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Opening FacebOOK

Facebook is a website, so you�ll �rst need to open your internet browser. 
Different computers may have different browsers, like Microsoft Edge ,  
Internet Explorer , Google Chrome , Safari , or Mozilla Firefox ,  
but any browser will work. You can also use Facebook as an app on a 
phone or tablet, but in this book we�ll use the website. If you�re using the 
Facebook app, switch over to the website now!

1	 Enter the address for Facebook into your internet browser:  
www.facebook.com.

2	 Press the ENTER key on your keyboard to load the Facebook 
website, shown here.
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4	 Enter your email address or cell phone number again in the 
Re-enter mobile number or email box. Make sure it is exactly 
the same as before.

5	 Click in the New password box and enter a password. (See 
�Choosing a Strong Password� on the next page for tips.)

6	 Enter your birthday. You can use your real birthday or a fake one� 
no one is checking! Click the arrows next to each of boxes to 
choose the day, month, and year of your birth from the lists that 
appear.

7	 Choose your gender by clicking the round button next to either 
Female or Male.

8	 Take a look at your form. It should look something like�this:

9	 Once your form is complete, click the green Create Account 
button to complete your registration. (If you�re using a different 
internet browser, your button may say something different, such 
as�Sign Up.)
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PrOblems Signing Up

Don�t panic if you�ve come across a problem! Most problems in this 
process have simple �xes.

I Clicked Create Account but the Same Form Reappeared

If you didn�t get past the Sign Up form, review the form to see if 
you missed something. If you did, the box with missing information 
should be highlighted in red and may have a red exclamation mark. 
Click in the box and enter the missing information. Then click 
Create Account again.

I See a Message Saying That My Email or Mobile Number  
Entries Don�t Match

The Sign Up form requires you to enter your email address or 
mobile number twice. If these entries are not the same, you�ll see 
an error message. Look over what you entered carefully, letter by 
letter or number by number, and correct the entry that�s wrong. 
Then click Create Account again.

I See a Message Saying That My Email Address Is Invalid

This message usually means that your email address has been 
mistyped or that it isn�t a real, working email address. Look closely 
at what you entered, especially the letters after the @ sign, and 
then re-enter your email address in the box. Then click Create 
Account again.
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I See a Message Saying an Existing Account Is Associated with 
My�Email Address

This message means that a Facebook account has already been 
created with this email address. This can happen if you previously 
joined Facebook and forgot that you used this email address. If 
you think you can remember your password, try to sign in to this 
account. If not, see �I Forgot My Password!� on page 25. 

I See an Error Message About My Password

If you see an error message about your password, it means 
your password doesn�t meet Facebook�s minimum password 
requirements. Remember, your password must be at least 
six characters long and should include numbers, letters, and 
punctuation marks. If you see this message, click in the password 
box, delete the password, and type in a new one. Keep trying 
passwords until you come up with a strong one!

Adding a Profile Picture
Chances are good that you�re not the only person on Facebook with 
your name. The world is a very big place after all, and 1.5 billion users 
make for a lot of overlapping names! For this reason you can add 
a picture next to your name to help identify you. This is known as a 
Profile�picture. You can use any picture for your Pro�le that you like, 
even�a picture of your favorite foods or animal�whatever you�d like 
your�friends and family to see when they are trying to �nd you on 
Facebook. 

Using your mouse, move down the Welcome page until you �nd the 
section titled �Upload a pro�le picture,� shown on the next page. For 
your new Pro�le picture, you can use a picture already on your computer 
or you can use your computer�s built-in camera (if it has one) to take a 
new picture.
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Using a PictUre AlreaDy On YOUr COmpUter

To add a picture you have on your computer, follow these instructions:

1	 Click Add Picture, shown here.
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Finding Pictures on a Mac Computer

To �nd pictures in the Pictures folder on a Mac computer, follow these 
instructions:

1	 You can reach the Pictures folder using the File Explorer window 
that appears, as shown below. Use the buttons on the left�to 
locate Pictures and then click the folder.

2	 If you can�t see Pictures, move your mouse over Favorites and click 
show. Pictures will now appear.

3	 The image you want to add may be in the Pictures folder, or it 
might be inside another folder. If so, you can double-click (click the 
mouse button twice in quick succession) on the small image of the 
folder to open it and �nd your picture inside. 

4	 After you have located your picture, click the picture and then click 
Choose at the bottom of the Pictures folder, as shown next.
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What Is Facebook For?
Now that you�ve created a Facebook account, you�ve become a 
bona��de Facebook user! Facebook has a lot to offer, so �rst let�s 
look�at what you might use Facebook for.

The main purpose of Facebook is to connect with other users. Facebook 
users you�ve connected with are known as friends, and your Facebook 
friends will usually be family members or friends who you already know 
or knew at some point in your life. After you�ve connected on Facebook, 
you can share and discuss your activities, news, life updates, stories, 
photos, and videos with each other. You can also play games together, 
chat live through typed messages, and send out invitations to events 
(like your birthday).

Oh Dear, Do I Need My Password?
To use the Facebook account that you created in the Introduction, 
you must be logged in. You�re going to need the email address and 
password you created your Facebook account with, so before you begin 
this lesson, dig out your details!

LOgging In tO FacebOOK

Follow these steps to log in to Facebook:

1	 Open your internet browser. Whether the browser you use is 
Internet Explorer, Microsoft Edge, Safari, Google Chrome, or 
Mozilla Firefox, that won�t make any difference to Facebook!

2	 Enter www.facebook.com in the address bar, as shown below. 
The address bar is the long box at the top of the browser window 
that you can type website addresses into.
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3	 Press the ENTER key on your keyboard to load the Facebook 
website. You should see something like this: 

The blue bar at the top of the page is where you enter your email 
and password to log in.

4	 Click in the Email or Phone box and then enter the email address 
you used when you created your Facebook account. 

5	 Now click in the Password box and enter your password, as shown 
below. 
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6	 The password appears as dots to better protect your privacy. 
If�you prefer to see your password text as you type, click the eye 
symbol at the end of the Password box (highlighted below).

7	 Click the Log In button.

8	 Congratulations! You should now be logged in to Facebook and 
should see a screen like this:
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I FORGOT MY PASSWORD!
If you signed up for a Facebook account some time ago but 
you�re not sure which email address or password you used to 
create your account, try signing in with the email and password 
you think you used. If that doesn�t work, click the Forgot your 
password? option under the Password box, as shown here.

This will open a page where you can enter your name or email 
address to try to identify your account. If you can identify your 
account from the list Facebook provides, a new password will 
be emailed to you and you can log back in! If you can�t rescue 
your previous account, you can sign up for a new one, but you�ll 
have to use a completely different email address from the one 
you used for your existing account. This might mean that you 
need to create a brand-new email address as well. 

LOgging OUt Of FacebOOK

If you share your computer with others or are using a public computer, 
always log out of Facebook once you�re done using it. If you don�t log 
out, others will be able to access your Facebook account.

1	 To log out, �nd the blue strip at the top of the Facebook page.

2	 Click the downward-pointing arrow.
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3	 Click Log Out in the menu that opens. 

4	 You should now be logged out of Facebook, as shown below.
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AcTIVITY #1
In this activity, you�re going to practice logging in and out of 
Facebook to keep your account safe.

1.	 If you�ve closed Facebook, open it again by typing  
www.facebook.com into your internet browser and 
pressing ENTER.

2.	 Log in to your Facebook account.

3.	 Try logging out of Facebook. Once you have successfully 
logged out, you should see the Facebook website 
displaying the Log In screen.

4.	 Log back in to your Facebook account.

Welcome to the News Feed Page
There�s so much you can do on Facebook, but let�s start by getting 
acquainted with the News Feed page. The News Feed page is 
Facebook�s home page; it�s the �rst page you�ll see each time you 
log�in to Facebook. It�s a kind of mission control! 

Log in to Facebook. If you�ve just created your account, you may 
see a�Welcome screen instead of the News Feed page. If so, click the 
News�Feed button from the left side of the page to open the News 
Feed page.

Let�s explore the News Feed page now.
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Chat lets you have live, written
conversations with friends who
are logged in to Facebook.

The Toolbar is a quick way to
�nd things, reach useful pages,
and get updates.

This section displays news stories,
friend recommendations, or ads.
Do your best to ignore the ads!

Use the Side Menu
to go to pages on
Facebook.

Your News Feed will display
your friends� recent posts.

THe FacebOOK TOOlbar

The Facebook Toolbar will appear at the top of every Facebook page. 
It includes a number of buttons that give you quick ways of doing 
important jobs, like searching for friends and opening particular pages. 

Let�s take a look at each button, starting from the left. (All of these 
buttons and pages will be discussed in detail throughout this book.)
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Return to the
News Feed page

Search Facebook

Open your pro�le page Search for friends

Change your settings and get help

Change your
privacy settings

Return to the
News Feed page

See updates on friend requests, messages,
pro�le posts, events, and games

The f Button 

Click this button to return to the News Feed page. 

The Search Box 

Use the search box to �nd the Pro�le pages of your Facebook 
friends, groups to join, and many other things. The description 
in your search box might change depending on which internet 
browser you�re using. For example, your search box might read 
�Search Facebook� instead of �Find friends,� but it won�t make 
any difference to your search. You�ll learn more about searching 
Facebook as you work through this book.

Your Name and Photo 

This button shows your name and the picture you added when 
you set up your account. Click your name (Carrie, in this case) to 
move to your Pro�le page. Your Pro�le is your space on Facebook 
to share things like life updates and photos with your Facebook 
friends. We�ll call this button the Pro�le button from now on. You�ll 
learn more about your Pro�le in Lesson 3.

Home 

Click this button to return to the News Feed page. (It does the 
same job as the Facebook f button!)
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Find Friends 

Click this button to search for other Facebook users. Once you �nd 
them, you can request to become their Facebook friend, which 
we�ll look at in Lesson 4.

Friendship Notification    

Click this button to see any updates about friend requests you have 
sent or requests that people have sent you. If this button has a red 
number next to it, you have new friend requests. Click the button 
to review them. You�ll learn more about adding and accepting 
friends in Lesson 4.

Message Notification    

Click this button to send a friend a message only the two of you 
can read (known as a private message) or to read private messages 
sent to you. If this button has a red number next to it, you have 
new messages. Click the button to view them. You�ll learn more 
about private messages in Lesson 10.

Notification    

Click this button to view noti�cations about activity on your Pro�le, 
such as if a friend posts a comment to your Pro�le or you�ve been 
invited to an event. If this button has a red number next to it, you 
have new noti�cations. Click the button to review them. You�ll learn 
more about receiving noti�cations throughout this book!

Privacy Lock Icon 

Click this button (which may look like a question mark, depending 
on your browser) to examine your privacy settings, which determine 
who can contact you and who can see the stories, photos, and 
videos you add to Facebook. You�ll learn more about privacy 
throughout this book and in Lesson 12.
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Downward-Pointing Arrow 

Click this button to manage your account settings, including 
account security, seeking help, reporting a problem, and logging 
out of Facebook. We�ll look at this in more detail in Lesson 12. 

AcTIVITY #2
Try to answer these questions by choosing the correct button 
on the Facebook Toolbar.

1.	 If you wanted to review your Facebook privacy settings, 
which button would you click to begin?

2.	 If you wanted to �nd a dear friend to add her as a 
Facebook friend, which button might you click to begin?

3.	 If you wanted to see the latest photos added by your 
Facebook friend on her Pro�le, where would you enter her 
name to begin?

THe SiDe MenU
The Side Menu (circled at the top of the next page) provides a great way 
to access a lot of features. It appears only on the News Feed page, so to 
use it you need to open the News Feed page �rst. You�ll get the hang of 
this very quickly and will �nd yourself using the News Feed page as your 
home base most of the�time. The Side Menu will soon become your 
favorite way of moving around Facebook!
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Your Name and Photo 

Click your name (Carrie Ewin, in my case) to open your Pro�le 
page. This button does exactly the same job as clicking the Pro�le 
button (your name and photo) on the Facebook Toolbar at the top 
of the screen! You�ll learn more about your Pro�le in Lesson 3.

Edit Profile 

This button takes you to your biography, the section of your Pro�le 
where you can add or edit information about you.

Welcome 

Click this button to read a short introduction to Facebook, which 
will appear in the News Feed column of the News Feed page. Your 
Welcome button will disappear after you�ve used Facebook a few 
times and might even already be gone from your Side Menu. 

News Feed 

The News Feed button takes you straight to the News Feed page! 
As you can see, Facebook gives you a lot of ways to return to the 
News Feed page, because it�s the page you�re likely to use most 
often. You�ll learn more about the News Feed page in Lesson 7.

Messages 

Use the Messages button to send a friend a private message or 
to read private messages sent to you. This button might also be 
called Messenger. You�ll learn more about private messages in 
Lesson 10.

Events 

Click the Events button to see noti�cations of upcoming Events. 
The Events feature helps you receive and send invitations to 
parties or gatherings. You�ll learn more about the Events feature 
in�Lesson 11.
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Games 

Use the Games button to �nd games to play. Facebook offers 
a huge selection of games that are free to play, like solitaire, 
blackjack, and chess. You can play against the computer or even 
against your Facebook friends! You�ll learn more about Facebook 
games in Lesson 8.

Photos 

Click the Photos button to quickly view photos you�ve added to 
Facebook.

Find Friends 

Use the Find Friends button to search for people on Facebook and 
send them a friend request. This button does exactly the same job 
as the Find Friends button from the Facebook Toolbar, so you can 
click either button to begin �nding friends. You�ll learn more about 
�nding friends in Lesson 4.

Discover Groups 

Click the Discover Groups button to �nd groups you might like 
to join. A Facebook Group can be like a club where people with 
similar interests come together to chat, such as a group dedicated 
to discussing gardening, or it can be used as a way to share 
information with a bunch of Facebook friends all at once�for 
instance, you might have a group with friends from the same high 
school. You�ll learn more about Groups in Lesson 9.

THe News FeeD COlUmn

The News Feed column is the middle section of your News Feed page 
and is perhaps the main attraction of this page. The purpose of the 
News Feed column is to display stories, updates, news, photos, and 
videos from your Facebook friends. At the moment, before you�ve 
added any friends, your News Feed column will be empty, as shown on 
the next�page.
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CHat

The Chat feature lets you have instant, written conversations with 
Facebook friends. Chat conversations happen in real time, so as long 
as you and your friend are logged in to Facebook at the same time, you 
can be typing and reading conversations live! Using Chat invites your 
friend to respond right away, unlike a message or email, which might 
take a few days or more to get a response.

The Chat bar, shown below, is a small, rectangular box marked Chat that 
appears on every page of Facebook. When you click the Chat box, it 
will expand to show you a list of friends who are logged in and ready to 
chat. If your screen is larger, instead of this box you might see a column 
of names along the right side of your screen. You�ll learn more about 
chatting in Lesson�10.
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Getting to Your Profile Page
You can go to your Pro�le page like this:

1	 Look toward the top of the Facebook page and �nd the blue strip, 
known as the Facebook Toolbar.

2	 You should see your name with a little square photo, as circled in 
the image below. Click this button to open your Pro�le page.

3	 You should now be taken to your Pro�le page. It should look a little 
bit like the �gure on the next page.
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Meeting Your Profile
A few different sections make up your Pro�le, so we�ll begin by 
exploring the different parts. Later in this lesson, you�ll learn how to 
build your�Pro�le by adding biographical information. In Lessons 5 
and�6, you�ll learn how to put messages and pictures on your Pro�le.

The Intro box shows
your biographical
information.

The navigation pane shows your name, Pro�le picture, and cover photo.
From here, you can also open other sections of your Pro�le.

The Timeline shows your
Facebook activity and any
messages or photos you
and your friends add.

The Photos box shows
photos you add.
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IntrO BOX 

The Intro box displays a small summary of your public biographical 
information. You haven�t added any biographical information yet, but 
once you do, it will appear in this box if you�ve chosen to make the 
information viewable to the public. You can display your country or city 
of residence, the high school or college you attended, and other details. 
You�ll learn to add this information, and control who can see it, in �Your 
Biography� on page 56. As you add your biographical details, the 
Intro box on your Pro�le will look something like this:

Timeline

The Timeline is the part of your Pro�le where you can add updates 
about your life, stories about your day, and photos and videos that you 
love. It is also where your Facebook friends can leave you messages 
as well as comment on your updates or photos. Your Timeline is your 
strongest link with your Facebook friends and can be your main method 
of communicating with them. As you and your Facebook friends add 
things to your Timeline, it will start �lling up, as shown next.
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Your Profile Picture and Cover Photo
Your Profile picture is the image you added when you signed up on 
Facebook, and it represents you whenever you do anything on Facebook, 
appearing next to every message, photo, and video that you add. This 
helps other people recognize you and your contribution! Your cover 
photo is a larger image that�s only displayed on your Pro�le page. These 
pictures are by default visible to anyone who goes on Facebook, not 
only your Facebook friends, so choose photos that you are comfortable 
sharing.

CHanging YOUr PrOfile PictUre

You can change your Pro�le picture at any time. This is useful if you 
want to add a new photo of yourself, or pictures of your pets, hobbies, 
favorite food, or just something you love. Changing your Pro�le picture 
is very similar to adding a Pro�le picture, which you did when you �rst 
created your Facebook account.

1	 Click the Profile button to go to your Pro�le page.

2	 Move your mouse over the top of your existing Pro�le picture.

3	 Click the words Update Profile Picture that 
appear at the bottom of your Pro�le picture. 
You can either upload a picture that is already 
saved on your computer or take a new photo 
using your computer�s web camera. You will 
have the option of taking a photo only if your 
computer has a web camera, though.

Uploading a Picture Saved on Your Computer

Follow these steps to upload a photo already saved on your computer:

1	 Click Upload Photo, as shown next.
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Taking a Photo with Your Computer�s Camera

To take a new photo using your computer�s camera and upload it as 
your Pro�le picture, move your mouse over your existing Pro�le picture 
and click Update Profile Picture. Then, follow these steps:

1	 Click Take Photo.

2	 If you don�t have a camera for your computer, nothing will happen 
when you click Take Photo. If you do have a camera, Facebook may 
request permission to use your web camera. If you want to take a 
photo from Facebook, you need to click Yes to allow this.

3	 Your web camera will then switch on and you should see an image 
of yourself on your screen. Position yourself for your photo, and 
when you�re ready, click the Take Photo button, as shown below.
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4	 Click Save.

5	 Your new Pro�le picture is now saved and you will be returned to 
your Pro�le. Notice your new Pro�le picture in the top-left corner! 

AcTIVITY #5
In this activity, you�ll take a new Pro�le picture using your web 
camera. If your computer doesn�t have a camera, you can skip 
this activity.

1.	 Think about the sort of Pro�le picture you want to 
represent you on Facebook. This could be a photo of 
you,�or of something you love, a favorite food, a beautiful 
place, or a pet.

2.	 Arrange the picture you want in front of your computer�s 
web camera. You could organize your grandchildren in 
a row, position your pet, arrange your favorite food on a 
plate, or even put a houseplant in the middle of the�room!

3.	 Take a photo of the scene and update your Pro�le picture.
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ADDing a COver PHOtO

A cover photo is designed to give you more space to add a larger 
picture to your Pro�le. This image will only appear on your Pro�le page, 
and it can be anything you want. Often this is an ideal space to show 
off a picture of beautiful scenery. Remember, though, that the space 
available for your photo is long and rectangular, so try to choose an 
image that �ts well in this space. Follow these steps to add a cover 
photo:

1	 Go to your Pro�le page.

2	 Click the Add Cover Photo button above your Pro�le picture.

3	 You may see a box that tells you the purpose of a cover photo. 
Click OK.
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4	 You will then be presented with a small list of options for adding a 
cover photo. Click Upload Photo.

5	 This should open a File Explorer window. Just like you did for the 
Pro�le picture, you will now need to locate where on the computer 
your pictures have been saved. Remember that pictures are usually 
saved in the Pictures folder.

6	 When you�ve found a picture you�d like to have as your cover 
photo, click it and then click the Open button at the bottom of 
the�window.

7	 You�ll be taken back to your Pro�le with the new cover photo in a 
suggested position. You can move the cover photo in the space 
by clicking it and dragging it with the mouse until your image is in 
a position you like. When you�re happy, click Save Changes at the 
bottom of the cover photo, as shown below.
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8	 Your Pro�le will now reload with your new cover photo. 

CHanging YOUr COver PHOtO

Changing your cover photo is very similar to adding a cover photo for 
the �rst time.

1	 Click the small image of a camera in the top-left corner of your 
cover photo.

2	 This opens the list of options, and you should see that there are 
a�couple more options now, including Reposition and Remove.  
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If you just want to move your cover photo a little, click Reposition 
and use your mouse as you did earlier in step 7 of �Adding a 
Cover Photo� on page 54. If you want to delete your cover photo 
completely, click Remove, and you will be asked whether you are 
sure you want to remove the photo. Click Confirm.

3	 To replace your cover photo with a new image, return to step 2 
of �Adding a Cover Photo� on page 53 and continue with the 
steps until your cover photo has been changed.

Your Biography
Your biography page contains basic information about your life, such 
as where you�re from, your workplace, and where you went to school. 
This can help your friends discover things they have in common with 
you. If you choose to assign a privacy setting of Public to some of your 
information, it can help your friends and family �nd the real you on 
Facebook as well. None of the information you can add here is required, 
so you can just add information you feel comfortable sharing with your 
Facebook friends and other users.

To open your biography page, follow these steps:

1	 From the buttons below your name and cover photo, click About.

2	 This will take you to your biography page. Categories are listed 
along the left side, while the most popular biographical details 
that people add are listed in the middle, as shown next. 
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ADDing BiOgrapHical InfOrmatiOn

We�ll only show you how to add your workplace to your biography here, 
but the steps to add other biographical details are very similar. 

1	 Click Add a workplace.

2	 You will now be brought to the Work and Education section. 
Click�Add a workplace, highlighted on the next page. (That�s not 
a mistake�Add a workplace has to be clicked twice!)
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5	 If this is a past workplace, uncheck the I currently work here 
checkbox. Click Add year to choose the year you began, and click 
Add year again to choose the year you left. 

6	 When you�ve �lled out all the details you want, click the privacy 
icon and choose who should see this information. You can choose 
Public if you�d like everyone to see it, Friends to let only your 
Facebook friends see it, or Only Me to make sure no one but you 
can see it. If you choose Public, the information will also appear in 
your Intro box!

7	 Click the Save Changes button.

AcTIVITY #6
In this activity, try adding more information to your biography, 
such as the name of your high school or college!

EDiting anD CHanging tHe Privacy Of 

BiOgrapHical InfOrmatiOn

Your biography contains personal details you may prefer to keep private, 
such as your birthdate or where you work. Some of these details may 
also change from time to time. If you ever want to update a piece of 
biographical information or switch it to a different privacy setting, follow 
these steps:

1	 From your biography page, choose the category of the piece of 
information you would like to change.

2	 Find the piece of information you want to change, move your 
mouse over it, and hold it there for a few seconds.
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Help! THe SearcH Hasn�t FOUnD Any ResUlts

If you add a search term (such as Current City) and Facebook tells you 
�No results found that match all of the following constraints,� then 
your search hasn�t found any results. It could be because your friend 
hasn�t added that information in their Facebook Pro�le or hasn�t made it 
public, or you may have made a mistake with that person�s information. 
For example, you may have spelled their name incorrectly or forgotten 
what college they attended. 

To continue searching, you�ll 
need to remove the incorrect 
search information by clicking the 
checkbox next to the information, 
highlighted in the image to the 
right, to uncheck it. If you would like 
to remove the person�s name, click 
the�X to the right of the name.
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AcTIVITY #7
In this activity you�re going to search for some people you 
know and would like to add as friends.

1.	 Search for a family member using only the Name box. 
Click the X next to the Name box to remove the name 
after the search.

2.	 Search using the Hometown box for a person you used to 
know. Click the X next to the Hometown box to remove 
the hometown after the search.

3.	 Search using the High School or College box for a person 
you went to school with. Click the X to remove the high 
school or college after the search.

4.	 Search for Cheryl Ewin, currently living in Los Angeles, who 
has a Hometown of Melbourne, Victoria. 

COnfirming YOU�ve FOUnD tHe RigHt PersOn

Now that you�ve found your friend, you should check that this is 
de�nitely the right friend! The easiest way to do this is to visit that 
person�s Pro�le to guarantee their identity.

1	 Click the person�s name, written in blue.
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Receiving an Answer tO YOUr FrienD ReQUest 

The person will now be noti�ed that you have sent a friend request. 
They will have the option of accepting or declining this request. If they 
accept the request, you�ll get a noti�cation.

1	 A red number will appear on the friendship noti�cation button in 
the navigation bar to indicate that you have a new noti�cation.

2	 Click the friendship notification button. The noti�cation 
will tell you that this person has accepted your friend request. 
Congratulations, you�re now friends!

3	 Click the friendship notification button again to minimize the 
noti�cation.

If your friend request is declined, you will not receive a noti�cation.

Receiving Friend Requests
If your friends and family are already Facebook users, they may request 
your friendship before you get the chance to request their friendship. If 
so, it�s up to you to accept or reject the request.

Accepting Or Rejecting a FrienD ReQUest

To accept or reject a friend request, follow these steps.

1	 When you receive a friend request, a red number will appear on 
the friendship noti�cation button to indicate that you have a new 
noti�cation.
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Viewing the Profile Page of a Friend
The great advantage of adding a friend is that you can look at their 
Pro�le and enjoy the updates, stories, messages, photos, and videos 
that they�ve added! You�ll learn much more about exploring a friend�s 
Pro�le and leaving them written messages, updates, and photos in 
Lesson 7. But for now, let�s have a quick look at how to visit your new 
friend�s Pro�le.

1	 From any page on Facebook, click in the search box.

2	 Type the friend�s name in the search box.

3	 A list of Pro�les matching your friend�s name will appear, as shown 
below. Use the Pro�le picture that appears beside each name to 
help you determine which person is actually the friend you are 
seeking. Your friend will be one of the �rst Pro�les in the list. 

4	 Click your friend�s Pro�le from the list.

5	 You will now arrive at your friend�s Pro�le! Enjoy browsing their 
messages, updates, stories, and photos.
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Now How Do I Remove a Friend?
If you decide you don�t want to have a particular person as a Facebook 
friend anymore, Facebook allows you to remove the friend. This is more 
commonly known as unfriending. Usually you unfriend a person because 
you don�t want them to be able to see the information or updates on 
your Pro�le anymore, perhaps because you�ve drifted out of contact.

RemOving a FrienD

To unfriend a user, follow these steps:

1	 Go to your friend�s Pro�le page.

2	 Click the Friends button.

3	 Click Unfriend.

4	 The Pro�le page will then reload and you will no longer be friends. 
Fortunately, the unfriended user will not get a noti�cation when 
you unfriend them!
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AcTIVITY #9
In this activity you�ll practice adding and removing a friend. 
Before you begin this activity, you might like to chat with your 
friend to explain that you�ll be removing them and then adding 
them again!

1.	 Use Find Friends to add a friend or family member as a 
new Facebook friend.

2.	 Wait for them to accept you as a friend. Remember, you�ll 
receive a noti�cation when they�ve accepted you.

3.	 Remove your new friend.

4.	 Type the person�s name in the search bar to open their 
Pro�le page and request their friendship again. 

UnfOllOwing a FrienD

Perhaps some of your Facebook friends update too often, or the things 
they say are not to your taste, and you don�t want to see these updates 
in your News Feed page every day. In these circumstances, if you don�t 
want to remove that friend, you can choose to unfollow them instead, 
which means their updates won�t appear in your News Feed page any 
longer. Importantly, you will still be friends, so you can continue to open 
their Pro�le page and read their updates or biographical information 
as you please. They will also still be able to see your Pro�le and any 
information with a privacy setting of Friends. Again, your friend will not 
be�noti�ed that you have done this!

1	 Go to your friend�s Pro�le page.

2	 Click the Following button, as shown next. 
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Why Post on My Own Profile?
A post is an entry you add to your Pro�le page that others can enjoy. 
Posts are often written text, but you can also post photos and videos. 
In�this lesson, we�ll look only at creating written posts, and then in the 
next lesson, you�ll learn to post photos and videos.

It might help to think about posts like announcements you want to share 
with other people. This could be big news, such as �I�m retiring!� Or it 
could be something small you want to share, such as �The chocolate ice 
cream at Brown Dog Ice Cream is the best!� Posts you create on your 
Pro�le can (by default) be seen by your Facebook friends. If you�d like, 
you can change this privacy setting so that only you can see a post, or 
so the general public can see a post.

Many people join Facebook to enjoy news, photos, and conversations 
with family and friends, so it might seem a little baf�ing to post to your 
own Pro�le. But your Pro�le is not just for you to look at but also for 
your friends and, if you choose, the public to look at. By posting on your 
Facebook Pro�le, you�re sharing your news with your friends and family 
and keeping them informed. Your posts may also appear on your friends� 
News Feed pages, and this is often how they will�see your updates. 

When your friends see your post, either on their News Feed or on your 
Pro�le, they have the option of replying or commenting on your post. 
This is one of the main features that make Facebook so enjoyable and 
exciting.

Creating a Post
Once you get the hang of posts, you�ll �nd that they�re quick and easy to 
create! You can create a post from either your Pro�le page or the News 
Feed page, and they�ll both do almost the same thing. Creating a post 
from the News Feed page is a little quicker, which is excellent if you�re 
in a hurry! However, if you use your Pro�le page to create a post, you�ll 
see it appear on your Pro�le and you can make sure it looks perfect. 
Posting from your Pro�le also offers you a small number of extra options.
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POsting frOm YOUr PrOfile Page

Your Pro�le page offers an easy way to create a wonderful post your 
friends and family will love!

1	 Click the Profile button to go to your Pro�le page.

2	 Find the Post box at the top of your Timeline.

Notice that the box allows three different types of posts: Status, 
Photo/Video, and Life Event. The most common type of post is a 
Status post, where you write a message, experience, update, or 
funny joke. Essentially, you can write anything! If you want to add a 
photo or video, you would choose the second type of post (Photo/
Video). The third type, Life Event, allows you to share the news of 
a very special life-changing event that happened on a particular 
date. In this lesson, we�ll focus on Status posts.
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3	 The Status post option is enabled by default; it is marked by the 
small white arrow beneath the word Status, as shown below. If you 
clicked Photo/Video or Life Event, click Status to switch back.

4	 Click in the box next to your Pro�le picture. You will then see 
the prompting words �What�s on your mind?� These words will 
disappear when you start typing and won�t be in your status.

5	 Type out your post! It�s very common for posts to be short and to 
the point, so it�s good etiquette to keep your post fairly brief! 

6	 Click Post.

7	 Your post has now been posted! It will appear on the Timeline 
section of your Pro�le page, as shown on the next page.
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2.	 Choose a Facebook friend to name or tag in your post. 
When you�ve chosen one, click the tag icon and tag your 
friend. Remember that you must choose a person who 
is already your Facebook friend. Your post will now read 
�Wow, I enjoyed dancing�with Name of Friend.�

3.	 Click Post to post your message with your friend tagged 
in�it.

ADDing HOw YOU�re Feeling

Sometimes written text just can�t quite express your deepest feelings. 
You can illustrate your post by adding an icon of the emotion you want 
to associate with your post. (These icons are called emoji [pronounced 
em-oh-gee].) Adding an emoji is a good idea if your post is ambiguous 
or could be interpreted in a couple different ways. It also helps express 
the depth of your feelings to your friends and family. 

1	 Create a new post that says �Wow, the new Mamma Mia concert is 
just around the corner.�

2	 At the bottom of your post, click the feeling icon, highlighted 
below.

3	 A long list of categories of feelings and actions will appear. 
Click�Feeling, as shown next.
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6	 If you would like to remove the feeling emoji, click the X next to 
the feeling, highlighted below. If you can�t see the box, click the 
feeling icon to bring up the Feeling box again. 

ADDing a LOcatiOn tO YOUr POst

You can also associate your post with a speci�c location. Our sample 
post has proclaimed that you�re looking forward to the new Mamma 
Mia concert. However, your friends and family might not know where 
the next Mamma Mia concert will be, so it would be helpful to let them 
know that they can book their seat at Radio City Music Hall! Be aware, 
though, that many people don�t like to give away their speci�c location. 
Rather than posting your location at a private home, for example, you 
may feel more comfortable adding a town or city as the location or 
choosing a public location nearby, such as a coffee shop.

1	 At the bottom of your post, click the location icon, highlighted 
below.
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AcTIVITY #12
In this activity, you�re going to create a post and add a location.

1.	 Begin creating a post on your Pro�le about a party 
or gathering. You might say something like, �I had a 
wonderful time at the book club.�

2.	 Add the location of the event to your post. Remember, you 
don�t have to be too speci�c. You could just add the town 
or city.

3.	 Post your message with the location added.

CHanging Privacy Settings fOr POsts

By default, only your Facebook friends can read your posts. If you have 
named or tagged another person in your post, then by default that 
person�s friends will also be able to read the post. However, you may 
prefer that some posts can be read by the general public and that 
others are kept more private. For this reason, you�re able to change 
the�privacy setting of each individual post.

If you are planning to make a post public, make sure you�re careful about 
the information you put in it. You don�t necessarily want to advertise that 
your house is empty while you�re away, for example. If you wouldn�t tell it 
to a stranger, then you shouldn�t post the information publicly.

To change the privacy settings on a post, follow these steps.

1	 Create a new post that says, �It�s been a great day!�

2	 At the bottom of the post you�re creating, notice the privacy 
setting is set to Friends or, if you have tagged a friend, Friends (+).
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AcTIVITY #13
In this activity, we�re going to create a post to share publicly.

1.	 Create a new post about the weather.

2.	 Change the privacy setting of the post to Public.

3.	 Click Post to share your message.

POsting frOm tHe News FeeD Page

You can also make posts from the News Feed page. This can be very 
handy because your News Feed page is the �rst page you see when you 
log in to Facebook, so you can just create your post right away. Posting 
from your News Feed page is very similar to posting from your Pro�le. 
A couple of very small options aren�t available when posting from the 
News Feed page (such as changing the time and date of your post), but 
if you squint you won�t notice any difference!

1	 Click the f button to go to the News Feed page.

2	 At the top of the page, you�ll �nd the Post box. It looks like this: 

3	 Create your post using all the skills you�ve learned in this lesson!
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Viewing Your Posts on Your Timeline
After you click Post, your post is sent to your Pro�le and to the News 
Feed of anyone who has the privacy permission to see it. All your posts 
remain on your Pro�le page. Here�s how to see your old posts:

1	 Click the Profile button to go to your Pro�le page.

2	 All your posts appear in the Timeline section of your Pro�le page. 
Conveniently, they are all displayed in chronological order, so your 
newest posts will appear at the top of your page. Simply scroll 
down the page to see older posts.
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Receiving Likes, Reactions, and 
Comments
Your friends and family can respond to your post by liking it, which gives 
the post a thumbs up; by reacting to it, which gives the post a happy 
face, heart, or other emoji; and by commenting on it, which adds a 
written thought you can reply to. 

Receiving LiKes On YOUr POst

Liking is the Facebook version of a thumbs up, and you will get a small 
symbol of a thumbs up and the name of the person who liked your post at 
the bottom of your post. Just as it sounds, liking is quick way for people 
to let you know that they enjoyed a post! If your post has been liked, 
you will receive a noti�cation.

1	 A red number will appear on the noti�cation button to indicate 
that you have a new noti�cation.

2	 Click the notification button. The noti�cation will tell you that a 
friend has liked your post.

3	 Click the noti�cation to go to the post that has been liked.

4	 Underneath the post, you�ll notice the thumbs up symbol and 
the�name of the friend or friends who have liked your post, as 
shown next.
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Receiving ReactiOns On YOUr POst

Your friends can also add a reaction to your post. A reaction works in 
exactly the same way as a Like, except that they can choose from a 
number of different reactions, including Love and Sad, with a different 
symbol for each. If you�ve received a reaction to your post, follow these 
steps:

1	 A red number will appear on the noti�cation button to indicate 
that you have a new noti�cation.

2	 Click the notification button. The noti�cation will tell you that a 
friend has reacted to your post, as shown below.

3	 Click the noti�cation to go to the post your friend has reacted to.
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4	 Underneath the post, notice the reaction symbol and the name 
of�the friend or friends who have reacted to your post, as shown in 
the following �gure. If you�re not sure what the symbol means, you 
can move your mouse over the top of the symbol and hold it there 
for a few seconds, and the name of the reaction will appear.

Receiving COmments On YOUr POst

Your Facebook friends can share your experience by adding their 
thoughts about your life update, story, or experience. This is known as 
commenting, and allows your friends and family to essentially converse 
with you about your post. Receiving comments makes your news much 
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5	 Your reply will now appear underneath your friend�s comment, 
as shown next. Your friend will receive a noti�cation that you�ve 
replied to their comment.

Deleting Posts
From embarrassing your dearest grandchild to potentially giving away 
information about a surprise party, there are many reasons you might wish 
to delete a post. Fortunately, no matter the reason, you can delete any 
post you�ve made at any time. If you delete a post, you�ll also delete any 
comments your friends and family have written on the post.

1	 Find the post you want to delete.

2	 Click the small arrow in the top-right corner of the post, 
highlighted below.





LESSON 6: POSTING PHOTOS AND VIDEOS
110

Posting Individual Photos and Videos
In the �rst part of this lesson, you�ll learn to add photos to your Pro�le 
page one at a time. These photos will appear on your Pro�le as isolated 
pictures, something like a framed photo you might have around your 
house.

To keep things simple, we�ll go through the instructions assuming you�re 
adding a photo, but keep in mind that the same method can be used to 
add a video.

CHOOsing a PHOtO

Just like with written posts, you can post a photo from your Pro�le page 
or from your News Feed page. Using your Pro�le page helps you see 
all of your photos after they�ve been posted, so we�ll use that method. 
Follow these steps:

1	 Click the Profile button (the one with your name on it) to go to 
your Pro�le page.

2	 Find the Post box at the top of your Timeline.

3	 Click Photo/Video.
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4	 In the box that opens, click Upload Photos/Videos.

5	 The File Explorer window will now 
open, and you�ll need to locate where 
your pictures or videos have been 
saved on your computer. Pictures are 
often saved in the Pictures folder and 
videos are usually saved in the Videos 
folder. Look for Pictures or Videos on 
the left-hand side of the window, as 
shown to the right.

6	 Once you�ve found your photo, click it and click the Open button.

7	 Your photo should now appear in the bottom-left corner of your 
post, as shown here. Don�t be concerned if it looks small; it won�t 
be so small once it has been posted! 
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Writing a Message tO AccOmpany a PHOtO

Your photo or video post can be improved by adding writing. For 
example, you can add text to your photo to discuss when and where it 
was taken or tell the story behind it.

1	 Above the small image of your photo, note the words �Say 
something about this photo...� in the Post box, shown here.

2	 Click these words and type a message relating to your photo, like 
in the following example. 
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2	 Click the privacy button and a list of different privacy settings 
will appear, as shown below. Choosing Public means all Facebook 
users will be able to see the post, whereas choosing Only Me 
means no one but you will see the post. 

3	 Choose a privacy setting.

POsting YOUr PHOtO

The moment has �nally arrived! You�re now ready to post your photo.

1	 Click Post.
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AcTIVITY #15
In this activity, you�re going to add the picture you chose in 
Activity #14 to your Pro�le page.

1.	 Begin creating a new Photo/Video post on your Pro�le 
page and add the picture you found and saved from 
Public Domain Pictures.

2.	 Add a description just above the picture.

3.	 Leave the privacy setting of the picture as Friends.

4.	 Post the picture.

AcTIVITY #16
In this activity, you�re going to take three photos and save them 
to your computer. You�ll use these photos in Activity #17.

1.	 Using your digital camera, take three photos of beautiful 
�owers. If you don�t have a digital camera, search for some 
pictures of �owers on the Public Domain Pictures website 
and save them to your computer (see Activity�#14). You can 
use the search bar on the website to search for the term 
flowers, and you should be presented with lots of �ower 
pictures to choose from!

2.	 Transfer the digital photos from your camera (or save the 
pictures from the website) to the Pictures folder.
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Posting Photos and Videos in an Album
If you have a collection of similar photos or videos, perhaps from a 
particular vacation or event, you might want to group them together in 
an album. This will keep your photos organized and help your Facebook 
friends view the photos and videos they really want to see. Just as in 
the previous section, we�ll show you how to add photos to keep things 
simple. But remember you can also add videos to albums!

CHOOsing tHe PHOtOs

We�ll create a photo album from your Pro�le page, but you can also do 
this from your News Feed page.

1	 Click the Profile button (the one with your name on it) to go to 
your Pro�le page.

2	 From the Post box, click the Photo/Video button like you did 
when posting an individual photo.

3	 Click Create Photo Album, highlighted below.

4	 The File Explorer window will appear, showing the folders and �les 
on your computer. Find the folder where you saved your pictures.

5	 To select multiple photos, click the �rst photo, then hold down 
the CTRL key on your keyboard and click any additional photos you 
want to add.

6	 When you�ve clicked all of the photos you want to use, let go of 
the CTRL key and click Open.
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2	 Click the privacy button.

3	 Choose a privacy setting: Friends, Public, or Only Me.

POsting tHe AlbUm

The moment has �nally arrived! Now you�re ready to post the album.

1	 Click Post.

2	 Congratulations, your album has now been created in the Photos 
section of your Pro�le page. You�ll be automatically brought to 
your new album. It should look something like this:
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AcTIVITY #17
In this activity, you�re going to create an album using the photos 
of the �owers you saved to your computer in Activity #16.

1.	 Create a new photo album post.

2.	 Add the three �ower pictures into your album.

3.	 Add the title Flowers.

4.	 Add the description A collection of flower photos.

5.	 Add the location where you took the photos (or where 
they were likely taken).

6.	 Add the date that you took the photos (or today�s date).

7.	 Ensure that the privacy setting of the album is set to 
Friends.

8.	 Post the album.

Viewing PHOtOs in an AlbUm

After you�ve made your album, the photos in the album will be stored on 
your Pro�le so you and your Facebook friends can look back over these 
treasured memories at any time! Let�s see how to view an album:

1	 Click the Profile button (the one with your name on it) to go to 
your Pro�le page.

2	 When you post a new album, it will appear on your Pro�le page as 
a post, as shown next. 
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Receiving Comments on Your Photos 
and Videos
Just like with written posts, your Facebook friends can share their 
thoughts about your photos and videos. This is known as commenting, 
and it�s a wonderful way to share and receive feedback on your photos.

Your friends can comment on a particular photo or the entire album. 
Facebook will send you a noti�cation when someone comments on a 
photo or album.

1	 A red number will appear on the noti�cation button to indicate 
that you have a new noti�cation, as you�ve seen before.

2	 Click the notification button, and the noti�cation will tell you 
that�someone has commented on a photo, video, or album.

3	 To view the comment, click this noti�cation.

4	 If the comment was received on an individual photo, that photo 
will display with the comment to the right of the image, as shown 
on the next page.
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5	 If the comment was received on an entire album, you�ll be brought 
to the Photos section of your Pro�le with your album on display. 
You�ll �nd the comment at the bottom of the album.

As with written posts, you can continue the conversation by replying 
to�comments on your photos, videos, and albums. If you need a 
reminder on how to do this, turn back to �Replying to Comments on 
Your Post� on page 102.



LESSON 7: POSTING WITH FRIENDS
132

Posting on a friend�s Pro�le helps start up communication with 
your friends and family and is one of the most popular activities 
on Facebook! In this lesson, you�ll also see what happens when a 
friend posts on your Pro�le, and you�ll learn how to reply to keep the 
conversation �owing!

Visiting a Friend�s Profile
Your Facebook friends have a Pro�le page just like yours, with 
biographical information, photos, and posts. You can visit the Pro�le of 
a Facebook friend to keep up to date with their happenings, learn new 
information, and share messages, photos, and videos. The News Feed 
page is also a great way to see what your friends have been doing, as 
a selection of their posts will appear on your News Feed. Remember, 
though, the News Feed page is only a snapshot of recent activity; if you 
want to learn more about a particular friend, it�s best to visit their Pro�le 
page directly. Follow these steps to get to a friend�s Pro�le page:

1	 From any page on Facebook, click in the search box.

2	 Type your friend�s name in the search box.

3	 A list of Pro�les matching your friend�s name will appear, as shown 
below. Use the Pro�le picture beside each name to determine 
which Pro�le belongs to the friend you�re searching for.
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To like or react to a post, follow these steps:

1	 Find the post that you want to like, and click the Like button. 

2	 To�add a reaction, hold your mouse over the Like button without 
clicking it. A range of reactions will pop up, as shown below, 
including Like, Love, Haha, Wow, Sad, and Angry. 

3	 Click a reaction and your reaction will appear just underneath your 
friend�s post. 
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To comment on a post, do the following: 

1	 Find the post you want to comment on and locate the box marked 
�Write a comment...� at the bottom of the post.

2	 Click in this box and type your comment.

3	 Press ENTER on your keyboard to send your message. Your 
comment will now appear underneath your friend�s post.
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Saving PHOtOs frOm a POst

Your friend may post a photo (perhaps with you in it!) that you really like 
and want to keep. You can save it to your computer to view again later, 
send to family or friends, or even have it printed so you have a framed 
copy. To save your friend�s photo to your computer, follow these steps:

1	 Find the post with the photo you want to save.

2	 Click the photo once to view it at its largest size, like so:

3	 Right-click the photo and click Save picture as.

4	 The File Explorer window will appear. Navigate to the folder where 
you want to save your picture. 
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It�s important to know that your friend has control over who can see the 
post on their Pro�le, even if you wrote it. So post carefully! Be aware 
that anyone might see your posts, so you shouldn�t post anything 
too personal to a friend�s Pro�le. If you would like to have a personal 
conversation, then private messages are the ideal way to do this. You�ll 
learn all about private messages in Lesson 10!

POsting Written Messages

Let�s �rst look at posting written messages to a friend�s Pro�le. 

1	 Go to your friend�s Pro�le page and �nd the Post box.

2	 Click in the box next to your Pro�le picture and then type your 
message. It�s often a good idea to keep it short and sweet.

3	 When you�re happy with your message, click Post. Your message 
will be posted on your friend�s Pro�le!
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AcTIVITY #21
Choose a Facebook friend you want to post a message to and 
then follow these steps:

1.	 Find your friend using the search box and visit their Pro�le.

2.	 Type a message in the Post box. If you can�t think of 
anything to write, simply post a greeting such as �Howdy! 
How are you?�

3.	 Click Post to post your new message.

POsting PHOtOs anD ViDeOs

By posting photos or videos on your friend�s Pro�le, you can be sure 
that�your friend sees those memories and moments. On a friend�s Pro�le 
page, photos can only be posted individually, not as an album. Follow 
these steps to post a photo:

1	 Go to your friend�s Pro�le page and �nd the Post box. At the top 
of the box, click Photo/Video.

2	 The box will then expand. Click the dashed square toward the 
bottom of the box, highlighted on the next page.
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3	 Click this noti�cation, and you will be taken to the post.

You can also view a friend�s older post on your Pro�le at any time.

1	 Click the Profile button to go to your Pro�le.

2	 Scroll down through older posts to �nd a post you�d like to read.

RespOnDing tO POsts On YOUr PrOfile

Of course it�s important to keep the conversation going! Just as you 
commented on your friend�s posts on their own Pro�le page earlier in 
the lesson, you can comment on posts that your friends leave on your 
Pro�le.

1	 View the post your friend added to your Pro�le.

2	 At the bottom of the post, click in the Write a comment... box, as 
shown on the next page. 
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3	 Use the skills you learned in �Responding to Posts� on page 135 
to like, react, and reply to your friend�s post.

Spicing Up YOUr COmments witH SticKers

Stickers are a great feature that only appear when you comment on a 
post, and not when you create a new post. You can add a sticker to a 
friend�s post on their own Pro�le as well as a post on yours. These cute 
little stickers make a comment more interesting and expressive. There are 
dozens available, so you can �nd one to suit pretty much any situation.

1	 Find your friend�s post on your Pro�le.

2	 Find the box marked �Write a comment...� and click the sticker 
icon to the right, highlighted next.
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Keeping Up with Friends Using 
News�Feed
The fastest way to catch up with your friends� news is through the News 
Feed page. Remember from Lesson 1 that this is the page that loads 
automatically when you �rst log in to Facebook. 

The News Feed page provides a snapshot of your friends� news. 
Facebook shows you only their most recent and popular posts on 
the News Feed page, so whenever you go to the News Feed page, 
it�s updated with new activity from your friends. This is a brilliant way 
of quickly reading recent posts from your friends. If you have a lot of 
friends, though, you might see only a very small selection of posts from 
each one. To see the latest updates from a friend, it�s often best to visit 
their Pro�le page. 

To browse through the News Feed, follow these steps:

1	 Click the f button to go to the News Feed page.

2	 You will then see the News Feed page. Important and eventful 
posts from your friends will appear in the middle of the page, as 
shown on the next page.

3	 Keep moving down the page to enjoy more posts!

Let�s take a closer look at the types of posts you might see.
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Viewing TeXt anD PHOtO POsts

Much of the time, posts that appear on your News Feed are those that 
a friend has posted to their own Pro�le. It might be just a text post, like 
this one.

Poster’s name
Time since posted

Post content
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Why Play Games on Facebook?
Facebook offers a huge number of games�many more than you could 
�nd in your living room! So whatever type of game you fancy playing, 
Facebook will have one for you. The following diagram shows some of 
the many types of games you can play on Facebook.

Games

Action

BingoWord

BoardTrivia

CardsStrategy

Poker and
Casino

Sports

PuzzleSlots

Most importantly, when you play a game on Facebook, you can play 
against other people without leaving the comfort of your sitting room. 
You can play against your Facebook friends or any one of the huge 
number of opponents (some games have millions!) from all over the 
world. This means you can play at any time of the day or night.

Playing games can also be an excellent way of connecting with friends 
and family and even making new Facebook friends.
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1	 Click in the game search box, highlighted below. The game search 
box appears below the Facebook Toolbar and should not be 
confused with the Facebook search box that appears higher�up!

2	 Type in the name of the game. Facebook will try to recognize the 
name. Click the correct game name from the list that Facebook 
provides. For this example, try to �nd the popular game Candy 
Crush Saga, as shown here.

3	 The Facebook page for the game will then appear, as shown 
on�the next page.
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4	 If you decide that you don�t want to play this game, click the X in 
the top-right corner to return to the Games page. 
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AcTIVITY #25 
In this activity, you�ll practice searching for games by name.

1.	 Open the Games page (if it�s not already open).

2.	 Find the game Mahjong by searching for it by name.

3.	 Open the Mahjong game Facebook page and then close 
it by clicking the X. 

As a hint, here is what the tile for the game looks like:

FinDing Games by POpUlarity

Popular games are often some of the very best games Facebook has to 
offer! They are also more likely to be played by your Facebook friends, 
so it�s worth seeing what games are most popular.

1	 Click Top Charts at the top of the Games page, as shown here.

2	 A list of the most popular games will then appear. A blue number 
appears in the top-left corner of each game to show the game�s 
popularity. For example, Candy Crush Saga is the number 1 most 
popular game, as shown next.
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3	 Click See More if you would like to see a longer list of the most 
popular games.

Setting Up a Game
Before you can play a game, you need to set it up. Setting up a game is 
not hard at all! It just involves adding an easy link to the game on your 
Pro�le, so you can start playing more quickly, and allowing the game to 
access some of your information. To set up a game, follow these steps:

1	 Find the game you want to play and click the game tile. For this 
example, try out Candy Crush Saga, shown next. You can type the 
name into the game search box, �nd it through the categories, or 
browse through the most popular games until you �nd it.
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7	 Click Next to continue to Level 2.

Congratulations! You�ve just played one of the most popular games on 
Facebook. Only 2,605 more levels to go! 

AcTIVITY #26
In Activity #25, you found the game Mahjong. Now you�ll play it!

1.	 Search for Mahjong again.

2.	 Set up Mahjong by clicking Play Now.

3.	 Read the instructions to learn to play the game (or 
click�Skip).

4.	 Enjoy yourself by playing a few rounds of Mahjong!

Exiting a Game and Playing Again
It�s not always obvious how to exit a game. Games want you to keep 
playing them! Rather than explicitly ending the game, you just navigate 
to a different page. Here�s how:

1	 Look at the top of your screen and locate the f button, highlighted 
on the next page.
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Deleting Your Old Games
If you lose interest in a game, you can delete it to stop it from cluttering 
up your Games section. The game won�t be deleted forever from 
Facebook, so you can go back and set it up again if you want to, but 
deleting a game will save space and stop you from getting updates 
from the game on your News Feed.

1	 Go to the News Feed page.

2	 Find the game you would like to remove in the Side Menu.

3	 Move your mouse on top of the game 
and �nd the small image of a cog next to 
the name of the game, as shown here. In 
some internet browsers, this may appear 
as three small dots to the right of the 
game name instead of a cog.

4	 Click the cog and a small menu will 
appear.

5	 Click Remove App, as shown to the right.

6	 A box will appear asking you to con�rm the removal of the app. 
Click Remove.

7	 The game will now be removed from your Side Menu and your 
account. 



PlAYING WITH A FRIEND
177

Playing with a Friend
Not every game on Facebook allows you to play with a friend (for 
example, Candy Crush Saga is a game that you can only play alone), 
but some games do! To play with a Facebook friend, they will need to 
have set up the same game, and often they�ll need to be logged in to 
Facebook and ready to play. If they haven�t set up the game yet, you 
can�invite them to do so, which we�ll cover in a later section.

Setting Up WOrD Battle

We�ll choose the popular game Word Battle as the example in this 
section. Word Battle is easy to play, so you can learn it quickly. To play, 
you just need to make one word out of nine letters. Each letter carries 
a value and your aim is to make the highest value word that you can in 
40 seconds. To do this, you simply click each letter to form a word and 
wait until your time runs out and your score is calculated. You compete 
against a friend in four rounds, and the person with the highest score 
at the end wins the game! You both play at the same time, so you�ll 
discover the winner at the end of four rounds. 

To �nd and set up Word Battle, follow these steps:

1	 Open the Games page and use the game 
search box to �nd the game Word Battle. 
Look for a game tile that looks like this:

2	 Click Word Battle from the drop-down list.

3	 Set up the game by clicking Play Now.

4	 Word Battle will load!

Playing WOrD Battle witH a FrienD

Let�s play! If you�ve exited Word Battle, open it again from the Side 
Menu on your News Feed page. Then follow these steps to play Word 
Battle with a friend.
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10	 Click Back To Lobby to return to the game lobby, or click the 
f�button to exit the game.  

Inviting a FrienD tO Play

If the name of the friend you would like to play doesn�t appear on the 
battle list, then they probably don�t have Word Battle set up. You can 
encourage them to set it up by following these instructions:

1	 From the lobby of Word Battle, click Invite Friends.

2	 Word Battle will request access to your friends list. Click Continue 
as Your Name. 

3	 Your friends list will then load. Check the box next to any friend 
that you would like to invite to play Word Battle, as shown on the 
next page, and then click Send.
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4	 A box will appear to con�rm your invitation. Click Send Request, 
as shown below. Your friend request has now been sent!

More Great Games to Try
There are many wonderful games to try, and you should browse the 
categories and popular games to see what you like the look of. Try 
searching for games you like in real life, such as chess and solitaire; 
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3	 When your membership has been approved, a red number will 
appear on the noti�cation button to indicate that you have a new 
noti�cation. Click the notification button.

4	 If you�ve been accepted into the Group, the noti�cation will let you 
know. Congratulations!

5	 Click the noti�cation to be brought to the Group Page. Now that 
you�re a member, you can see all the prior posts!

Let�s Join the Discussion!
Now that you�ve joined the Group, it�s time to join in the discussion! 

POsting tO a GrOUp

You�can post written comments and photos to the Group just like you 
can on a friend�s Pro�le. To post to a Group, follow these steps:

1	 Open the Group page of the Group you just joined.

2	 Underneath the name and Group banner, click in the Write Post 
box, highlighted next.

3	 Write the question, thought, or idea you want to share with the 
Group, and when you�re ready, click Post.
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