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1.1

1.2

Introduction

This is the Introduction Chapter to the online help guide for the easy use of Facebook.

Welcome

Welcome to the Facebook Online Help. Facebook is a social network platform connecting millions of
lives around the world. Millions of users are using Facebook to get in touch with their family, friends and
creating groups to share their interests and interaction, livening lives worldwide. This help file helps you
to use Facebook efficiently.

Creating an account

How to create a new facebook account

1. Open your Internet browser (Google, Firefox, Opera etc).

2. Type www.facebook.com in the URL box. The Facebook webpage is displayed.

8@ facebook.com/login.php W E ©

facebool [esmicn

Log in to Facebook
Email address or phone number

Password

Forgotten account? - Sign up for Facebook

3. Click Create New Account. The Webpage displays additional fields to create an account.
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Email or phone Password

facebook
Facebook helps you connect and share with the Create an accou nt
people in your life. It's quick and easy.
1
& .2. 2‘ & - ; ﬂ. First name Surname
a0 i & Mobile number or email address
s &
,5_1 i\ ﬂ\ New password
Birthday

6 v Febh v 1385 v @
Gender

Female Male ' Custom @

Grisa R A e s
4. Enter your First Name in the First name field under Create an account.

5. Enter your surname in the Surname field.

6. Enter your Mobile number or email address in the Mobile number or email address field.
7. Enter your password in the New password field. Choose a Password of minimum 8 letters
Note: Passwords are case sensitive

8. Enter your Date of Birth in the date of birth field by choosing the day, month and year from the
Birthday drop-down fields.

9. Choose your Gender from the given options by selecting the appropriate radio button.

10. Click Sign up.

1.3 Howto Login
This topic explains How to Log in and How to Log out from your Face Book Account
To log in to Facebook
1. Open your Internet browser (Google, Firefox, Opera etc).

2. Type www.facebook.com in the URL box. The Facebook webpage is displayed.
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8@ facebook.com/login.php ¥ B ©

fa ce boo k Create New Account

Log in to Facebook

Email address or phone number

sword

Forgotten account? - Sign up for Facebook

3. Enter your phone number or email id in the Email address or phone number field.
4. Enter the Password in the Password field.
Note: Passwords are case sensitive

4. Click Log In. If your login was successful the opening page (dashboard) of Facebook is displayed.

To Log Out

1. Click the arrow of the drop-down situated in the top right of the home page.

- fl Search Q w,‘a" Jasmin  Home  Create

. | Your Groups INSTANT GAMES MORE
) Jasmin Jose Create post  Veron Vargh 24
Advertising on Facebook = o ®
[ News Feed | % é‘ s,
People you ma;
@ Mescenger ° ey Y hdwiylog 1 GAMES YOUR FRIENDS PLAY MORE
I Videos on Waich . — A ?::ﬁ MNews Feed preferences - T
=y PhotoiVideo Tag friends (&) Feeling/Activ... ase e
& © ™ senms LUDo
Shortcuts aA e
@ Irinjalakuda Vartha 20+ Stories Soe al Baby |
42 mutiarfiends 1 ShAmal ShAmmu .
Explore
3 &' Add Friend | Remove \
9 Groups John James .

Anna Mariya George

@ Fundraisers 6 mutual friends s Deepthi Kannan .

JE Pages & Add Friend | Remove
- . Dhanus George .
Evenis Devika Ps
g’ Friend lists 4 mutual friends w Anoap Janson .
~ See more Jack's J &' Add Friend Remove
Prorthassis Nimin S Puthenpurakkal o
English (UK) - English (US) - 2I@080 | @ Sherly Seby Sherfy S... =
SUD - TR
ﬂ stivifi Kulji .
Privas rms - Advertising - AdChoices [> «“2
Cookies - More - i,
Facebook ® 2020 “""i Ronak Niji Ronak Niji ~ »

GROUP CONVERSATIONS

facebook.com/#
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2. Click Log Out from the menu.
Note: It is recommended that you Log Out of Facebook particularly if you are using the application in a

public place such as a Cyber-Cafe.

1.4 Forgot password

This Topic helps you to Recover your Facebook account Password.
To reset your password

8@ facebook.com/login.php ¥ B ©

Log in to Facebook

Email address or phone number

Password

Forgotten account? - Sign up for Facebook

1. Click the Forgotten account? link on the Log in page. A 6 digit code is sent to the email address to
which your Facebook account is linked. A dialog box appears.

Enter Security Code

Fleaze check your email for a message with your code. Your code is & digits long.

We sent your code to:

Enter code R -

Didn't get a code? Cancel

2. Enter the six digit code from the email sent to you, in the field that displays "Enter code".

3. Click Continue. A dialog box appears.
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Choose a new password

Create a new password that is at least & characters long. A strong password has a combination
of letters, digits and punctuation marks.

Mew password Hide ?

4. Enter a password in the New password field and click Continue when done. A dialog box appears.
This dialog is used to confirm your identity.

Please confirm your identity
Recent activity may have affected your account's security, so we've locked it.

We'll walk you through a few steps to confirm your identity and help you access
Yyour account. Learn more.

@) Choose a security check
Do a security check

5. Click Continue. A dialog box appears.
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Choose a security check
How do you want to confirm your identity? You can try each option multiple

times.
Learn More

u Please select a challenge.

Provide your date of birth

Identity photos of friends

6. Select one of the radio buttons and click Continue. In the example the Provide your date of birth
radio button is selected. A dialog box appears.

o0—©o

Enter your date of birth
Please enter your date of birth to confirm your identity.

1w Jan - 2007 -

Confirm identity in another way Continue

7. Select your date of birth using the drop-down controls for Day, Month and Year and click Continue
when done. A dialog box appears.
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0—o0

You're all set
‘/ Thanks for taking the time to keep your account secure. We will continue to

protect your account and let you know if we see anything suspicious.

8. Click Continue. A dialog box appears.

Fassword Changed

IT you think that someone else may have known your old password, it's a good idea 1o log
out of any other phones and computers and check for recent changes to your account.

= Log out of other devices

i

nelp you check for recent changes next.

Stay logged in

9. Select the Log out of other devices radio button.

Note : If you don't wish to log out from other devices select the Stay logged radio button from the given
options.

10. Click Continue. A dialog Box appears.
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. . Hi Jospe=m=, let's secure your account
As you think that someone else may have known

your old password, we'll look for recent changes

to basic info, apps and activity. If we find changes
that you didn't make, we'll help you delete them.

Get Started

11. Click Get Started. A dialog Box appears.

Keep your account secure
It looks like some changes were made to your account. Now, we'll help you look at recent

changes and turn on extra security.

12. Click Continue. A dialog Box appears.
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Are there any email addresses here that you don't recognise?

These emaill addresses are all linked to your Facebook account.

[ ]
1]
.
%)
[ %]
Al
[

[

13. Click Skip. A dialog Box appears.

People you've added or followed

If you didn't add these people or follow their profiles yourself, you can remove them now.
Select all (2) m

Note : In the example two profiles are displayed in the dialog Box. If you don't add these people or follow
their profiles yourself, you can remove them.

14. Click Skip. A dialog box appears.
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Check recent comments

Please delete any recent comments that you don't want on Facebook.

J . e commented on = "%& photo.
‘ @@ @ - 21 February

Note: You can delete comments that you don't want on Facebook by selecting the checkbox.

15. Click Skip. A dialog Box appears.
All finished!
Thanks for taking the time to secure your account.
@ Review your email address(es)

@ People you've added or followed
® comments

Go to News Feed

16. Click Go to News Feed and your Facebook account opens.
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Basic Operations

This chapter explain some basic and common operations in Facebook.

How to Navigate in Facebook

This help you to Navigate different sections in Facebook.

Click the buttons indicated by the call-outs to mowe to the sections they indicate.

Settingz
Buttan

INSTANT GAMES MORE
B Jesvin Jp Rsi's birt

People you may know Ses All
GAMES YOUR FRIENDS PLAY MORE

Rohini Sasidharan
Request sent

Al

Vibin Vincent
11 mutual friends

Anoop Janson &

&+ Add Friend Remove Anandu [

<&
Py 3 {Il_
Amal Sunny %5 Maria Jolly .
¥ el 20 mutual friends

& Add Friend = Remove Jeeva Mariya Anto .
Anagha Ps
3 mutual friends Sherly Seby Sherly 5... »
o ;
o Add Friend = Remove 'i Sreeshma Babu .
. S 9 Miviya Tomy -
English (UK} - English (US) - @RIMIS0 + -
o asy
Sl - T, GROUP CONVERSATIONS
Privacy - Terms - Advertising - AdChoices [>- :ﬁ Create new group

Cookies - More -

Facebook © 2020 MORE CONTACTS (10)

In the image below several sections are indicated with labels. Here is a brief description of them.

Search Field - Search for friends and Facebook Groups here by entering words or names. Press Enter
or click the "Lens" icon of the field.
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Friend requests - Click this icon to both view and send friend requests. A new friend request appears as
a number as seen for the Messages icon in the image below.

Messages - Click this icon to view messages from contacts and new prospective friends.
Notifications - Click this icon to view notifications about new posts from friends and groups.

You can also go to the various sections such as Fundraisers, Pages, Groups etc by clicking on the
icons located on the left side column of the page.

- fl Search Home  Create -
” Search

Friend requests INSTANT GAMES MORE

. wam Create post Sponsored =
News Feed mething h o — E‘? ﬁ:
M SWITCHTO ﬁ
© essenger B eameO GAMES YOUR FRIENDS PLAY MORE
EXPERIENCE
3 Watch . .

Photoivideo 8 Tag friends ) Feeling/Activ...
Shortcuts

@ Irinjalakuda Vartha

<

nmE
5 .

Explore Airtel — Sahi Chuno
www airtelin
c 2 v ai .
e 1L - India’s best video experience wm 2
5 =
(®) Fundraisers = [ '\ ‘ .
p Pages = =1
PREPARE FOR IELTS THROUGH SELF-STUDY
[2) Evenis E
& Friend lists ' - .
~ Seemore ;. ‘
BERAIELTS . *
Success Starts Here * R g .
e Em— b britishcouncil in
Looking to work, study or live abroad then take ; o
an [ELTS test with the British Council
M &5
.
GROUP CONVERSATIONS

English (UK) - English (US) - oeimogio | 4
sullp TR0

2.2 How to upload a Profile picture

This Topic helps you to upload your Profile picture on your Facebook Account.
1. Sign in to your Facebook Account.

2. Click your Profile button.

Create post

Write something here. .

- P

T LN FTTY
o] Je L TUIaD [=I) s o] )=l

BA Photovideo  L® Tagfriends (i) Feeling/Activ...  =e»
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3. Click your Profile picture as indicated in the image below.

Click here for
updqte prafile
picture Timeline About Friends 4c5

4. Click Upload photo.

Update Profile Picture

+ Upload Photo

Suggested photos

V- il =

5. Select an Image from your gallery.

6. Click the Save Button.

Note: If you don't wish to post the picture click the Cancel button and later click Leave the page.

2.3 How to Write your Bio

This topic discusses how to write your Bio page.

© 2021 Jasmine Jose
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To write your bio
1. Sign into your Facebook Account.
2. Click your Bio Picture to be taken to your Profile Page.

3. Click About on this page.

L

About Friends 43

The page displays additional fields and forms.

L
H Timeline « About Friends 452 Photos @ Archive More «

L About

Overview
{ + | Add a workplace

1 i
________

Wiork and education

Places you've lived |
i + | Add a school/university
Contact and basic info

Family and relationships

--------

{ + | Add your current city
E-etaisabout;\-u:uu I

Life events

i + | Add your home town

........

........

i + | Add a relationship

Here under the various sections information about Workplace, Schooling, University, Address,
Current City, etc., can be added.

To add details about your workplace
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1. Click the Add a workplace. Additional fields are displayed.

Company
Position
City/Town

Description

Time Period | currently work here

2020 v | March r 5 ¥ iopresent

(@ Public = Save Changes [W:|e:

2. Enter your company's name in the Company field.

3. Type your Job position in the Position field.

4. Enter the place where you work in the City/Town field.

5. Add a brief description about your work in the Description box.

6. Check the | currently work here check-box under Time period and use the drop down lists for year,
month and day of month to select a date of start of work.

7. Click Save Changes.

Note: You can choose to display this information (applies to the others such as School, Relationship
etc.,) Publicly or restrict using the drop-down next to the Save Changes button.

To add your professional skill

1. Click Add a Professional Skill. Additional fields are displayed.

© 2021 Jasmine Jose
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PROFESSIONAL SKILLS

Professional Skills

@ Public = Save Changes [JEeETILEY

2. Enter a skill in the Professional Skills field.

3. Click Save Changes.

To Add the University where you studied

1. Click Add a university. The following fields are displayed.

UNIVERSITY

Ca
=]
[42]

School 1 yynat school/university did you atte

Time Period  + Add year to
+ Add year

Graduated v

Description

Concentrations

Attended for ® University
University (postgraduate)

@ Public = Save Changes [z
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2.

3.

Enter the name of your University in the University field.

Click the Add Year buttons to add a start year and end year for the Time period of your University

study. A drop-down is displayed from where you can select the years.

4.

5.

Check the Graduated checkbox if you are a Graduate.

Add a description about your University in the Description Box.

Add the subjects and fields of study in the boxes under Concentration.

Select the radio button for University or the radio button for University/Postgraduate.

Click Save Changes.

To add school information

1.

2.

3.

Click Add a high school. The following fields are displayed.

School

Time Period + Add year to
+ Add year
Graduated v

Description

(@ Public = Save Changes [ Ie:

Enter the name of your school in the School field.

Click the Add Year buttons to add a start year and end year for the Time period of your study at

school. A drop-down is displayed from where you can select the years.

4.

Check the Graduated field if you graduated from High School.
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5. Add a description about your School education in the Description box.

6. Click Save Changes.

24 How to make a postin Facebook
This topic explains how you can create posts in your Facebook Account.

1. Sign in to your Facebook account.

# Create post

2. Click Create post or click What's on your mind? in the box below the Create post button.

# Create post | 8 Photo/Video | BJI Live video | ™ Life Event

ﬁ What's on your mind?

Ir'_'.‘l
e/

BA Photovideo SR Tagfriends (@) Feeling/Activ... ==
[ Tsoftiends ]

@ [ NewsFeed

O |& Your story % Friends =

o Friends «
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2.5

A dialog box appears. At this stage several posting options exist. a) Type content in the "Whats on
your mind?" box. b) Upload a picture or video via the Photo Video option. ¢) Tag friends via the Tag
friends option, in which case they will receive notifications d) Add feelings and status via the
Feeling/Activ... €) Add emojis via the emoji link and more.

3. Click Post.
Note: You can select your favorite colors from the options. You can even add the post to Your story or
News Feed and send it to particular friends and groups via the options provided.

How to Like, Comment and share a post

This Topic help you to Like , comment and share a post in facebook.
To like comment and share posts

1. Sign in to your Facebook Account.

2. Scroll down to the page to see your posts.

3. Click the Like button under the post to like a post. You can also position mouse pointer on the like
button and select an Emoji that suits the post.

0# 43 1 comment

o Like (J Commes &> Share
4. Click Comment to comment on a post and type your comment with emojees, stickers or text in the
box that appears.
5. Click the Like button to like the post. Once liked you can click it again in case you wish to unlike it.

6. Click the Share Button to share a post .

© 2021 Jasmine Jose
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Note: There are several ways to share your post. You can share the post with your friends, groups,
share to your story, share as a message or share to timeline.

2.6 How to delete a post from your Account

This topic explains how to delete a post in your Facebook account
To delete a post

1. Sign into your Facebook account.

2. Scroll down to your post that you wish to delete.

3. Click the ellipsis button located at the top right of the post.

C-Come

L - Late

A- And

S - Start

S - Sleeping

-
e -

™

4. Click on Delete from the menu that pops up.
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2.7

[] Save post

Edit post
Change date
Turn off notifications for this post

Show in tah

Hide from timeline

|

Turn off translations

A confirmation message box is displayed.

5. Click Delete.

How to send and Accept friend request

This Topic explains how to accept and send friend requests.

To Accept Friend requests

1. Go to your Facebook Account.

2. Open the friend requests by clicking on the icon indicated below.

English (UK
sullp - Fw,03

Priv

— 1 A mummn

cy - Terms

Cookies - More -

S

friend requests

English (US) - @EIDIS0 +

Take a look at the requests sent from friends and acquaintances.

3. Click the Confirm button of a request to add that friend into your list of friends.

To Send Friend requests

1. Type your Friends Name or groups Name in the Search field and click the lens icon. Facebook

displays the search results.
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§ J
All Posts People Photos Videos Pages Places Groups Apps
Filter results
People See All
R P R & Add Friend
* Anyone
You
Your friends
Your groups and Pages
Public Photos See All

+) Choose a source...

POST TYPE
o All posts

Posts you've seen

POSTED IN GROUP

* Any group

2. Click on a friend's account and the account Opens.
3. Click Add Friend.

Note : Check your friend's cccount before sending and confirming Friend requests.

2.8 How to send messages
This Topic explains how to send messages in Facebook and use Facebook Messenger.
1. Sign into your Facebook account.

2. Click the Message icon.

Note: New messages are indicated by a number beside the icon just as there is one "2" for
Notifications in the image.

The Messenger Chat box appears.

3. View friends who are active.
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4. Open a Chat Box by clicking on a friend you wish to chat and send messages.

Note: You can also send messages to a friend who is not active. The message is seen by the friend
whey they open their messages as you did.

5. Type your message in the box.

o
o

6. Click the Send Button or press Enter on your keyboard. Once the message is received your friend
may chat with you.

How to Tag Your friends in your Post

This Topic explains how you can tag your friends in your Facebook posts.
1. Sign into your Facebook account.

2. Create your Facebook Post. Refer to topic How to make a post in Facebook 251 for details.
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# Create post | [ Photo/Video | BJU Live video " Life Event

@ Photo/Video 8 Tag friends = Feeling/Activ...

o B News Feed

O & Your story

o Friends «

% Friends =

3. Click Tag friends. A pop-up displays your Friends list.
4. Tag friends by choosing one or more of your friends from the list.
6. Click Post when your post is complete.

Note: Tagged friends receive a notification that they were tagged by you.

31
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