Scheduling Facebook Posts for Lions Clubs

This campaign page was modified from my campaign page for a real estate listing, but the process is the
same regardless of it’s being for your business or for your club. | plan to replace the business graphics for
Lions Club graphics over the next month or so.

If you have an event coming up, take some time to set up a Facebook Campaign for your event. By a
campaign | mean a series of posts that will come out over a period of time, weeks or days, before your
event.

To get started, open your Facebook account, then open your Club’s business page.

Click on Publishing Tools near the top of the page, Click the Create button at the top right, click the
down arrow next to Share Now in the popup, on the next pop up click schedule and enter the time and
date when you want this post scheduled. In the time box, set the hour, then tab to set the minutes then
tab to set AM or PM.

Once you have this post scheduled, you can follow the instructions below for creating the post.
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1. This new window pops up. Put
in the date and time you want to
send out your post. You may want
to do two or three of the same post.
One to go out today, another the
day before the open house and
another that day saying that it is not 2. After you have
too late to come to the open house. entered the time
and date, click the
Schedule button.
Schedule Post You will be taken
back to your main
Publishing Schedule page where you
can see your

¥ Publication scheduled posts.

Select a date and fime in the future for
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Distribution Schedule

Stop News Feed Distribution

Select a date and time in the futur




Welcome to
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DRE #0331087

Team Edwards Real
Estate

@TeamEdwardsRealEstate

. If you just want to create
a post without a photo or
video, start typing here.

Home
2. If, on the other

Services [@Lincu v | Ay rume sy v | A Share hand, you are going
to post a photo or

Reviews video, click here.

Shop Create Post @I Li fA Event €3 Offer ¥ Job
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If you were just doing a typed post,
you can skip this page.

To upload a photo to your post, click
Upload Photos/Video right here.

Live @ Event

€3 offer ¥ Job

£ Upload Photos/Vide

Add photes or video to yo,

Create Photo Album

Build an album out of multipie photos




ThisPC » Gateway (C:) » 1RealtyDocs » pphotos

i Locate the photo you

want and click the little
box at the upper left.

If you were just doing a typed
post, you can sKip this page too.

101_0186.JPG 101_0187.JPG 101_0188.

As we move to the next step, you do need to consider when you want to post your message to your
Facebook page. | suggest you do it at lunch time since many people are checking their Facebook
messages. After you have added your photos, you are ready to add text to tell your story.

After you have added a photo
or video you are taken back
to this spot to type your
message here. For example,
maybe you type-——

Join us for the open house on
Saturday from noon to 4 at
123 Main Street

@ Event @ Offer

y something about this photo




When you are finished editing/creating your post, just click the Schedule button. Of course, you
probably want to check your existing post schedules, so to do that, click on Publishing Tools at the top of

the page then click on Scheduled Posts on the left side of the page. You will see all of your scheduled
posts.

If you look at your list and click on any one of them, it will bring up the post to give you the option to
publish now, remove the schedule, reschedule, backdate it or delete it. You can also edit the post.

Changing your mind about your scheduled post.
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1. After you clicked the :, Jack Home Create
See post link, this .
window opens. It will - ’ s
show all of your ations m Insights Publishing T... Ad Center More ~
scheduled posts ’ -

ruaw

Scheduled Posts
Published Posts

hdifepat i Q [ml 3. Click the Actions button show ¥
Publish your choices.

) | Reschedule
2. Click the box here

to deal with the post
you want to
reschedule, publish

Cancel Schedule

Backdate

_ . Delete
immediately, cancel ——
or delete. an
: 4. Click the appropriate
choice here.
Tools
Creator Studio =)

Sound Collection

Rescheduling



If you clicked Reschedule,

this window opens. Chose
your new date and time and
click the Reschedule button

Reschedule Post

Select a date and time in the future for when you want your
post to publish
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Cancel Reschedule

Cancelling the Schedule

If you clicked the Cancel
Schedule Button, it opens
this window. Read the
action then click Cancel
Schedule if that is what you
want to do.

Cancel Scheduled Publish Date?

If you cancel, your post will move to Drafts and won't be published.

E Al Cancel Schedule

Backdating the post



If you chose Backdate Post,
this window will open.
Complete as appropriate
and click Backdate.

Backdate Post

Backdate your post so it appears in the past on your
Page Timeline. Backdated posts publish
immediately.

Year: v Month: v

Hide from News Feed

Deleting the Scheduled Post

If you want to delete the
scheduled post entirely,
then after clicking the
Delete option this window
opens and you can click
the Delete button to
delete the post.

Delete Scheduled Post?

Post will be permanently deleted.




