In general, you
should find Facebook Places on your device�s Facebook application home screen.

LET ME TRY IT

Check In on Facebook Places via touch.facebook.com
To check in and share your location via http://touch.facebook.com, follow these
steps:

1. Point your browser to http://touch.facebook.com.

2. Tap the Places tab on your mobile device.

3. Tap the Share Location button.

4. Tap the Share Where You Are with Your Friends link. If you�ve used Face-
book Places before, tap the Check In button instead.

5. Facebook displays a list of locations near you. From here, you can:
� Tap a location on the list.
� Enter a place name in the Search Nearby Places box and tap the Search

button.
� Tap the Add button to add a new location. Enter a name and description

of the new place and then tap the Add button again.

http://touch.facebook.com
http://touch.facebook.com
http://touch.facebook.com
http://touch.facebook.com
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Figure 9.14 Facebook posts your location and the friends you�re with on your profile Wall.

While you�re browsing nearby places, be on the lookout for a yellow icon to the
right of a place name. This indicates that the location participates in Facebook
Deals and offers a special deal to anyone who checks in via Facebook Places.
Sample deals include a 20 percent discount at American Eagle Outfitters or two
entrees for the price of one at Chipotle restaurants.

6. Optionally, share what you�re doing at this location in the What Are You
Doing? box.

7. Optionally, tap the Tag Friends with You link to select from a list of your
friends.

8. Tap the Check In button.

Facebook displays your location and any friends with you on your profile Wall (see
Figure 9.14) and your friends� News Feed. You can click the name of any location or
friend to view their Facebook Places page or Facebook profile.

Checking Out of Facebook Places
If you want to check out of a place you checked into, you have three options:

� On http://touch.facebook.com, go to the Wall post that mentions your Face-
book Places check-in, tap the Remove link, and confirm that you want to
delete the post.

� On the Facebook website, go to the Wall post that mentions your Facebook
Places check-in, click the X (Remove) button to the right of the post, and click
the Remove Post button in the Delete Post dialog box.

� On the Facebook application for the iPhone, Android, or BlackBerry, go to the
Wall post that mentions your Facebook Places check-in, swipe your finger to
the left over the post, and tap the Delete button.

http://touch.facebook.com
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Protecting Your Privacy with Facebook Places
Although sharing your location with friends, family, and coworkers makes it easier
to keep track of what everyone is doing, you might not want all of your Facebook
friends to know your exact location. By default, Facebook lets your friends know
when you check into a place and also enables them to check you in. If Facebook
friends include only people you know well, the default settings could offer suffi-
cient privacy. But if your Facebook friends include people you don�t know well, you
might want to place more restrictions on who knows your location. Fortunately,
you can customize your privacy settings with Facebook Places.

SHOW ME Media 9.4�Customizing Your Facebook Places Privacy
Settings
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Customize Your Facebook Places Privacy Settings
To customize your Facebook Places privacy settings, follow these steps:

1. From the main menu, select Account, Privacy Settings.

2. On the Choose Your Privacy Settings page, click the Customize Settings
link.

3. In the Places I Check Into field (see Figure 9.15), select one of the following
options:

� Everyone�Display your location to everyone on Facebook.
� Friends of Friends�Display your location to your friends and their

friends.
� Friends Only�Display your location only to your friends (the default

setting).
� Customize�Open the Custom Privacy dialog box where you can limit

viewing of your location to specific friends or prevent specific friends
from viewing it.

4. In the Include Me in �People Here Now� After I Check In field, select the
Enable checkbox (the default setting) if you want your name and photo to
display in People Here Now. If you don�t want to display your name and
photo, remove the checkmark. See Figure 9.16 to view an example of
People Here Now.
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Figure 9.16 By default, Facebook displays your name and photo when you check into a
place on Facebook Places.

Figure 9.15 Specify exactly who can see your location on Facebook.



People Here Now is a section on a Facebook Places page that displays users who
have checked in to that place. This section is visible to friends and others who
have checked in nearby.

5. Click the Edit Settings button to the right of the Friends Can Check Me Into
Places field (scroll down the page to find this setting).

6. In the Places: Friend Tags dialog box, select Enabled or Disabled from the
drop-down list. By default, your friends can check you into Places.

See Chapter 6, �Safeguarding Your Information on Facebook,� for more information
about Facebook privacy.
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10
Joining and Creating Groups

This chapter shows you how to develop a 
community with Facebook Groups.

Facebook Groups provide a great way to share information and discuss common
interests with a group of like-minded people on Facebook.

In this chapter, you learn how to find, join, participate in, and create groups. You
can also listen to tips on ways to make the most of your group experience and
watch videos that show you how to search for and join a group, participate in a
group, create your own group, and administer a group you created.

Understanding How Groups Work
A Facebook group is similar to a discussion board or forum. Facebook members
search for and join groups that interest them to connect with others in a focused
environment whose structure is similar to Facebook itself. For example, groups
enable you to share content such as posts, links, photos, and videos, just like you
can on your profile Wall.

Facebook upgraded its group functionality in 2010 to offer many new features
including group chat, a shared notepad, and email notifications. This chapter
covers Facebook�s new group functionality. If you find a group that doesn�t offer
these new features, the group owner created it before Facebook introduced the
new group design. You can�t convert an old group to the new design; you must
start again with a new group.

Figure 10.1 shows an example of a group using Facebook�s new group design.

Figure 10.2 shows an example of a group created with Facebook�s old group
design, which doesn�t include new group features such as sharing docs or partici-
pating in group chats.
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TELL ME MORE Media 10.1�Making the Most of Your Participation
in Facebook Groups
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Figure 10.1 A Facebook group enables you to discuss a common interest with other
Facebook members.

Figure 10.2 Older Facebook groups still offer a great way to communicate with others,
but don�t include new group features.
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Facebook offers three types of groups:

� Open groups that any Facebook member can view and join. Members and
content are public with an open group.

� Closed groups that display in group search results but require that members
request to join. Members are public with a closed group, but content is
private.

� Secret groups that are hidden from search results and are available by invita-
tion only. Both members and content are private with a secret group. Secret
groups don�t appear in search results.

Many Facebook users wonder whether they should create a group or a page. A
Facebook group works as a discussion board or forum, whereas a Facebook
page is essentially a profile for a business, organization, or public figure. If you�re
looking for a way to discuss a topic in either a public or private environment,
choose a group. If you�re looking to promote your business or organization, a
page provides more visibility. For more information about Facebook pages, see
Chapter 14, �Making Business Connections on Facebook.�

Searching for and Joining Facebook Groups
Facebook offers millions of groups for like-minded people interested in discussing
and sharing their favorite topics. A quick search offers numerous possibilities. When
you find a group you like, it�s easy to join.

Facebook allows you to join up to 300 groups. If you reach that limit, you have
to leave some of your current groups before you can join more.

SHOW ME Media 10.2�Searching for and Joining a Group
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.
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Figure 10.3 Perform a quick search to find interesting groups to join.

LET ME TRY IT

Search for and Join a Group
To search for and join a Facebook group, follow these steps:

1. Enter the group topic you�re searching for in the search box at the top of
your Facebook screen and click the Search button (a small magnifying
glass).

2. Facebook displays the closest matches to your search term in a drop-down
list, shown in Figure 10.3. If you see the group you want, click its title to
open it. If you don�t see the group you want, click the See More Results
link to display all results.

3. By default, Facebook displays all results for this search term, including peo-
ple, pages, and groups. To narrow your results only to groups, click the
Groups link on the left side of the page.
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Figure 10.4 Narrow down your results to find the right group.

4. Your search results display each group�s name, its type, and its number of
members. Figure 10.4 displays sample search results for groups related to
�Italian cooking.� From this list, you can

� Click the title of a group to view more information about it. If a group has
open access, you can view current group activity to determine if this is
the right group for you. If a group requires approval before joining, you
can view only basic information about the group.

� If the group is an open group, click the Join Group button to the right
of the group name to join the group. You can access your group
immediately.

� If the group is a closed group, click the Request to Join button to the
right of the group name to send a join request. You won�t be able to
access your group until the group creator or admin approves you as a
group member.

The groups you already belong to display at the top of this list and don�t include
a Join Group or Request to Join button.

Participating in Groups
In many ways, participating in a group is similar to regular participation on Face-
book. The center column of each Facebook group includes a group Wall (refer to
Figure 10.1), similar to your own profile�s Wall. Here you can read the Wall posts of
other group members, like the posts that are most relevant to you, add your own
comments, and subscribe to posts you want to follow by email.
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Figure 10.5 Find your group in the left column of your home page.

The Share menu, located at the top of your group Wall, enables you to share con-
tent on the group Wall. You can share posts, links, photos, videos, events, and docs.
This menu is very similar to the Share menu you see on your home page or profile,
with the exception of sharing docs (a shared notepad), which is unique to groups.

For more information on docs, see �Sharing Group Docs� later in this chapter. For a
reminder of how to post Wall content, photos, videos, events, and more, refer to
the chapters in this book that focus on those topics.

Although most Facebook members join groups to discuss and learn about top-
ics they enjoy, others use Facebook groups as a promotional tool. Sharing your
business activities with fellow group members is acceptable in most groups, but
you don�t want to overdo this. Focus on providing value and becoming part of
the community rather than delivering sales pitches to fellow group members.

SHOW ME Media 10.3�Participating in Groups
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Accessing Your Groups
To access any of the groups you�ve joined, click the link with the name of your
group in the left column of your Facebook home page (see Figure 10.5).

If you don�t see a link for the group you want to open, click the See All link at the
bottom of the list to open the Groups page. Then, click the title of the group you
want to access from the list of groups that displays.
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Figure 10.6 Spread the word about your favorite groups by posting news about them on
your profile.

On the Groups page, you can also view a list of groups your friends have
requested you join. You can choose to either join or ignore these group
invitations.

Sharing Groups with Your Friends
If you join a group that some of your Facebook friends would also enjoy, you can
share information about the group with them. For example, you can post a com-
ment and link about a group on your profile or send selected friends a message
about that group.

LET ME TRY IT

Share a Group with Your Friends
To spread the word about a favorite group with your friends, follow these steps:

1. When viewing the group you want to share, scroll down to the bottom of
the page and click the Share link (below your group�s Wall posts).

2. In the Post to Profile dialog box, shown in Figure 10.6, let your friends
know why you recommend this group in the What�s on Your Mind text
box.

3. Click the down arrow to the right of the lock icon to select who can see
your post. Your choices include Everyone (the default), Friends and Net-
works, Friends of Friends, Friends Only, or Customize.
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Figure 10.7 Stay in control of when Facebook notifies you about group activity.

If you choose Customize, the Custom Privacy dialog box opens where you can
specify exactly who can and can�t view your post. Another option is to send a
message to specific friends rather than post information on your profile. You can
do this by clicking the Send as a Message Instead link that displays on the Post
to Profile dialog box.

4. Click the Share button to share this group with other Facebook members
based on the criteria you specified.

Editing Group Settings
In the Edit Settings dialog box, you can specify when you want Facebook to notify
you about group activity and how often to display a link to a specific group in your
home page navigation.

LET ME TRY IT

Edit Group Settings
To edit group settings, follow these steps:

1. Click the Edit Settings button in the upper-right corner of any group page
(refer to Figure 10.1).

2. In the Edit Settings for [Group Name] dialog box, shown in Figure 10.7,
specify when Facebook should notify you: when a member posts or com-
ments, when a member posts (the default), when a friend posts, or only for
posts you are subscribed to.
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3. By default, the Email Notifications To checkbox is selected and Facebook
sends group notifications to the email listed. If you don�t want to receive
any email about this group, remove this checkmark. To stop receiving all
email group notifications, click the Edit Your Notification Settings link and
customize your group notifications on the Notifications tab of the My
Account page.

4. Specify how often you want Facebook to display this group in the left col-
umn of your home page: Always, Sometimes (the default), or Never. If you
plan to access this group frequently, choose Always.

5. By default Facebook sends you group chat messages. If you don�t want to
receive these, remove the checkmark from the Send Me Group Chat Mes-
sages checkbox.

6. Click the Save Settings button to save your settings.

Sharing Group Docs
A group doc is a shared notepad where you post and format text that fellow group
members are able to read and edit. Think of it as a mini wiki for your Facebook
group. Only groups created with Facebook�s new group design include this feature.

LET ME TRY IT

Share a Group Doc
To share a doc on a group�s Wall, follow these steps:

1. Click the Doc link on the Share menu to open the notepad (see Figure 10.8).

2. Enter a title for your doc.

3. In the text box, type the text you want to share.

4. Format your text using the buttons that display above the text box. These
include

� Bold
� Italics
� Numbered list
� Bullet list

5. Click the Save button to post your doc, shown in Figure 10.9.
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Figure 10.9 Your formatted doc now displays on your group�s Wall.

Figure 10.8 Collaborate on short documents with fellow group members.

Other group members can view and edit your doc, like it, post a comment about it,
or subscribe to receive email when someone updates it.

LET ME TRY IT

Edit a Group Doc
To edit a group doc that you or another group member created, follow these steps:

1. On your group page, click the View Doc link below the posted doc (refer to
Figure 10.9).

2. Click the Edit link to the right of the post. Facebook opens the notepad
where you can enter and format text. See �Share a Group Doc� earlier in
this chapter for more information about formatting options.

3. Click the Save button to save your changes.
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Figure 10.10 View the changes other group members make to your shared doc.

Figure 10.11 Group chat is a convenient feature of Facebook�s new group design.

Facebook displays your changes as the current version of the doc, shown in Figure
10.10. To scroll through changes other group members have made, use the left and
right arrow buttons.

Participating in Group Chats
Another feature of Facebook�s new group design is the ability to hold group chats.
Unlike traditional chat, covered in Chapter 4, �Communicating with Your Friends,�
group chats enable you to chat with more than one person, but only if they are all
members of the same group and are all logged in to Facebook. Group chat is avail-
able only for groups of 250 members or less.

LET ME TRY IT

Participate in a Group Chat
To participate in a group chat, follow these steps:

1. On your group page, click the Chat with Group link in the right column,
shown in Figure 10.11.
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Figure 10.12 Chat with multiple members of your group at the same time.

2. Facebook opens the chat window, showing photos of the group members
who are currently online (see Figure 10.12). A small green square in the
lower left corner of a group member�s photo means that this person is
active and available to chat. A small blue square means that the person is
idle and hasn�t been active on Facebook in the last 10 minutes.

3. Type your message in the text box at the bottom of the chat window and
press the Enter key. Group chat is very similar to a traditional Facebook chat.
For more information about Facebook�s chat functionality, see Chapter 4.

Leaving a Group
If you decide you no longer want to participate in a group, you can leave it. To do
so, click the Leave Group link in the right column of any group.

If you�re leaving a group because of the unprofessional conduct of other group
members, you can report this to Facebook by clicking the Report Group link at the
bottom of the page. Reasons to report a group include spam; scams; hate speech;
attacks on individual group members; mention of violence, crime, or self-harm; or
nudity, pornography, or sexually explicit content.

Creating Facebook Groups
With Facebook Groups, it�s simple to set up and start using a group. You can create
a Facebook group to
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Figure 10.13 Set up your new group in the Create Group dialog box.

� Discuss a hobby or special interest with other like-minded people

� Share news and information with members of a specific professional
organization

� Privately communicate with colleagues, clients, or family members

� Create a public community related to your business

The main �rule� that Facebook has concerning groups is that you can�t create a
racist, sexist, or hate group. A reasonable discussion or debate about current
events or a hot topic is fine, as long as your group doesn�t cross the line. If you
create a group that violates Facebook�s rules, your group will be deleted and
your Facebook account could be terminated.

SHOW ME Media 10.4�Creating Your Own Group
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Create Your Own Group
To create your own group on Facebook, follow these steps:

1. From your Facebook home page, click the Create Group link in the left col-
umn. The Create Group dialog box opens (see Figure 10.13).
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Figure 10.14 Your new group awaits content and participation.

2. In the Group Name field, enter a name that clearly identifies your group. If
you want other Facebook members to find your group in search results, be
sure to use keywords related to your group�s topic.

3. If you already know the names of Facebook friends who will be members
of this group, enter their names in the Members text box. As you type,
Facebook displays a list of your friends whose names match what you�ve
typed so far.

Only add group members who are aware you�re adding them to your group.
Otherwise, you should wait until after you�ve created your group to invite
friends to join. For example, if a group of colleagues, friends, or family members
mutually agree to participate in a Facebook group, go ahead and enter these
people in the Members text box. If your friends aren�t aware of your new group,
it�s proper Facebook etiquette to invite them to join rather than add them by
default.

4. Select the Privacy level for your group from the drop-down list. Options
include open, closed, and secret groups. See �Understanding How Groups
Work� earlier in this chapter for more information about these group types.

5. Click the Create button to create your group. Facebook displays your new
group (see Figure 10.14).

If you added people to your group, Facebook notifies you of this in a dialog box.
Click the Okay button to close this dialog box.
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From here, you should set up a group email address, add a profile picture, and
specify who has admin rights to manage your group.

Administering Your Group
As the creator of a group you have certain rights that regular group members don�t
have. For example, you can set up a group email address, add a profile picture, give
admin rights to other group members, and choose whether or not to accept new
group members.

SHOW ME Media 10.5�Administering Your Group
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Setting Up a Group Email Address
Setting up a group email address enables you to quickly stay in touch with group
members outside of Facebook.

LET ME TRY IT

Set Up a Group Email Address
To set up a group email address, follow these steps:

1. On your group page (refer to Figure 10.14), click the Edit Group button in
the upper-right corner. The Basic Information page opens, shown in
Figure 10.15.

2. Optionally, edit the group name or privacy settings you specified when
you set up your group.

3. Click the Set Up Group Email button to open the Create Group Email
Address dialog box, shown in Figure 10.16.

4. Enter an email address for your group. All group email addresses end with
the suffix @groups.facebook.com. When anyone sends an email to the
address you enter, everyone in the group receives it.

5. Click the Create Email button. Facebook replaces the Set Up Group Email
button with a link to your group�s email address, which you can�t change.
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Figure 10.15 Edit basic information about your new group.

Figure 10.16 Contact group members directly via email.

If the email address you want is already taken, Facebook asks you to choose
another name.

6. Enter a description of your group in the Description text box. Using target
keywords in your description is particularly important if you want to
attract new members to your group.

7. Click the Save Changes button.

To send an email message to your group, click the link in the Email Address. Your
default email client opens where you can write and send your message.
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Figure 10.17 Upload a picture or take one with your webcam.

Personalizing Your Group with a Picture
Placing a picture or logo in the upper-left corner of your group page helps to per-
sonalize your group. Facebook also uses a thumbnail of this picture on other parts
of the site, such as in group search results.

LET ME TRY IT

Insert a Group Picture
To add a picture or logo to the upper-left corner of your group�s page, follow these
steps:

1. Click the Edit Group button in the upper-right corner of your group�s page.

2. Click the Profile Picture tab on the left side of the page.

3. Choose one of the following options on the Profile Picture page (see
Figure 10.17).

� Browse�Select and upload a picture from your computer.
� Take a Picture�Use your webcam to take and insert a picture.

Your picture now displays in the upper-left corner of your group, as shown in
Figure 10.18. Click the Edit Thumbnail link below this picture on the Profile Picture
page to edit your group�s thumbnail picture. To remove a picture, click the Remove
Your Picture link.



C h a p t e r  1 0 | Joining and Creat ing Groups196

Figure 10.18 Personalize your group with a relevant picture or logo.

Assigning Group Administrators
As a group creator, Facebook assigns you administrator (admin) rights automati-
cally. You can also give other group members admin rights if you want to share this
responsibility. An admin can perform the following tasks, unavailable to regular
group members:

� Send group messages

� Edit group settings

� Change a group�s picture

� Assign admin and officer rights to other members

� Remove members

� Revoke the admin rights of admins who have shorter tenure than they do

LET ME TRY IT

Make a Group Member an Admin
To make someone a group admin, follow these steps:

1. Click the Edit Group button on the right side of your group.

2. Click the Members tab on the left side of the page.

3. Click the Make Admin link below the name of the member you want to
assign this designation to, as shown in Figure 10.19.
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Figure 10.19 You can make any of your existing group members an admin.

4. In the Make [Person�s Name] a Group Admin dialog box, click the Make
Admin button to confirm this task.

To remove a member�s admin rights, click the Remove Admin link below this per-
son�s name on the Members tab. Remember that you can revoke only the rights of
someone who has less group tenure than you do.

As a group creator, Facebook assigns you administrator (admin) rights automati-
cally. You can also give other group members admin rights if you want to share
this responsibility. An admin can perform the following tasks, unavailable to reg-
ular group members: Send group messages, edit group settings, change a
group�s picture, assign admin rights to other members, remove members, and
revoke the admin rights of admins who have shorter tenure than they do.

Approving Group Members
When someone requests to join your group, Facebook notifies you via the red alert
Notifications icon in the upper-left corner of the screen. Requests to join a group
also appear on the group page itself�if you�re a group admin.

LET ME TRY IT

Approve a Request to Join Your Group
To approve someone as a group member, follow these steps:

1. On your group page, review open requests in the Requests section in the
right column (see Figure 10.20).
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Figure 10.20 Quickly approve or ignore group member requests.

2. Click the Add button to the right of the people you want to accept into
your group. The people you approve move to the Members list.

3. Click the Ignore button to the right of the people you don�t want to accept
into your group.

4. If you have many requests, click the See All link to view and respond to your
complete list of requests.

Removing Group Members
Group admins have the right to remove or even ban group members. If a person is
leaving a group on good terms, a removal is all that�s required. If someone is dis-
rupting your group or posting content that violates Facebook�s terms and condi-
tions, you can remove and ban this person. Banned members can�t find the group
in search results and can no longer see any group contents. If you choose not to
ban group members you remove, they can request to rejoin your group again.

LET ME TRY IT

Remove a Group Member
To remove a group member, follow these steps:

1. Click the Edit Group button on the right side of your group page.

2. Click the Members tab on the left side of the group page.

3. Click the Remove (x) button to the right of the member you want to
remove. Figure 10.21 shows the Remove dialog box, which opens.

4. Optionally, click the Ban Permanently checkbox.

5. Click the Confirm button to confirm the removal.
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Figure 10.21 Admins can remove or ban other group members.

Deleting Your Group
If you decide that you no longer want to maintain your group, you can delete it. To
do so, delete all group members and then click the Leave Group link at the bottom
of the left sidebar to delete yourself.
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11
Joining and Creating Events

This chapter describes how events work, how to
find existing events, and how to create your 
own events.

Facebook makes it easy for you to work with events on the site. You can search for
events to attend, view the events you�ve attended and those your friends are plan-
ning to attend, and create your own events, including those that include others
and those meant to promote awareness, such as a pet safety day.

In this chapter, you explore the many ways to manage events. You�ll understand
different ways to locate an event, how public and private events work, and how to
communicate changes about your event. You can even invite people who do not
use Facebook to your event. You can also listen to tips and watch videos that show
you step-by-step how to make event management easy.

How Events Work
Facebook�s event application is easy to use and powerful. You can use it to organize
simple get-togethers or major events in a snap. You, as the event admin, create the
event and manage the guest list. You also have all of Facebook�s tools, such as wall
posts and Feed stories, to keep your guests informed about the latest updates.

Facebook provides two types of events based on privacy:

� Public event�Gatherings such as a concert or fair are examples of a public
event. Everyone can see the event in event search and put himself on the
guest list. Also, anyone attending can invite friends to the event. Finally,
updates such as wall posts and photos are also viewable by everyone.

� Private event�Use a private event to keep a surprise party or event a secret.
This type of event does not show up in search or in your profile. The event
admin must invite guests to attend. Finally, only invited guests can see the
event in their News Feed.
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If your event was created before Facebook�s shift to Public and Private event
types, it should maintain its previous settings. New events will always use the
two new event categories.

Only Facebook members can view Facebook-created events. Although you can
notify your friends via email about an event, they need to log in to Facebook to
view event details.

Be aware of the risk when meeting new people in person! You don�t have the
online safeguards such as block lists to protect you if something unexpected
happens. You can minimize your online risks by reading Chapter 6, �Safeguard-
ing Your Information on Facebook.� However, when venturing into the real
world, be aware some people may behave differently in real life than they do
online.

TELL ME MORE Media 11.1�How Events Work
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Searching for an Event
You can find events in three ways. By searching events using keywords, you can
pick from all events posted on Facebook. Another approach is to view events your
friends are hosting or planning to attend. The third approach is to look at your
previously attended events.

� Find events using keywords�You can search on keywords, such as �hiking,�
by using Facebook�s search box. Results can be filtered by date and event
type.

� View your friends� events�Viewing your friends� events, whether they are
hosting one or planning to attend, is a good way to find an event that
you�ll like.

� Look at your past events�You can review a list of events you�ve created
and attended to see if any are worth repeating.
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Figure 11.1 Use Facebook�s Home button to navigate to your Home page.

If the steps in the following sections don�t match what you see online, check out
this book�s online media. The online media is revised whenever Facebook rolls
out a major update.

Searching for an Event using Facebook�s Search
One of the fastest ways to locate an event is to search for it through Facebook
search. You will need to use one or more keywords that describe the event you�re
looking for. Keep in mind the results from search can be very broad.

SHOW ME Media 11.2�Searching for Events Using Facebook�s Search
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Search for Events Using Facebook�s Search
To search for events using Facebook�s search, follow these steps:

1. Select Home at the top of the page (see Figure 11.1).
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Figure 11.2 Use Facebook�s generic search box to search for an event.

Figure 11.3 Select Events to see only events.

Figure 11.4 An Event page with time, location, and one attendee.

2. Select the search box and type one or more words about the event. Click
the magnifying glass icon (see Figure 11.2).

3. Select Events to just show events (see Figure 11.3).

4. Select an event to see more details (see Figure 11.4).
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Figure 11.5 Select Events to see your events.

Searching Your Friends� Events to Find an Event
You can also search on your friends� events. You can see events that they are plan-
ning to attend or are hosting. The assumption is that you�ll probably be interested
in the same types of events, so the results from this search may be more tailored to
your interests than a generic one. Obviously, you need to be connected to at least
one friend to search on friend�s events.

SHOW ME Media 11.3�Searching for Events Your Friends Are
Attending or Hosting
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Search for Events Your Friends Are Attending or Hosting
To search for events your friends are attending or hosting, follow these steps:

1. Select Home at the top of your page.

2. Select Events under your profile picture to just show events (see 
Figure 11.5).

3. Select Friends� Events within that menu.

4. You see a list of your friends� upcoming events.



C h a p t e r  1 1 | Joining and Creat ing Events206

Figure 11.6 Select Past Events to see your previous events.

If you see a long list of events for a friend, select Older Posts to see all of his
events. You can find this option at the bottom of his event list.

Reviewing Your Past Events
Your past events are the narrowest but most tailored way to search for events. Per-
haps you want to rehost an event or you�d like to attend the same event again. You
can scan through your event history to refresh your memory of events you
attended or were planning to attend.

LET ME TRY IT

Review Your Past Events
To review your past events, follow these steps:

1. Select Home at the top of your page.

2. Select Events under your profile picture to just show events.

3. Select Past Events and you�ll see a list of past events you�ve hosted or
attended (see Figure 11.6).
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At the bottom of the page (refer to Figure 11.6), Export Events lets you save
events to your favorite calendar program such as Microsoft Outlook, Google
Calendar, or Apple iCal.

Participating in an Event
If you�ve found an event you want to attend or received an invitation, you need to
let the organizer know whether you are attending. You do this based on how you
know about the event:

� You received an invite�Facebook provides a RSVP page to communicate
your choice to attend or not and to add a note with your response. Remem-
ber, you receive an invite for both public and private events.

� You know about the event, but didn�t get an invite�Perhaps you found
the event through Facebook�s search or saw an event your friend was plan-
ning to attend. If the event is public, you can invite yourself using Facebook�s
RSVP box. If the event is private but you still want to attend, you can try ask-
ing for an invite. Contact the organizer listed on the event�s or event admin�s
page.

RSVPing to an Invitation
You�ve received the invite, now you need to reply with your plans. Facebook�s RSVP
box lets you indicate your choice to attend, maybe attend, or not attend. You can
also send an optional note to the host.

SHOW ME Media 11.4�RSVPing When You�ve Received a Personal
Invitation
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

RSVP When You Receive a Personal Invitation
To RSVP when you receive a personal invitation, follow these steps:

1. Select Home at the top of your page.

2. Select Events under your profile picture.
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Figure 11.8 RSVP choices for an event.

3. Select Respond next to the event (see Figure 11.7).

4. Select your choice from Attending, Maybe Attending, or Not Attending. If
you want, you can add an optional note (see Figure 11.8).

5. Select RSVP to send your note (refer to Figure 11.8).

RSVPing to a Public Event without an Invitation
If you�ve found an event your friend is attending or through Facebook search, it�s
still beneficial to let the organizer know you are attending their event. Just like
RSVPing when you receive an invitation, you use Facebook�s RSVP box to indicate
your choice to attend, maybe attend, or not attend. You can also send an optional
note to the host.

Figure 11.7 An event you�ve been invited to.
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Figure 11.9 A public event you want to attend.

LET ME TRY IT

RSVP to a Public Event without an Invitation
To RSVP to a public event without an invitation, follow these steps:

1. Select RSVP next to the event (see Figure 11.9).

2. Select your choice of Attending, Maybe Attending, or Not Attending. If you
want, you can add an optional note (refer to Figure 11.8).

3. Select RSVP to send your note (refer to Figure 11.8).

Creating Your Own Event
Facebook makes it simple to create an event. You only need four pieces of informa-
tion: what�s planned, when it is, where it is located, and who�s invited. With this in
hand, you can spread the word about any event whether it�s a simple lunch to a
grand opening or a global �attend in spirit� event. When your friends RSVP to your
event, their friends will notice and may consider attending. Facebook does a great
job of increasing your event�s popularity through friends.

Creating an Event with Basic Information
After you�ve created your event, you can add to its basic information. All these
options are not required but do build an event posting that�s informative and
interesting:

� Who�s invited�An event created for one person can be peaceful or lonely
depending on your perspective. If you�re interested in inviting some friends,
the event application lets you notify your guests on Facebook. You can also
invite people who haven�t joined Facebook by using their email addresses.
You can�t invite people who are not your Facebook friends until one of you
accepts a friend request.
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Figure 11.10 Use these fields to describe your event.

� Where is it�You can add a detailed street address, which makes your event
easier to find. At the same time, you lose a little privacy. Uninvited guests
could theoretically find your event and show up.

� Privacy�By default, the event application assumes you want a public event
allowing everyone on Facebook to view it and RSVP. If that matches the event
you�re planning, such as a convention, then you�re all set. If not, you need to
change this setting. Another event setting controls whether attendees can
view your guest list.

� Event Photo�You can add a photo or logo to draw attention to your event.

SHOW ME Media 11.5�Creating an Event with Basic Information
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Create an Event with Basic Information
To create an event with basic information, follow these steps:

1. Select Home at the top of your page.

2. Type a description in the What are you planning? field (see Figure 11.10).

3. Select a day and time (see Figure 11.10).

4. Type in the event location in the Where? field (see Figure 11.10).

5. Invite attendees by typing their name in Who�s invited? (see Figure 11.10).
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Figure 11.11 Add or change additional event details using this window.

6. If you want, select Add Details to add information such as event end time,
street address, and photo. You can also change the event�s privacy options,
which control who can RSVP and whether the guest list is presented on
the event page (see Figure 11.11).

If you don�t see the form in Figure 11.11, select Home, Events, and the + Create
an Event button at the top of the page.

7. Select Create Event to finish (refer Figure 11.11).

Viewing and Changing Your Event
Facebook provides several ways to view and manage events. You can always see
your past and upcoming events plus your friends� events. With event admin permis-
sions, you can also edit events, invite more guests, and send a message to every-
one invited.

To see your events, your friends� events, or their birthdays, select Events under your
profile picture from your Home page. Then select the event type you�re interested
in (refer to Figure 11.5).

Changing an Event
As the event host, sometimes your plans change. You may need to update the time,
location, or guest list of your event based on these changes. Sometimes, you need
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Figure 11.12 Choose one or more of these basic options to change your event.

to spruce up an event with a photo or send a message to certain guests, for exam-
ple those who replied Maybe, reminding them to confirm by a certain day. We
cover doing all of this in the following section.

SHOW ME Media 11.6�Changing an Event
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Changing an Event
1. Select the event you want to change. You have these basic options:

� Manage the guest list�You can see the RSVP status of your guests on
the left (see Figure 11.12). If you want to invite more guests, choose
Select Guests to Invite. The window to invite friends that appears is the
same one you previously used when creating your event. If you need to
refresh your memory and see how to work with this window, see the pre-
vious section �Creating an Event with Basic Information.�

� Broadcast to your guest list�To send a message to all invited guests,
regardless of whether they plan to attend, type your message in the
Write Something... box in the middle of the screen and select Share (see
Figure 11.12). Even guests who have declined to attend your event see
your post.

2. Select Edit Event, in the upper right, to change additional details or to
cancel your event.
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Figure 11.13 Use this window to change your event or cancel it.

3. Change your event using one or more of these settings (see Figure 11.13):

� Event photo�Select Add Event Photo to add a photo or logo to draw
attention to your event.

� Add a street address�As mentioned earlier, providing this makes your
event easier to find, but you lose some privacy. Uninvited guests could
theoretically show up to the get-together. Select Add Street Address to
provide an address.

� Privacy�By default, the event application assumes you want a public
event allowing everyone on Facebook to view it and RSVP. If that matches
the event you�re planning, such as a convention, then you�re all set. If not,
you need to uncheck Anyone Can View and RSVP (Public Event). If you
don�t want to display the guest list on the event page, uncheck Show the
Guest List on the Event Page.

� Cancel event�This cannot be undone. Select Cancel This Event to open
a new window (see Figure 11.14). You can send an optional note with
your cancellation to everyone invited. Cancelled events do not show
under Past Events. Select Yes, I�m Sure to complete the cancellation.

4. Select Back to Event, in the upper right, to return to the basic event page
(refer to Figure 11.13).

5. Select Message Guests to communicate based on attendee RSVP response
of All, Attending, Maybe Attending, or Not Yet Replied (see Figure 11.15).

6. Choose the audience you want to message based on their RSVP response
from the Attendee menu (see Figure 11.16).
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Figure 11.16 Select how a guest RSVPed to your event.

Figure 11.15 Select Message Guests for a window to communicate with your guests.

Figure 11.14 Use this window to cancel your event and add an optional note.



215Viewing and Changing Your  Event

Figure 11.17 Select Send to send a message to your guests.

7. Type your subject and message and select Send to send the message (see
Figure 11.17).
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12
Buying and Selling with Facebook
Marketplace

This chapter explores buying and selling using the
Facebook Marketplace application.

Millions of Facebook members use the Marketplace application to buy and sell
products and services. It�s an easy, free online classifieds solution for anyone want-
ing to do business within their Facebook network.

In this chapter, you explore the many features of Facebook Marketplace. You can
also watch videos that show you how to access Facebook Marketplace, post a
Marketplace listing, and manage your listings.

Understanding Facebook Marketplace
Facebook created the Marketplace application through its partnership with the
online classifieds site Oodle. With Marketplace, you can post and respond to classi-
fied listings for a variety of products and services, all within the familiar Facebook
environment.

There are no fees for individuals to use Marketplace to buy or sell. If you run a busi-
ness and want to post numerous ads, however, consider upgrading to Oodle Pro
(http://apps.facebook.com/marketplace/pro/) for more advanced features and
options.

Marketplace listings fall into the following categories:

� Stuff

� Vehicle

� Rentals

� Real Estate

� Jobs

� Tickets

� Services

� Community

� Pets

http://apps.facebook.com/marketplace/pro/
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Figure 12.1 Get easy access to Marketplace from Facebook�s left sidebar.

Although there�s a long list of what you can buy and sell on Marketplace, some
items are prohibited. For a list of prohibited content, scroll down to the bottom
of the Marketplace page and click the Prohibited Content link. Some examples
of prohibited content include alcoholic beverages, tobacco, weapons, stocks
and securities, hazardous materials, prescription drugs, pesticides, and fireworks.
The list also includes some things most reasonable users wouldn�t consider sell-
ing anyway such as body parts, stolen property, counterfeit products, and items
for use in committing a crime.

Accessing Facebook Marketplace
Depending on your past Facebook activity, a link to Marketplace might already
exist on Facebook�s left sidebar (see Figure 12.1). If you have a lot of bookmarks,
click the More link to expand your list.

If the Marketplace link is there, click it to open the Marketplace application, shown
in Figure 12.2.

SHOW ME Media 12.1�Accessing Facebook Marketplace
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

If no Marketplace link exists, you can add the application and create a sidebar
bookmark to it for easy access.
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Figure 12.2 Marketplace lets you buy and sell within your Facebook network.

LET ME TRY IT

Add Marketplace
To add the Marketplace application and bookmark it, follow these steps:

1. Enter Marketplace in the search box at the top of the Facebook screen
and click the Search button.

2. Select Marketplace App from the drop-down menu that opens.

3. On the Marketplace page (see Figure 12.3), click the Go to App button.

Figure 12.3 Learn more about Marketplace or go directly to the app.
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Figure 12.4 Connect with your friends on Marketplace to view their listings.

Figure 12.5 Give Facebook permission to connect with your friends on Marketplace.

4. On Marketplace, click the Connect with Friends button, as shown in 
Figure 12.4.

5. On the Request for Permission page (see Figure 12.5), click the Allow button
to give Marketplace access to your Facebook profile data.

Facebook enables you to view your friends� listings on Marketplace and adds a
bookmark to the left column of your home page.

Shopping on Marketplace
Shopping on Marketplace is easy. In just a few minutes, you can browse your
friends� listings or search for a specific item you want.
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Figure 12.6 Buy and sell within your Facebook network of friends.

On the Marketplace page (refer to Figure 12.2), click the See [Number] Listings from
Friends link to view listings posted by your friends, friends of friends, and people in
shared networks.

If this page displays too many results, you can narrow results in the Posted By and
Category boxes (see Figure 12.6).

Searching Marketplace
If you want to find something specific on Marketplace, you can click one of the cat-
egory links in the Browse the Marketplace section. Or, you can search for specific
keywords.

LET ME TRY IT

Search Marketplace Listings
To search Marketplace listings, follow these steps:

1. Go to the Marketplace application page on Facebook. You can access it
directly at http://apps.facebook.com/marketplace/ or click the Market-
place link on Facebook�s left sidebar.

2. Click a category link in the Browse the Marketplace list, shown in Figure
12.7. For more information about these categories, see �Understanding
Facebook Marketplace� earlier in this chapter.

http://apps.facebook.com/marketplace/
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Figure 12.7 Search for Marketplace items in a variety of categories.

3. Facebook displays search results. If you don�t find what you�re looking for
in these search results, you can narrow your search by:

� Entering keywords in the Search for text box at the top of the page and
clicking the Search button.

� Click the Change link to the right of your location to change location and
radius information. Click the Search button when you�re finished.

� Click one of the search filters on the left side of the page (see Figure
12.8). These vary based on the type of item you�re searching for.

4. To view a specific listing, click its title. If the Links to Partner button displays in
the listing box, Facebook takes you to an external website to view the ad.
Otherwise, you view an ad placed by an individual Facebook user.

Responding to a Marketplace Listing
If you click a Marketplace listing that includes the Links to Partner button, you need
to follow the instructions on the external site. If you click a Marketplace listing
posted by an individual Facebook member, you view the listing on Facebook.
Figure 12.9 shows a sample listing.
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Figure 12.8 Narrow your search results to find exactly what you�re looking for.

Figure 12.9 Open a listing to view its details.

On a Facebook listing, you can

� Click the Respond button to open the New Message dialog box, shown in
Figure 12.10, where you can enter a message to the poster.

� Add a comment to the listing for public view.

� Click the Like button to let others know you like this listing.
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� Click the Share button to share a post about this listing on your profile.

� Report this listing to Facebook by clicking the Tools link. In general, you
should only report listings you feel are inappropriate, illegal, or fraudulent.

Remember to stay safe when using Facebook Marketplace. Although most list-
ings are legitimate efforts to sell something, be wary of any listings that seem
suspicious. Also, use caution when revealing any personal information such as
your address or phone number.

Posting Listings on Facebook Marketplace
If you have something to sell and want to market it on Facebook, you can post a
listing in just a few minutes. For a reminder about what you can and can�t sell on
Marketplace, see �Understanding Facebook Marketplace� earlier in this chapter.

SHOW ME Media 12.2�Posting a Listing on Facebook Marketplace
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Figure 12.10 Respond to the person who posted a Marketplace listing.
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Figure 12.11 Select the best category for what you want to sell.

LET ME TRY IT

Post a Listing on Facebook Marketplace
To list something on Marketplace, follow these steps:

1. Go to the Marketplace application page on Facebook. You can access it
directly at http://apps.facebook.com/marketplace/ or click the Market-
place link on Facebook�s left sidebar.

2. On the Marketplace page, click the Post button (refer to Figure 12.2).

You can also post a listing by clicking the Post Listing to Marketplace button.

3. In the Post a Listing dialog box (see Figure 12.11), select a category from
the drop-down list. Your choices include: Stuff, Vehicle, Rentals, Houses,
Jobs, Services, Tickets, Pets, or Community.

4. The Post a Listing dialog box displays additional fields related to your
selection in Step 3. Figure 12.12 shows an example of the fields that dis-
play if you select the Stuff category.

5. Click the Continue button to open an expanded version of the Post a List-
ing dialog box, customized to your choices in Steps 3 and 4 (see Figure
12.13).

6. Enter additional details in the expanded Post a Listing dialog box, such a
listing heading, price, photo, and more. The information you post varies
based on what you�re selling.

7. When you finish entering your listing details, click the Post button.

http://apps.facebook.com/marketplace/
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Figure 12.13 Enter details about what you want to sell.

Figure 12.12 Additional fields display when you select your category.

8. In the Request for Permission dialog box (see Figure 12.14), click the Allow
button to allow Facebook to email you directly about your listing and to
post your listing to your Wall.

9. Facebook notifies you that your listing is in progress (see Figure 12.15), which
can take up to 30 minutes to process and become live.

If you�re new to Marketplace, Facebook sends you an email to verify your listing.
Click the link in this email to confirm and publish.
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Figure 12.14 Give Facebook permission to contact you about your listing.

Figure 12.15 Within 30 minutes, your Marketplace listing should be live on Facebook.

Your listing displays on Marketplace for 30 days.

When other Facebook users respond to your listing, you receive an email notifica-
tion. For more information about how the buying process works, see �Shopping on
Marketplace� earlier in this chapter. You must negotiate purchasing and delivery
options individually with any buyer.

Editing Your Listings
If you need to change an active listing, you can easily edit it. For example, you
might discover a typo, want to change a category, or remove or replace a photo.



C h a p t e r  1 2 | Buying and S el l ing with  Facebook M arketplace228

Figure 12.16 You can easily manage your Marketplace listings.

SHOW ME Media 12.3�Managing Your Listings
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Edit an Active Listing
To edit an active Marketplace listing, follow these steps:

1. Go to the Marketplace application page on Facebook. You can access it
directly at http://apps.facebook.com/marketplace/ or click the Market-
place link on Facebook�s left sidebar.

2. On the Marketplace page, click the My Listings link below your photo (see
Figure 12.16).

3. Below the listing you want to promote, click the Edit Details link. The Edit
Your Listing dialog box opens as shown in Figure 12.17.

To delete an attached photo, pause your mouse over the thumbnail and click
the Delete (x) button.

4. Make your changes and click the Post button to update your listing, which
can take up to 30 minutes to process.

http://apps.facebook.com/marketplace/
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Figure 12.17 Modify and repost an existing Marketplace listing.

Promoting Listings to the Top of Results
If you aren�t getting the results you want from your Marketplace listing, consider
doing some promotion. Facebook allows you to republish your listings once every
24 hours. Doing so republishes it to your Facebook wall and moves it to the top of
the Marketplace search results.

LET ME TRY IT

Promote a Listing to the Top of Results
To promote your listing to the top of results, follow these steps:

1. Go to the Marketplace application page on Facebook. You can access it
directly at http://apps.facebook.com/marketplace/ or click the Market-
place link on Facebook�s left sidebar.

2. On the Marketplace page, click the My Listings link below your photo.

3. Below the listing you want to promote, click the Promote to Top of Results
link.

4. In the Promote to Top of Results dialog box (see Figure 12.18), click the Okay
button to confirm that you want to promote your listing.

http://apps.facebook.com/marketplace/
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Figure 12.19 Close a listing if your item sells.

Figure 12.18 Republish your listing for additional promotion.

Closing Listings
You can close an active Marketplace listing before it expires. For example, you
might sell your item or decide that you no longer want to sell it.

LET ME TRY IT

Close a Listing
To close a Marketplace listing, follow these steps:

1. Go to the Marketplace application page on Facebook. You can access it
directly at http://apps.facebook.com/marketplace/ or click the Market-
place link on Facebook�s left sidebar.

2. On the Marketplace application page, click the My Listings link below your
photo.

3. Below the listing you want to close, click the Close link.

4. In the Close Listing dialog box (see Figure 12.19), click the Yes option but-
ton to confirm that you want to close.

5. Click the Close Listing button.

http://apps.facebook.com/marketplace/
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Facebook closes your listing. It�s no longer active on Marketplace, but remains on
your Inactive tab.

You can�t completely delete a Marketplace listing, just close it.

Reposting Expired Listings
Your Marketplace listings expire in 30 days, whether or not you sell anything. Face-
book notifies you of the listing expiration with an email, which contains a link for
reposting your listing.

Alternatively, you can repost in the Marketplace app itself.

LET ME TRY IT

Repost an Expired Listing
To repost a Marketplace listing, follow these steps:

1. Go to the Marketplace application page on Facebook. You can access it
directly at http://apps.facebook.com/marketplace/ or click the Market-
place link on Facebook�s left sidebar.

2. On the Marketplace applications page, click the My Listings link below
your photo.

3. Click the title of the listing you want to repost.

4. Click the Repost button on this page. Note that this button displays only if
your listing is available to repost.

Facebook reposts your listing for another 30 days with a new ID number.

You can repost a listing only one time. After that, you need to create a new list-
ing if you want to list the same item again.

http://apps.facebook.com/marketplace/
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Figure 12.20 Remove the Marketplace app if you no longer want to use it.

Removing the Marketplace Application
If you no longer want to use Marketplace, you can remove it.

LET ME TRY IT

Remove Marketplace
To remove the Marketplace app, follow these steps:

1. Select Privacy Settings from the Account drop-down menu.

2. Scroll down to the bottom of the Choose Your Privacy Settings page and
click the Edit Your Settings link.

3. Click the Edit Settings button to the right of the Apps You Use section.

4. On the Apps, Games, and Websites page, click the X button (Remove) to
the right of the Marketplace listing, as shown in Figure 12.20.

5. In the Remove Marketplace? dialog box, click the Remove button to confirm
that you want to remove this application.

Be aware that removing Marketplace means that you no longer have access to this
application and your listings, although you can add the application again at any
time in the future. Facebook also removes the Marketplace bookmark and the My
Listings tab. Removing Marketplace, however, doesn�t delete any Marketplace list-
ings you created.
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Using Facebook Applications

This chapter explores how to find applications
and change your Facebook experience through
using applications.

Although you might not notice it, you already use Facebook applications. When
you upload a video, you use the Video application. When you create an event, you
use yet another application. Facebook has developed a set of built-in applications
that we, as Facebook users, take for granted, such as Video, Photos, and Groups, to
name a few.

People who create applications are constantly developing, improving, and publish-
ing Facebook applications. Their purposes range from serious and utility based to
light-hearted entertainment such as the Pillow Fight application. You can browse
through these and other applications on the Application Directory page as
described in another section.

Although there are currently several hundred thousand active applications on
Facebook, they all have a standard set of features at the time of this writing which
is in early 2011. They all have pages so you can get more information, read and
post reviews, and contact the developer. You must grant permission to any applica-
tion before it interacts with your Facebook account. You can see and restrict the
information the application uses and may share with your friends. This is described
in more detail in Chapter 6, �Safeguarding Your Information on Facebook.� Finally,
you can block or completely remove any unwanted applications or those that have
become �spammy.�

If you are interested in creating Facebook applications, see http://developers.
facebook.com.

TELL ME MORE Media 13.1�Using Facebook Applications
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

http://developers.facebook.com
http://developers.facebook.com
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Finding an Application
There are several ways to find an application. Here are three ways:

� Search for it�You can look for an application in Facebook Search at the top
of every page. This is probably the fastest way if you know the application
name and how to use Facebook Search.

� Through your friends�You might get an application request from a friend
who�s already using it or see it in use on their profile or News Feed. For exam-
ple, if your friend has joined a nonprofit cause, they may send you an invite
to use the Causes applications to see if you�re joining the cause with them.

� Browse the Application Directory�You can also find all active and experi-
mental applications on Facebook on the Application Directory page. Face-
book uses filters to locate applications similar to filtering on News Feed.
Applications are filtered or organized into categories based on use such as
Just for Fun.

Responding to a Friend�s Application Request
When your friends use an application they want to share with you or have you par-
ticipate with them in, you get an application request. Although there are several
ways an application presents the request, the basic choices are for you to accept,
find out more about the application, or hide the request from your profile.

You�ll find applications requests by selecting App Requests under your profile pic-
ture on your profile page. If you want to learn more about the application before
making a response, visit the application�s page. You do this by clicking on the appli-
cation�s name (see Figure 13.1). An application�s page is described in more detail
later in the chapter.

If you�ve made a decision about the request, you can agree to install the applica-
tion by selecting Accept or hide the request by selecting �X� (see Figure 13.1).

If you get spammed with application invites from a friend, you can block their
requests. You can find this choice under Account, Privacy Settings, Edit Your Lists
(under Block Lists). To read more about this, see Chapter 6.
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Figure 13.1 Use application requests from friends as another way to find applications.

Navigating the Application Directory
The Application Directory holds every application on Facebook no matter if they
are large or small, new or old, experimental or fully tested. You can find the Appli-
cation Directory by typing www.facebook.com/apps. This may seem like extra
typing, but Facebook may add a more direct path in the future.

The Application Directory has two areas. Application categories are on the left side
of the page and applications choices are in the middle of the page. There is also a
drop-down menu in the middle of the page to further narrow a category down. For
example, the drop-menu for Friends and Family has Friends, Family, Pets, and
Other. Some of the main categories may need an explanation (see Figure 13.2):

� All Applications�This category displays all applications in all categories.

� On Facebook�This category is for applications run solely on the Facebook
Platform or the application toolkit Facebook provides to developers to make
applications.

� External Websites�This category contains applications that are connected
with an external website.

� Mobile�These applications are focused on mobility solutions and are part of
Facebook, but they have a mobile component connected to mobile devices
such as the Blackberry or iPhone.

� Desktop�Similar to the Mobile category, these are Desktop applications.

www.facebook.com/apps
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Figure 13.2 Browse the Application Directory as another way to find an application.

� Prototypes�This category holds all the experimental applications devel-
oped by Facebook engineers. There are no guarantees that these applications
are 100% bug-free.

After you select the category you want, applications are listed in three possible sec-
tions of Featured by Facebook, Applications You May Like, and Recent Activity from
Friends. This list describes these sections in more detail (see Figure 13.3):

� Featured by Facebook�This section lists the applications that the Facebook
team periodically selects. Use the two triangles to scroll through the pages.

� Applications You May Like�This section includes applications that are pop-
ular with your friends, based on your current favorites, or are the most popu-
lar applications on Facebook. Again, scroll through the apps using the two
triangles.

� Recent Activity from Friends�Beneath Applications You May Like, this sec-
tion contains an information stream of your friend�s application activity.

SHOW ME Media 13.2�Navigate the Application Directory to Find 
an Application
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.
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Figure 13.3 Use the three sections of a main category to browse for an application.

LET ME TRY IT

Navigate the Application Directory to Find an Application
To find the popular game FarmVille using category filtering, follow these steps:

1. Type www.facebook.com/apps to open the Application Directory.

2. Select Games from the menu on the left (see Figure 13.4).

3. Select Virtual World from the drop-menu at the top (see Figure 13.4).

4. Select the word Popular in the middle of the page (see Figure 13.4).

5. Using your mouse, scroll until you see the game called FarmVille (see Figure
13.4). You can read the summary paragraph displayed or click on the applica-
tion title to get more details or install the application.

An alternative way to find FarmVille is by typing its name in the box titled
Search Apps in the top left (refer Figure 13.4).

www.facebook.com/apps
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Figure 13.4 Use category filtering to find a game.

Working with Facebook Applications
When you find the application you want, as described in the previous section, you
need to install it before you can use it. When you do, it requests permission to
access information about you and your friends. This can be all right as it does this
to tailor the experience of application to you. However, you want to weigh the ben-
efits of using the application with any privacy concerns. Facebook isn�t really
responsible if the application misuses your personal information by accidentally
exposing or selling it. You can see Chapter 6 to understand what applications share
about you and how to manage that sharing. For this chapter, we�re assuming the
benefit of using the application outweighs any risks for you.

Sometimes you need help to use an application. It could be you want some train-
ing to do something or the application isn�t doing what you expect. The more pop-
ular applications have help pages so you can troubleshoot a problem and fix it.

Sometimes you need to remove an application. If you no longer want an applica-
tion, it�s easy to remove it.

You can find steps to perform all of these operations in the following sections.
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Figure 13.5 Select Go to App from the application�s page to begin the installation process.

You can view your installed applications from the Applications Page. To get
there, select Apps under your profile picture from your home page.

Installing an Application
As mentioned earlier, you need to install an application to use it. To do so, select
the application title after locating it. You can follow previous sections in the chap-
ter to locate an application. Once you are on the application�s page, select Go to
App (see Figure 13.5). The design of the install button may vary by application.

Next, select Allow if you are comfortable with the information the application
needs to access to work. As you can see in the figure, some applications email you,
post to your Wall, and access your list of friends (see Figure 13.6).

For most applications, you�ve finished the steps to install them. If there are more for
your particular application, follow the given instructions until you see the applica-
tion running.

SHOW ME Media 13.3�Installing an Application
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.
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Figure 13.7 Select an application from the Help Center to see its help page.

Figure 13.6 Select Allow if you are comfortable granting permission to this application.

Getting Help for an Application
If you have problems using an application, you have can visit its application or Help
page. Sometimes, you can also find help on a website outside of Facebook. On the
application�s Facebook page, at a minimum, you can use its Wall to read comments
and post your questions. If available, you can also use its page to contact the devel-
oper, read reviews, post in Discussions, and look at photos and videos. One way to
get to the application�s page is to locate the app in the Application Directory and
then click on its title.

If the application has a help page, you can usually find items such as a Frequently
Asked Question (FAQ) list, top issues list, and searchable list of help topics. Some-
times, a company provides a support organization so you can contact a live person.
To get to an application�s help page, start with the menu in the top right and select
Account, Help Center, then Games and Apps from the left. Select your application
from the list in the middle of the page (see Figure 13.7).
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Figure 13.8 Select Remove to see a list of applications you can uninstall.

Figure 13.9 Select X next to the right of the application you want to uninstall.

Removing an Application
Sometimes, you don�t want an application because you no longer need it or it has
becomes spammy. When you remove an application, you also remove its access to
your information, and it disappears from your bookmarks, profile, and your Appli-
cation page. One of the most straightforward ways to remove it is using Facebook�s
Privacy page.

To get to the Privacy page, select Account (top right of any page) and then Privacy
Settings. On the Privacy page, select the Edit Your Settings link in the lower left and
then Remove in middle of the page (see Figure 13.8).

Then select the X to the right of the application you no longer want (see 
Figure 13.9)
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Select Remove from the dialog box that appears (see Figure 13.10). Finally, select
OK when prompted.

SHOW ME Media 13.4�Removing an Application
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Figure 13.10 Select Remove to uninstall the application.
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Making Business Connections on
Facebook

This chapter shows you how to grow your 
business or brand with a Facebook page.

Facebook pages offer a great way to build community and awareness for your
business or brand, within the popular framework of Facebook and its hundreds
of millions of members.

In this chapter, you learn how to find, like, participate in, and create Facebook
pages. You can also listen to tips on ways to use a Facebook page to build your
business and watch videos that show you how to find your way around Facebook
pages, create your own Facebook page, and add applications to your Facebook
page.

Understanding Facebook Pages for Businesses and
Brands

Facebook pages are a great tool for any business, organization, brand, or public fig-
ure (musician, athlete, author, speaker, and so forth) seeking to generate buzz and
visibility as well as create a community for their supporters and fans. It�s important
to keep in mind, however, the difference between a Facebook page, your personal
Facebook profile, and a Facebook group.

Facebook pages are often referred to as fan pages. This terminology comes from
the time when Facebook formerly offered a Become a Fan button to encourage
page visitors to show their support. This is now called the Like button.

A Facebook page offers a public presence for a real business, organization, or per-
son. Facebook pages are available to anyone on the Internet and are indexed by
search engines such as Google. If a page isn�t for yourself, you must have the legal
right to create an official page for this business, organization, or brand. For exam-
ple, if you own a small business, you have the right to create a Facebook page for
your business. You can�t, however, create a page for another business, product, or
person you just happen to like.
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Figure 14.1 Promote a business or brand with a Facebook page.

A Facebook profile is for an individual to connect and share information with
friends. You control the privacy rights and visibility of your profile as well as whom
you connect with as a friend. You can post content only your friends can see�
something you can�t do with a page. For more information about creating a Face-
book profile, see Chapter 2, �Setting Up Your Facebook Account and Profile.�

If you�re a public figure or solo business owner, you can create both a profile and
page under your name. Use the page to connect with fans, supporters, and cus-
tomers and the profile to connect with family members, friends, and colleagues.

A Facebook group enables you to create a community around any topic, such as a
hobby or professional interest. For example, if you�re an avid Adobe Photoshop
user, you could create a group to share your expertise, but you couldn�t create an
official page unless you represent Adobe. Group options include open groups that
anyone on Facebook can join, closed groups that require your approval to join, or
secret groups that are hidden from Facebook group search results. For more infor-
mation about creating a Facebook group, see Chapter 10, �Joining and Creating
Groups.�

Viewing a Facebook Page
Figure 14.1 shows an example of a Facebook page, one for Que Publishing.

Although Facebook pages contain custom content, they all share the following ele-
ments, which are similar to a personal profile:
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� A Wall for posting, liking, and commenting on status updates, links, photos,
and videos.

� A photostrip at the top of your Wall with the five most recently posted or
tagged photos.

� A series of links below the page logo that enable you to access other content.
By default, every page includes a Wall and Info tab. Up to four other links also
display. For additional content, click the More link.

TELL ME MORE Media 14.1�Understanding Facebook Pages for
Businesses and Brands
Access this audio recording through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Searching for Facebook Pages
There are a variety of ways you can discover interesting Facebook pages. For exam-
ple, you can

� Search for pages of interest by entering relevant keywords in the search box
on the top of your Facebook screen

� Go to the Facebook Pages Directory
(http://www.facebook.com/pages/?browse)

� View page suggestions that your friends share

� Visit websites and blogs you enjoy, which often promote their Facebook
pages

LET ME TRY IT

Search for Facebook Pages by Keyword
To search for Facebook pages by keyword, follow these steps:

1. Enter keywords related to the topic you�re searching for in the search box
at the top of your Facebook screen.

2. Facebook displays the closest matches to your search term in a drop-down
list. If you see the page you want, click its title to open it. If you don�t see
the page you want, click the See More Results link to display all results.

http://www.facebook.com/pages/?browse
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Figure 14.2 Narrow down your results to find the right page.

3. By default, Facebook displays all results for this search term, including peo-
ple, pages, and groups. To narrow your results only to pages, click the
Pages link on the left side of the page.

4. Your search results display each page�s name and the number of Facebook
members who like it. For example, Figure 14.2 displays sample search results
for pages related to �Pearson Education.� From this list, you can

� Click the title of a page to view it directly.
� Click the Like button to the right of the page name to �like� this page. For

more information about what it means to like a page, see �Liking Face-
book Pages� later in this chapter.

Participating on Facebook Pages
Because Facebook pages are customizable, there isn�t one specific format for all
pages. Pages do follow many of Facebook�s standard conventions, however.

It�s possible to perform many common Facebook tasks on a page, including

� Posting content on the page wall

� Commenting on, sharing, and liking other members� wall posts

� Viewing, commenting on, sharing, or tagging photos and videos

� Viewing and replying to discussion topics

Keep in mind that because each Facebook page is custom-designed, its content,
format, and member privileges vary.
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Figure 14.3 When you like a page, its status updates display in your News Feed.

For a refresher on how to post wall content, photos, videos, events, and more,
refer to the chapters in this book that focus on those topics.

SHOW ME Media 14.2�Exploring a Facebook Page
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

Liking Facebook Pages
When you find a Facebook page you enjoy, show your support by liking it. As
you�re aware, you can like a variety of things on Facebook, including members� sta-
tus updates, comments, photos, and videos. The capability to like extends to Face-
book pages as well.

In addition to liking a page, you can also spread the word about pages by click-
ing the Share link at the bottom of the page�s left column.

To like a Facebook page you�re viewing, click the Like button to the right of its
name, as shown in Figure 14.3. Be aware that if you�ve already liked this page, the
Like button isn�t available.

You can also like a page by clicking the Like button to the right of a page�s name
in the search results that display after searching for a page.

When you like a page, Facebook posts this on your profile and adds this page to
the list of liked pages at the bottom on your profile�s Info tab (click the Show Other
Pages link to display these).
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Figure 14.4 If you exceed the 500 page limit, you can unlike a page to make room for new
interests.

Facebook lets you like only 500 pages. For most people, this is more than enough.
If a Facebook page no longer interests you or you�ve reached your 500 page limit
and need to make room for some new pages, you can unlike a page. To do so, scroll
to the bottom of the page�s left column and click the Unlike link (see Figure 14.4).

To return to Facebook pages you liked, you can

� View a list of your liked pages at the bottom of your profile�s Info page.

� Go to the Facebook Pages Directory (www.facebook.com/pages/?browse)
and click the My Pages link.

You can also keep up with your favorite pages by subscribing to receive updates
by text message. To do so, click the Subscribe via SMS link on the page�s left col-
umn. For more information about activating Facebook Mobile Texts, see Chapter
9, �Your Mobile Access to Facebook.�

Creating Facebook Pages
If you run your own business or organization or are a public figure (author, speaker,
musician, and so forth), you can create an official page to generate buzz and
develop a community. Creating a Facebook page is straightforward. What�s more
difficult is determining exactly what to include on your page when you have so
many options.

Planning Your Page
Before creating your page, you need to have a plan. First, take a look at a number
of existing Facebook pages to get an idea of what�s possible. Look at popular pages
with a large number of fans, the pages of well-known companies and people in

www.facebook.com/pages/?browse
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your industry, and your direct competitors� pages. As you do your research, con-
sider the following questions:

� What is the goal of your page?�Do you want to use it to build community
and awareness, find clients, sell products, or something else? Determining
what you want to achieve by creating a Facebook page is critical to success.

� What tabs do you want to include?�Facebook pages include two default
tabs: Wall and Info. You can also add one or more of Facebook�s ready-made
application tabs such as Photos or Video. Adding application tabs that display
content from external sites such as your blog, YouTube, or Twitter is another
option. A third option is to create custom tabs with unique content.

� What tone do you want to convey?�Is your page going to be conversa-
tional and encourage posting and participation from those who like it? Or is
it more informational? Even if generating sales and improving your search
engine optimization are primary goals, you should avoid a �direct sales�
approach with your page. The best way to encourage visitors to like your
page and return to it is to offer interesting, relevant content that educates,
entertains, or informs them.

Creating Your Own Facebook Page
With your plan in place, it�s time to create your Facebook page. Fortunately, with
the up-front planning done, it�s a quick process.

SHOW ME Media 14.3�Creating a Facebook Page
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

LET ME TRY IT

Create Your Own Facebook Page
To create your own Facebook page, follow these steps:

1. When logged in to Facebook, go to www.facebook.com/pages/create.php.
Alternatively, click the Create a Page link at the bottom of the left column
of any existing Facebook page.

You need a Facebook profile to create a Facebook page. If you don�t have one,
you can create both at the same time.

www.facebook.com/pages/create.php
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Figure 14.5 Create an official page for yourself, your business, or your brand.

2. On the Create a Page page, click the box that best represents the page you
want to create. Facebook replaces the box image with a series of fields
that vary based on your selection, as shown in Figure 14.5. Your choices
include

� Local Business or Place
� Company, Organization, or Institution
� Brand or Product
� Artist, Band, or Public Figure
� Entertainment
� Cause or Community

3. Select the most appropriate category from the Choose a Category drop-
down list. The options vary based on the page type you chose in step 2.

4. Enter your page name and any other required information for that page
type. Remember that if you�re creating an official page you must have the
authority to create a page on Facebook. In other words, it�s fine to create a
page under your own name or business name, but you can�t create a page
using the name of another public figure or company you don�t own or rep-
resent.

5. After reviewing Facebook�s terms, click the I Agree to Facebook Pages
Terms check box to confirm you understand and will comply with them.
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Figure 14.6 The Get Started page guides you in setting up your new Facebook page.

6. Click the Get Started button. Facebook creates your page and opens the Get
Started page where you can start editing its content.

You can edit your page at any time by navigating to its URL while you�re logged
into Facebook and clicking the Edit Page button in the upper-right corner.

Getting Started with Your Facebook Page
On the Get Started page, shown in Figure 14.6, Facebook prompts you to perform
six tasks to help you get started on your new page.

These tasks include

� Add an Image�Personalize your page with your photo or company logo.

� Invite Your Friends�Suggest this Facebook page to your existing Facebook
friends.

� Tell Your Fans�Notify current customer and email subscribers about your
new Facebook page.

� Post Status Updates�Post a status update on your wall to start sharing
information with others.
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Figure 14.7 Upload a picture or take one with your webcam.

� Promote This Page on Your Website�Add a Facebook Like Box to your
website or blog.

� Set Up Your Mobile Phone�Update your page via your mobile phone.

Remember that these are only suggestions. You can complete these tasks now, or
finish them later. I recommend that you complete your page (add a picture, con-
tent, applications, and so forth) before telling others about your page or doing any
promotion.

Personalizing Your Page with a Picture
Placing a picture or logo in the upper-left corner of your page helps to personalize
it. Facebook also uses a thumbnail of this picture in other ways, such as next to any
content you post on your Wall.

LET ME TRY IT

Add a Picture to Your Page
To add a picture or logo to the upper-left corner of your page, follow these steps:

1. Pause your mouse over the large question mark in the upper-left corner of
your page.

2. Click the Change Picture link.

3. On the Profile Picture section (see Figure 14.7), you can
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Figure 14.8 Personalize your page with a relevant photo or logo.

� Click the Browse button to select and upload a picture from your com-
puter.

� Click the Take a Picture button to use your webcam to take and insert a
picture.

Your picture now displays in the upper-left corner of your page, as shown in 
Figure 14.8.

You can edit your picture�s thumbnail or delete it entirely by clicking the Change
Picture link and selecting either Edit Thumbnail or Remove Your Picture from the
menu.

The five most recent photos that you tag or post to your Wall display at the top
of your page in a photostrip. To hide a photo, pause the mouse over it and click
the Hide This Photo button (x). See Chapter 7, �Publishing Photos,� to learn more
about tagging photos.

Adding Information About Your Page
After personalizing your page with a picture or logo, you should add information
about your page on its Info section. Clicking the Info tab is a common action when
someone visits your Facebook page, so it pays to think carefully about what you
enter here. Think of the keywords most relevant to your business and don�t over-
load this section with unnecessary content.
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Figure 14.9 Use relevant keywords in the Basic Information section.

LET ME TRY IT

Add Information About Your Page
To add information about your Facebook page, follow these steps:

1. Click the Info tab on your page�s left column.

2. Click the Edit Info link to open the Basic Information section, shown in
Figure 14.9.

3. By default, this section displays the category, subcategory, and page name
you entered when you created your page. Optionally, you can update
these fields. Be aware that you can change your page name only if fewer
than 100 people have liked your page.

If you�ve already secured your custom username, the Username field displays
this name. If you haven�t done this yet, you can click the Learn More link to do so
if at least 25 people like your page. See �Creating a Custom Username� later in
this chapter for more information.

4. Enter the appropriate data in the remaining fields on the Basic Information
section. These fields vary based on the page type you selected when you
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Figure 14.10 Let your reader know about your business on the Info page.

Figure 14.11 You can make extensive customizations to your Facebook page.

created the page. The fields on this page vary depending on the type of
page you�re creating, such as one for a local business, product, or public
figure.

5. When you�re finished, click the Save Changes button to display your new con-
tent (see Figure 14.10).

Customizing Your Page
To edit your page�s settings, click the Edit Page button in the upper-right corner of
your page. Figure 14.11 shows the available sections that enable you to customize
the appearance and functionality of your Facebook page.
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� Manage Permissions�Specify any country or age restrictions for your page,
what appears on your Wall, your default landing tab, users� posting ability,
and any profanity blocklists you want to set (this helps prevent people from
posting unwanted content on your Wall).

If you�re still working on your page, select the Only Admins Can See This Page
checkbox to avoid showing it to the world before you�re ready. When you finish
your page, remove this checkmark.

� Basic Information�Edit page information such as your name, location, web-
site, email, and company details.

� Profile Picture�Upload and edit your profile picture.

� Featured�Display other pages you like and user profiles of featured page
owners.

� Marketing�Find links that enable you to advertise on Facebook, contact
your fans, get a Facebook badge, or add a Like box to your website.

� Manage Admins�Add and remove page admins who have the right to
manage your page.

As the person who created this Facebook page, you�re the only one with the
rights to edit it. If you want to give administrator rights to another Facebook
member as well, click Manage Admins.

� Apps�Add, edit, and remove Facebook page applications.

� Mobile�Locate your upload email address for uploading photos and videos
from your cell phone. For more information about Facebook Mobile and acti-
vating Facebook Mobile Texts, see Chapter 9.

� Insights�View detailed information about how many people are viewing
and interacting with your site.

� Help�Get help on creating your Facebook page.

If you use an upload email address to upload photos and videos to your per-
sonal Facebook profile, you�ll notice that Facebook provides you a different
email address for use with your Facebook page. When accessing Facebook on a
mobile device, it�s important to distinguish whether you�re updating your Face-
book profile or your Facebook page.
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Figure 14.12 Applications can enliven and personalize your Facebook page.

Adding Applications to Your Facebook Page
The best way to enhance and customize your Facebook page is with Facebook
applications. Fortunately, there are so many Facebook applications available that
your biggest problem might only be choosing the right ones.

By default, Facebook makes the following applications available for your page:
Events, Photos, Links, Notes, Video, and Discussion Boards. It�s your choice whether
you want to use any of these apps on your page. You can also browse for additional
applications that might better suit your needs. The applications you add to your
page display as tabs in the left column, just below your page logo. For example, in
Figure 14.1 you can see that the Que Publishing page has the following application
tabs: Offers, What�s New, Series, and YouTube.

SHOW ME Media 14.4�Adding Applications to Your Facebook Page
Access this video file through your registered Web Edition at 
my.safaribooksonline.com/9780132117029/media.

To add and manage Facebook applications for your page, click the Edit Page
button on the upper-right corner of your page and then click the Apps tab.
Figure 14.12 shows the available apps for your page.
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Figure 14.13 Choose how you want to display your app on your Facebook page.

Applications can include the following links:

� Go to App�Set up the application for your page. Because each application
is unique, the setup steps vary by application.

� Edit Settings�Specify whether you want to display this application as its
own tab. Figure 14.13 shows an example of the Edit Discussion Boards Set-
tings dialog box.

To remove an application, click the Remove (x) button to its right. You can always
add it back again by clicking the Browse More Applications link, searching for this
application, and adding it.

For more information about using Facebook applications, see Chapter 13, �Using
Facebook Applications.�

Searching for Applications
In addition to the default applications, many third-party developers have created
apps to enhance your Facebook page. For example, you can find applications that
integrate with external sites such as YouTube, LinkedIn, Posterous, Eventbrite,
SlideShare, and more. If you want to integrate your blog feed into your Facebook
page, consider apps such as NetworkedBlogs, RSS Graffiti, or Social RSS.

You can also create your own custom tabs by using iFrame or by purchasing
apps from companies such as TabSite (www.tabsite.com), North Social (www.
northsocial.com), or Involver (www.involver.com).

www.tabsite.com
www.northsocial.com
www.northsocial.com
www.involver.com
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Figure 14.14 Browse for the perfect application for your page.

LET ME TRY IT

Search for and Add Applications
To search for and add other applications, follow these steps:

1. Click the Edit Page button on the upper-right corner of your page.

2. In the left column, click the Apps tab.

3. Scroll down to the bottom of the page and click the Browse More Applica-
tions link.

4. On the All Apps page (see Figure 14.14), you can
� Enter keywords in the search box to search for applications.
� Browse applications by category by clicking the appropriate category link

such as Business, Education, and so forth.

5. Review the search results to find the application you want and click its
title. The application�s Facebook page displays, as shown in Figure 14.15.

6. Click the Go To App button to complete the install process.

This application now displays in the Applications section where you can complete
the setup necessary to add it to your page.
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Figure 14.15 Learn more about an app on its page.

These steps describe the typical steps for adding new applications to your page.
Because not every application works the same way, your actual steps might
vary.

Remember that there is space for only a certain number of tabs to display on the
left column of your page (six visible tabs, plus additional tabs available by clicking
the More link). Add apps wisely.

Using Facebook as a Page
Using Facebook as a page enables you to post, like, and comment on other pages
using your page name rather than your profile name. For example, let�s say your
name is Anne Smith and you created a page for your business, Waterfront Bistro.
You can post, like, and comment as either yourself (Anne Smith) or as your business
(Waterfront Bistro). This is a powerful promotional tool for your business, but be
sure to add value and not over do it.

Figure 14.16 shows an example of a comment posted by a page rather than an
individual.

To use Facebook as a page, you can

� Select Use Facebook as a Page from the Account drop-down menu on any
Facebook screen and click the Switch button to the right of the page you
want to use.
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Figure 14.16 Gain name recognition for your business by using Facebook as a page.

� Click the Use Facebook as [Page Name] link on the right side of the page you
want to use.

Promoting Your Facebook Page
Now that you�ve created a compelling, content-rich Facebook page, you need to
get the word out about it. Here are several good ways to promote your page and
get people to �like� it.

� Secure a custom username�Creating a short, memorable name that�s easy
for people to remember helps encourage page visitors. For more information,
see �Creating a Custom Username� later in this section.

� Add a Like Box to your website or blog�For more information, see �Add a
Like Box to Your Website or Blog� later in this section.

� Invite your friends to your Facebook page�To do so, click the Suggest to
Friends link on the right side of your page�s, select the friends you want to
invite, and click the Send Recommendations button.

� Share information about your page to your profile�To do so, click the
Share link at the bottom of your page�s left column. Enter any comments in
the dialog box and then click the Share button.

� Promote your page with an ad�Click the Promote with an Ad link on the
right side of your page to create your ad. Remember that there are costs
associated with advertising on Facebook.

� Share on the social web�Spread the news about your new page with your
audience on other social sites such as Twitter, LinkedIn, and others.
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Figure 14.17 Enter a permanent username for your Facebook page.

� Share with your subscribers�If you publish an ezine, be sure to include a
link to your Facebook page in every issue.

To keep tabs on the success of your promotional efforts, click the View Insights
link on the right side your page. You can view your monthly active users, daily
new likes, daily post views, and daily post feedback.

Creating a Custom Username
If at least 25 people like your Facebook page, you can secure a custom username
for it. For example, when you first create your page, Facebook could assign you a
URL like this: http://www.facebook.com/pages/Patrice-Anne-Rutledge/
143355035682739. A custom username enables you to create a shorter, more
memorable URL for your page, such as http://www.facebook.com/AuthorPa-
triceRutledge, that you can promote on your website, blog, or business card.

LET ME TRY IT

Create a Custom Username for Your Page
To create a custom username for your page, follow these steps:

1. When logged in to Facebook, go to www.facebook.com/username.

2. Select your page from the Page Name drop-down list and enter your
desired username (see Figure 14.17). Try to create a username that closely
matches your official identity or business name. Usernames can contain
only alphanumeric characters (such as A-Z or 0-9) or a period.

http://www.facebook.com/pages/Patrice-Anne-Rutledge/143355035682739
http://www.facebook.com/pages/Patrice-Anne-Rutledge/143355035682739
http://www.facebook.com/AuthorPatriceRutledge
http://www.facebook.com/AuthorPatriceRutledge
www.facebook.com/username
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You can�t change your username, so consider carefully before choosing a name
and verify there are no typos!

3. Click the Check Availability button. If your username is available, the User-
name Available dialog box opens. If it isn�t available, try another username.

4. Click the Confirm button to permanently set your username.

5. The Success dialog box opens, letting you know that your new username is
official. Click the Okay button to close this dialog box.

Promoting Your Page with a Like Box
A Like Box is a widget that you can place on an external website or blog, letting
everyone know about your Facebook page.

LET ME TRY IT

Add a Like Box to Your Website or Blog
If you want to add a Like Box to your website or blog, follow these steps:

1. Click the Edit Page button in the upper-right corner of your page.

2. Click the Marketing tab.

3. Click the Add a Like Box to Your Website link. Figure 14.18 shows the Like
Box page where you can customize your Like Box.

4. Enter your page�s URL in the Facebook Page URL field. For example, 
http://www.facebook.com/AuthorPatriceRutledge.

5. The remainder of the page displays Facebook�s default settings for Like
Boxes. You can accept Facebook�s defaults or modify any of the following
settings:

� Width�If you�re placing this box in a narrow sidebar, enter the appropri-
ate width in pixels.

� Color Scheme�You can choose either a light or dark color scheme,
which blends best with the website you�re adding the Like Box to.

� Show Faces�By default, Facebook displays profile photos of random
fans. If you don�t want to display these photos, remove the checkmark.

http://www.facebook.com/AuthorPatriceRutledge
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Figure 14.18 Customize the size and appearance of your Like Box.

� Stream�Select whether you want to display your latest page status
updates.

� Header�Select this check box if you want to display your page�s header.

6. Click the Get Code button when you�re done. The Your Like Box Plugin
Code dialog box opens, shown in Figure 14.19.

7. Copy the text in the iframe section and paste this HTML into an appropri-
ate location on your site. Your blog�s sidebar is a great place to include a
Like Box.

8. Click the Okay button to close the dialog box.
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Figure 14.19 Copy your code and paste into your website or blog.
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searching, 56-58
suggesting, 60-61
web email contacts, 

importing, 46-49
Friends and Networks options,

66-68
Friends of Friends options, 66-68
Friends Only options, 66-68
Friends page, 98
friendship pages, viewing, 

101-102
Full-screen command 

(video), 144

G
games, privacy controls, 

119-120
Gender field (Basic

Information), 23
Get Connected, 46
Get Started tab, 251-252
Getting Started screen, 13
Go Offline option (Chat), 93
group conversations, 87-89
groups, 64, 179-181, 244

accessing, 184-185
administering, 193-199
administrators, assigning,

196-197
chats, participating in, 

189-190
closed groups, 181
creating, 190-193
deleting, 199

documents, sharing, 
187-189

email address, setting up,
193-194

friends, inviting, 192
improvements, 179
joining, 181-183
leaving, 190
members

approving, 197-198
removing, 198-199

membership limits, 181
open groups, 181
participation, 183-184
pictures, adding to, 

195-196
posts, hiding, 186
promotions, 184
rules, 191
searching for, 181-183
secret groups, 181
settings, editing, 186-187
Share menu, 184
sharing, 185-186
versus pages, 181

guest lists, events, 
managing, 212

H
hacked accounts, fixing, 

106-108
hard drives, uploading

photographs, 128-129
Help, applications, 240
hiding posts, 186
High Quality command 

(video), 144
hobbies, profiles, adding,

37-39
home page, 97-98

Events page, 98
Friends page, 98
friendship pages, viewing,

101-102
Messages page, 98
News Feed page, 98-101
notifications, 102

email, 103-105
pop-up, 103
red alert, 102-103

Home pages, 7
Hometown field (Basic 

Information), 23

I
iFrame, tabs, creating, 258
IM Screen Names field

(Contact Information), 40
images

editing, 131-133
groups, adding to, 

195-196
pages, adding to, 252-253
posting, 128-129

drives, 128-129
email, 128-129
webcams, 129-131

profiles, adding to, 19-22
publishing, 125
tagging, 131
viewing, 125-127

importing
desktop email contacts, 

53-55
web email contacts, 46-49

Info tab, 254-255
installation, applications, 

239-240
Interested In: Women/Men field

(Basic Information), 23
interests, profiles, adding to, 

37-39
invitations, events, RSVPing, 

207-209
inviting friends, groups, 192
Involver, 258

J-K
job information, profiles, adding

to, 29-32
joining

Facebook, 11-16
groups, 181-183

Keep Online Friends Window
Open option (Chat), 93

keywords
events, 202
people searches, 57
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L
Language tab (My 

Account), 42
Languages field (Basic

Information), 23
leaving groups, 190
Like Box, promoting pages, 

263-265
Like/Unlike option (Edit 

Video), 156
Like/Unlike option (Photos

page), 132-133, 140
Linked Accounts setting (My

Account), 43
linking pages, 247-248
links, sharing, 63, 67-69
listings, Marketplace

categories, 217-218
closing, 230-231
editing, 227-228
posting, 224-227
promoting, 229-230
reposting, 231
responding to, 222-224
searching, 221-223

literature preferences, 
profiles, adding to, 34-35

M
Make Profile Picture option 

(Photos page), 133
Mark as Unread option 

(Messages), 84
Marketplace, 217

accessing, 218-220
listings

categories, 217-218
closing, 230-231
editing, 227-228
posting, 224-227
promoting, 229-230
reposting, 231
responding to, 222-224

removing, 232
searching, 221-223
shopping, 220-224

members, groups
approving, 197-198
removing, 198-199

messages
attaching video, 153-154
searching for, 86-87
sending, 79-81
viewing, 81-83

Messages (Facebook), 77
configuring, 77-79
group conversations, 

87-89
messages, searching for, 

86-87
replying to conversations, 

85-86
sending messages, 79-81
upgrade, 77
viewing conversations, 83-85
viewing messages, 81-83

Messages icon, 103
Messages page, 98
Mobile category (Application

Directory), 235
Mobile tab (My Account), 42
Mobile Uploads category 

(Photos page), 127
Mobile, Other Phone field 

(Contact Information), 40
Mobile (Facebook), 159

activating, 160-162
activating multiple 

phones, 164
benefits, 159-160
changing upload email

address, 169-170
customizing text 

messages, 162-164
deactivating phones, 165
photographs, sending via

phone, 167-169
sending text 

messages, 166
Move to another Album option

(Edit Photos 
tab), 142

Move to Other option 
(Messages), 85

movie preferences, profiles,
adding to, 34-35

multiple phones, activating,
Facebook Mobile, 164

music preferences, profiles,
adding to, 34-35

My Account, 42-43
configuring, 43-44
tabs, 42-43

My Uploads category (Photos
page), 127

N
Name setting (My Account), 43
Networks tab (My Account), 42
new friends, suggesting, 

60-61
News Feed, 65

privacy settings, 64
News Feed page, 98-101

photographs, 126-127
North Social, 258
notifications, 102

email, 103-105
pop-up, 103
red alert, 102-103

Notifications icon, 103
Notifications tab (My 

Account), 42

O
On Facebook category (Applica-

tion Directory), 235
Only Admins Can See This Page

checkbox, 256
Oodle Pro, 217
open groups, 181
organizing, photograph albums,

139-142

P
pages, 243

adding applications, 
257-260

adding pictures, 252-253
business pages, 243-244
creating, 248-256
custom usernames, 

creating, 262-263
customizing, 255-256
Get Started tab, 251-252
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Info tab, 254-255
information, adding, 

254-255
linking, 247-248
participation, 246-247
planning, 248-249
promoting, 261-265
searching, 245-246
using Facebook as, 

260-261
versus groups, 181
versus profiles, 244

pages (Facebook), 17
Password setting (My 

Account), 43
past events, reviewing, 

206-207
Payments tab (My 

Account), 42
people, searching, 56-58
People You May Know, 46
philosophical views, profiles,

adding to, 32-34
Philosophy section, 18

completing, 32-34
phones

activating multiple, 
Facebook Mobile, 164

custom applications, 
170-172

deactivating, Facebook
Mobile, 165

photographs
albums, 125, 136

creating, 137-139
editing, 139-142
organizing, 139-142

editing, 131-133
events, adding, 213
friend�s, sharing, 133-135
groups, adding to, 

195-196
News Feeds, 126-127
pages, adding to, 252-253
Photos page, 126-127
posting, 128-129

drives, 128-129
email, 128-129
webcams, 129-131

profiles, adding to, 19-22
publishing, 125
sending, Facebook Mobile,

167-169

sharing, 63
tagging, 131, 135-136
untagging, 136
viewing, 125-127

Photos page, 126-127
pictures

albums, 136
creating, 137-139
editing, 139-142
organizing, 139-142

editing, 131-133
friend�s, sharing, 133-135
groups, adding to, 

195-196
pages, adding to, 252-253
posting, 128-129

drives, 128-129
email, 128-129
webcams, 129-131

profiles, adding to, 19-22
publishing, 125
tagging, 131, 135-136
untagging, 136
viewing, 125-127

planning pages, 248-249
Play Sound for New 

Messages option (Chat), 93
Play/Pause command 

(video), 144
political views, profiles, adding

to, 32-34
Pop-out Chat, 93
pop-up notifications, 103
Post Album to Profile option

(Photo page), 140
post contents, tagging, 69-70
posting photographs, 

128-131
posting listings, Marketplace,

224-227
posts

deleting, 76-77
hiding, 186
text messages, 51

privacy, 109-111
access management, 111
applications, 119-120
blocking individual 

users, 122
changing settings, 

111-113
contact information, 118

content sharing, 115-117
directory information shar-

ing, controlling, 114-115
events, 213
games, 119-120
protecting, Facebook Places,

175-177
public search 

engines, 121
reporting abuse and 

violations, 123
search visibility, 

controlling, 114-115
threats, 109-110

Privacy option (Edit Info
tab), 142

Privacy setting (My 
Account), 44

privacy settings, 64
private events, 201
Profile pages, 8
profiles, 16. See also accounts

access, managing, 111
activities, adding, 37-39
adding pictures, 19-22
arts and entertainment

preferences, adding, 
34-35

basic information, adding,
21-24

contact information, adding,
39-41

education information,
adding, 29-32

featured people, 24-28
interests, adding, 37-39
philosophical views, adding,

32-34
privacy settings, 

changing, 111-113
search visibility, 

controlling, 114-115
sections, 17-19
sports preferences, adding,

35-37
versus pages, 244
work information, 

adding, 29-32
projects, job descriptions,

adding to, 30-31
promoting, pages, 261-265
promoting listings, 

Marketplace, 229-230
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promoting pages, 263-265
protecting privacy, Facebook

Places, 175-177
Prototypes category

(Application 
Directory), 236

public events, 201
public search engines, hiding

from, 121
publishing

photographs, 125
videos, 143

Q-R
Quick Reply Mode 

checkbox, 86

Re-order Lists option
(Chat), 93

Recent Activity from Friends 
category (Application 
Directory), 236

Recent Albums category (Photos
page), 127

red alert notifications, 
102-103

registration process, 
accounts, 12-16

Relationship Status field 
(Featured People), 25

religious views, profiles, adding
to, 32-34

removing
friends, 61
members, groups, 

198-199
Report as Spam option

(Messages), 85
Report This Photo option 

(photographs), 134
Report/Block User option 

(Messages), 85
reporting abuse and violations,

85, 123
reposting expired listings, 

Marketplace, 231
requests, applications, 

responding to, 234-235

requests, friends
accepting, 59-60
limiting, 58

requests, friends, 
canceling, 49

reviewing events, 206-207
Rotating option (Photos page),

132, 156
RSVPing to events, 207-209

S
search engines, hiding 

from, 121
search visibility, controlling, 

114-115
Search Your Email for Friends

Already on Facebook, 45
searches

applications, 258-260
groups, 181-183
messages, 86-87

searching
applications, 234-238
events, 202-206
Marketplace, 221-223
people, 56-58

secret groups, 181
sections, profiles, 17-19
security, privacy, 64, 109-111

access management, 111
applications, 119-120
blocking individual users, 122
changing settings, 111-113
contact information, 118
content sharing, 115-117
directory information 

sharing, 114-115
games, 119-120
public search engines, 121
reporting abuse and 

violations, 123
search visibility, 114-115
threats, 109-110

sending
email messages, 79-81
text messages, 166

settings
groups, editing, 186-187
privacy, changing, 111-113

Settings tab (My Account), 42

Share Album with Anyone
option (Edit Info tab), 142

Share Album with Anyone
option (Photo page), 140

Share menu, 64
Share menu (groups), 184
Share option (Edit Video), 156
Share option (photographs), 134
Share This Album option (Photo

page), 140
Share with Anyone option 

(Photos page), 133
sharing

content, controlling, 115-117
directory information 

sharing, 114-115
friend�s photographs, 

133-135
groups, 185-189
links, 67-69

Sharing on Facebook setting
(privacy page), 112

Sharing option (Photos 
page), 132

shopping, Marketplace, 220-224
Short Message Service 

(SMS), 164
Show Only Names in Online

Friends option (Chat), 93
sign-up process, accounts, 11-16
SMS (Short Message 

Service), 164
Sound command (video), 144
sports preferences, profiles,

adding to, 35-37
Sports section, 18

completing, 35-37
SRR (Statement of Rights and

Responsibilities), 123
suggesting friends, 60-61

T
tabs, creating, 258
TabSite, 258
Tag Photos option (Photo 

page), 140
Tag This Photo option 

(photographs), 134
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Tag This Video option, 156
Tagged Photos section, 17
tagging

photographs, 131, 135-136
post content, 69-70
untagging, 158
videos, 157-158

Tagging option (Edit Photos 
tab), 141

Tagging option (Photos 
page), 132

television preferences, profiles,
adding to, 34-35

Terms of Service, 13
text messages

customizing, Facebook
Mobile, 162-164

friend posts, 51
sending, Facebook 

Mobile, 166
Timeline command (video), 144

U
Unfriend link, 61
unfriending, 85
untagging photographs, 136
Untagging option (Photos 

page), 132
untagging yourself, 158
upgrades, Facebook 

Messages, 77
upload email addresses, 

changing, 169-170
uploading

photographs, 128-129
videos, 146

attaching to messages,
153-154

from drives, 146-148
recorded by webcams, 

149-152
via email, 148-149

Username setting (My 
Account), 43

usernames, pages, creating, 
262-263

users, blocking, 122

V
video

attaching to messages, 
153-154

editing, 154-157
publishing, 143
sharing, 63
support, 143
tagging someone in, 157-158
uploading, 146

from drives, 146-148
recorded by webcams, 

149-152
via email, 148-149

viewing, 143-145
video controls, 144
Videos category (Photos 

page), 127
View in Regular/High Quality

option, 156
viewing

business pages, 244-245
conversations, 83-85
messages, 81-83
photographs, 125-127
videos, 143-145

viewing friend requests, 59-60
violations, reporting, 123

W
Wall, 65

communicating with friends,
74-75

deleting posts and
comments, 76-77

privacy settings, 64
responding to comments

and activity, 75-76
web email contacts, importing,

46-49
webcams, photographs, 

uploading, 129-131
Website field (Contact 

Information), 41
website links, sharing, 67-69
websites, Facebook badges,

adding to, 41
Welcome to Facebook page, 45
work information, profiles,

adding to, 29-32

X-Y-Z
Your Facebook Wall privacy 

settings, 64-65
Your Profile Picture section, 

17-19
adding profile pictures, 19-22
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