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Facebook 

The idea behind “Social Networking” is simple.  Bringing 
people together on a dedicated website to communicate in an 
indirect and informal way with as many or as few people as 
desired.  The explosion of Social Networking’s popularity in the 
past few years has been incredible.  Popular Social Networking 
website Facebook (www.Facebook.com) has gone from 1 
million users at the end of 2004 to an estimated 700 million by 
the middle of 2011. 
 
With each passing day, more and more people are seeing 
Social Networking replace phone and email as their primary 
means of keeping in touch with friends and family, as well as 
becoming their primary source of news. 
 
 
During this course we will look at: 

 Introduction 

 Signing Up 

 Creating a Profile 

 Setting Privacy 

 Terminology 

 The Home Page 

 Adding Friends 

 Viewing a Profile 

 Communicating with Friends 

 Photos 

 Conclusion 

http://www.facebook.com/
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Introduction 

A social network generally refers to any website that allows a user to join and 
connect with other users.  The difference between different social networks is 
usually the purpose of the connections.  Facebook.com is a social network 
geared mostly toward allowing existing friends to keep in touch and 
communicate.  LinkedIn.com on the other hand is for professional contacts to 
help past or present colleagues find employment or hire the right person or just 
stay in touch.  Even sites like lamajournal.com exist for people to connect based 
on a common interest in lamas! 
 
As the industry leader, Facebook is widely considered “the” social network.  And 
with around 700 million active users, it also has the best chance of having users 
you know already online.  Facebook lets you create Friend Lists and share 
photos, videos, links, status updates, and much more with your friends. 
  
 

Signing Up 

A Facebook account is free 

and easy to set up.  The only 

thing you need to get started 

is a working email address.  

Unlike other websites, which 

often require a great deal of 

information to sign up, 

Facebook only asks for five 

items.  Your name, email 

address, password, gender, 

and birthday. 
 
Once you’ve submitted the 
information, a message will 

automatically be sent  to the email address you provided, with a link you’ll need 
to follow to verify your account. 

 

 

Creating a Profile 

Facebook gives you the opportunity to share information about yourself so that 
friends new and old can see things like where you’re living, where you’re from, 
what your birthday is, or even what languages you speak, or your favorite books 
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or movies.  There’s no rule that you have to share any of this information, so if 
you don’t want to, then don’t! We’ll talk about privacy settings in a bit in a later 
section. 
 
A profile is divided up into a few different sections.  Basic information (including 
your location, gender, and birthday), Education and Work history, Arts and 
Entertainment (where you can share your favorite music, books, and more), and 
Contact Information.  Each of these sections are edited individually.  To edit a 
section, go to your profile by clicking on “Edit Profile” on the upper left corner 

of the page.   
 
There, you’ll see your full profile, with each section under its own header.  To 
edit the information in any section, simply click the  button at the right 
edge of the header. 
 

 
 

Setting Privacy 
Once you’ve set up your profile, you’re just about ready to start connecting with 
friends and family!  But first, it’s extremely important to check your Privacy 
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Settings.  To access them, click the small down triangle at the page’s upper-right 
corner, then select “Settings” from the drop-down menu and then “Privacy”. 

 
You should review all 
the other “Settings” 
options before and 

after “Privacy” to become familiar with the control you have over your 
Facebook page. You can also access the Privacy settings through the Privacy 
shortcut button just to the left of the down triangle. 
 
How you configure your Privacy and other Settings is up to you, and depends on 
what you want from Facebook.  Someone using Facebook for commercial 
purposes, such as to advertise a product they sell, would probably want 
everyone to be able to see everything they share!  But if you just want to use it 
to share jokes with friends or pictures with family, it’s probably not wise to have 
the settings such that your professional contacts or potential employers have 
full access to every photo and joke you’ve posted.  Realize that “Everyone” 
really does mean “Everyone”! 
 
 

Terminology 
When you first start using Facebook, you might encounter some terms that 
aren’t entirely clear.  So here’s a list of some common Facebook terms and what 
they refer to. 
 
Your “Wall” appears in your “Timeline” view and is a part of your profile where 
you and your friends can write, or share links, videos, or pictures.  Your friends 
might write a message on your wall to congratulate you, ask you a question, or 
just say hi.  You can also write on your friends’ walls.  It’s important to know 
that anything you write on their Wall will be seen by all of their friends. To 
access your Wall or Timeline click on your name at the top toward the right. 
 
The “News Feed” is a continuous stream of updates about your friends’ 
activities. It is the first thing you see when you log onto Facebook.  It can include 
comments or videos that people post on their walls or the walls of others, a 
notification of your friend adding a new friend or adding new information to 
their profile, and more. To access your News Feed click on “Home” at the top 
next to your name. 
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You’ll find the “Message” button in the upper right hand corner of a friend’s 
Wall and the “Poke” button to the right under the “…” drop down. 

 
“Message” gives you the ability to send them a private message that only the 
recipient(s) will see.  
 
“Poke” is also private. It’s a casual gesture that means “I’m thinking of you.” The 
person you Poke receives the Poke on their Home page when they log in and 
has the choice to Poke you back. Only they (and not their friends) are aware 
that you Poked them.  
 
“Chat” is also available in Facebook, very similar to chat with other tools. At the 
bottom of your Facebook page in the lower right hand corner is a “chat” bar.  

 
. If you see a friend logged in, you can send them a 

message and begin a conversation that only the two of you can see. If the friend 
isn’t logged in, they will just receive the message the next time they login. 
 
 

The Home Page 
Whenever you want to use Facebook, navigate to it by typing facebook.com into 
your web browser’s address bar and hitting the enter key. 
 

 
You’ll be taken to Facebook’s main page, where you can login by entering the 
email address and password you used when you first created your account.  If 

http://www.facebook.com/
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you don’t want to enter the login information every time, check the box beside 
“Keep me logged in”.  But only do this is you are the only person using that 
computer. 
 
Once you’ve logged on, Facebook will give you updates on everything that’s 
happened that involves you directly, such as if someone has commented on a 
post you made, or written on your wall, or if you’ve received a private message, 
or had someone make a request to add you as a friend.  This is represented by 
three different icons on the upper left corner of the page. If there is something 
new, the specific icon will have a red box over it with a number.  Click on the 
icon to view a list of recent items. 

   
 
  
 
 
 
Most of the main page is dominated by the “News Feed” which lists all the 
activities of your friends.  You can react to their various activities by showing 
that you “Like” something or what to “Comment” or “Share” it.   
 

 
 
On the right side of the page, you will see a list of upcoming events, and friends’ 

birthdays occurring today.   
 
You can also find Events in the left navigation pane 

Clicking either box will take you to the “Events” 
page for more detail. For birthdays, only the names of those friends who have 
listed their birthdays will show. This is also where you can create a new event of 
your own. 

Friend Requests 

Messages   

Notifications 
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 Adding Friends 
After you’ve gotten comfortable and adjusted your privacy settings, it’s time to 
connect with friends and family!  A popular way to use Facebook is to find 
people from your past or get to know friends of friends. To find people you 
know on Facebook and to build your Friends list, start by seeing which people in 
your e-mail address book or instant messenger (IM) buddy list are on Facebook.  

Click  in the left column of the Home page; then choose Find Friends. 
Facebook allows you to import from a variety of popular e-mail and IM services. 
 
Another option is to search your classmates and coworkers.  Click Friends in the 
left column of the Home page, choose Find Friends, and then use the Find 
Classmates and Find Coworkers section, located beneath Search for People.  
This will work with the information you entered in your profile of where you 
work or have worked, and what schools you may have attended. 
 
If you want, you can keep an eye on your friends’ feeds.  Whenever your friends 
make new friend connections, stories about those connections appear on their 
Profiles and may also appear in your News Feed. You probably know many of 
the same people as your friends, so keep your eyes peeled for these stories.  Or 
go and look at the existing friends of friends by going to their Profiles and 
clicking the See All link in the Friends box in the left column. 
 
Check out suggestions. Based on which friends you already have, Facebook has 

ideas about people you might know.   
You’ll find the “People you may know” box in the right column of your Home 
page or on the “Friends” page. 
 
To add a friend, click their name or profile picture 
which will take you to their “Wall”. At the top of the 
page is a button labeled “Add as Friend”. Click this to 
follow the prompts and then Facebook will send them a friend request. Once 
they accept your request, you will be connected and have access to more of 
their Facebook info.  
  
 

Viewing a Profile 
To look at the profile of someone you have already friended, simply type their 
name into the search bar at the top of the page and hit enter. 
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There are several different parts of a profile, all of which are listed on the left 
side of the page.  They include the person’s “Wall” that is constantly updated 
with things they share and that their friends share with them, their “Info” (the 
primary information we entered for ourselves in the beginning), “Photos” that 
they have posted, and that others have posted of them, and more.  To view a 
specific part of their profile, click on the appropriate link. 
 

 
 
 

Communicating with Friends 
Facebook provides many different ways to touch base with friends.  From the 
quick and casual to the more direct. 
 
“Poke” them - The quickest way to just let a friend know you’re thinking of 
them is a “Poke”.  To do this, click on a friend’s name to go to their profile.  

Toward the top-right, you’ll see a box that says  .  Click it, and that 
friend will get a private notification that you “poked” them.  No one else will 
know. 
 
Write on their wall - Writing on a friend’s wall is a big part of the social aspect 
of Facebook, and the most popular way of communicating.  It allows you to 
share something with your friend that all of their friends are able to see as well.  
So it’s the perfect forum for a friendly hello, a bit of good-natured teasing, or 
congratulations on a recent accomplishment.  To do it, go to the Profile of any 
friend and write in the form at the top, then hit the enter key.  Of course you 
shouldn’t put anything too private or personal on their wall, because all of their 
friends will be able to see it!  Not only will it be visible on their wall, it will also 
appear on the news feeds of other friends. If any of your friends ever write 
anything on your wall that you don’t want others to see, it’s possible to delete 
it.  On your wall, simply position your mouse pointer over the post you want to 
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delete.  As soon as you do, a blue X will appear to the right of the post.  Click the 
X, and you will be asked if you want to delete it. 

 
 
Send a message - If something’s personal or private, or just too long to go on a 
friend’s wall, you can also send them a private message.  It’s similar to an e-
mail, but doesn’t require remembering any e-mail addresses.  Simply go to your 
friend’s Facebook Profile and click Send a Message, located beneath the Profile 
picture. 
 
Chat - Finally, if one of your friends is on Facebook at the same time as you, it’s 
possible to have a live conversation with them.  Click the Chat bar in the lower-
right corner of any Facebook page. Look to see which of your friends have green 
dots next to their names, and then click the name of whoever you’d like to chat 
with.  A small box will appear in which you can type and share information 
instantly. 
 
Status - If you have something you think might interest friends, but you’re not 
sure who or how much, you can update your status.  Your friends may read it in 
their News Feed or see it when they visit your Profile.  You can update your 
status on the Facebook home page by writing in the form near the top that says 
“What’s on your mind?”, or on your profile page in the same spot.  This will be 
visible to all of your friends, and they will be able to “Like” or “Comment” on it. 
 
 

Photos 
Facebook offers a wonderful and easy way to store and share photographs.  Not 
only can you post your own for friends to see, you can also look through friends’ 
pictures, and “tag” yourself or others.  Tagging is simply a way of associating a 
person with a photograph.  So if an old friend of yours posted a picture of your 
graduating high school class, you could tag yourself in it.  By doing that, 
everyone who looked at the picture from then on would see that you were in it.  
Your friends would see in their News Feed that you were tagged in a picture and 
be able to look at it as well.  This is another great example of the social element 
of social networking. 
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Upload a Picture 
 

 
On both your profile page and home page, directly above the space in which 
you can update your status, there are a few small icons.  Click the one that says 

.  A menu will appear below offering different methods of uploading 
pictures.   To create an album to which you can add multiple photos, click the 
link that says “Create an Album with Many Photos”.  It will prompt you to select 
the pictures you wish to add to the album from your computer, and then to 
provide a name for the album and the location at which the photos were taken.  
It also prompts you to select whether you want the photos to be standard 
quality, or high-resolution and who you want to be able to view the photos. 
 
Clicking “Upload a Photo from your drive” prompts you in the same way to find 
and select a picture on your computer, but does not give the option of naming 
the album or providing a date or location. 
 
Finally, “Take a Photo with a webcam” is very straightforward.  It does, of 
course, require that a webcam be built into or attached to your computer, but if 
it is, clicking “Take a Photo with a webcam” will open a display showing the view 
from your webcam.  Clicking the camera image at the bottom of the display will 
capture the image.  To post it, just hit the “Share” button.  You can also write a 
message to accompany it where it says “Say something about this photo…” but 
that isn’t necessary. 
 

 
 
Tag a Picture 
If you ever come across a picture in which you see someone (Whether it’s 
yourself or someone else) you wish to tag, click the picture.  It will open in front 
of the page you are viewing, surrounded by a black box.  On the top right of the 
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page will be an X that can be clicked to close the photo.  In order to tag 
someone in the photo, scroll to the bottom of the page and look on the left side 
where it says “Tag This Photo”.  Click on the link, and the mouse pointer will 
turn into a cross when hovered over the photo.  Click on the person you wish to 
tag. 
 

 
 
A box will surround the spot you clicked, with a form below it where you can 
enter the name of the person.  If it is yourself, or someone you are friends with 
on Facebook, as you begin to type their name you’ll see their picture and name 
appear.  Clicking their name will cause their profile to be linked to the picture, 
so that the photo appears in their profile.  This process can be repeated as many 
times as desired, to tag as many people as you wish to tag. 
 
 

Conclusion 
Facebook is a fun way to easily keep up to date with as many friends or family 
members as you want, and it can also be a great way to promote your business, 
or find employment opportunities by networking with friends or colleagues.  
And once you get the hang of it, you’ll find you’re also able to figure out many 
other Social Networking websites as well.  Twitter, for example, is another 
popular Social Networking site, which essentially is just the “Status” aspect of 
Facebook, with all of the other stuff stripped away.  LinkedIn is similar too.  So 
whatever your goal is with Social Networking, Facebook is a great place to start! 


