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FaceBook: www.facebook.ca
Registration Process (Setting Up an Account)
STEPS
1. Complete the registration
fields
2. Click Sign Up

WHAT YOU WILL SEE

MORE INFO
Use your real name and the
email you want messages sent
to from the Facebook mailer.
(You can change these later if
you like)
Your real birth date must be
entered because Facebook only
allows age appropriate content
to be delivered.
When minors set information like
photos or status updates to be visible to
"Everyone," that information is actually
only visible to their friends, friends of
friends, and people in any school or
work networks they have joined.
Additionally, minors do not have public
search listings created for them, so they
do not appear in outside search engines
until they have turned 18.

1. Type the text you see into
the text box
2. Click Sign Up

If you can’t read the text click
Try different words to generate
new words.

The computer takes its time
once you click Sign Up, so be
patient. It is creating your
account and searching for
possible friends.

A step-by-step “wizard” program starts to walk you through the rest of your page creation.
1. STEP 1: Add Friends
If you Add a Friend, a request
2. If people have appeared that
will be sent to that person
you wish to add as a friend,
requesting that they add you as
Click the Add Friend Button
a friend.
beside their picture.
3. If you wish to ignore them,
If you click Ignore, the person
click the Ignore Button.
disappears from your page.
4. When finished with friends,
click Skip this Step.
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5. STEP 2: Find Friends
6. Type your email address
from your Web based email
(Rogers, Yahoo, Gmail)
7. Type your password
8. Click Find Friends

Facebook will look through
your email address book to find
email addresses in Facebook
that match those in your email.
Outlook Enterprise Email
servers will not work with
Facebook to find friends
Follow the sign-in steps by your
web based mail company.

9. You will need to log in to
your email account
10. Click Sign In

11. Click Continue for your email
addresses to be searched for
matches on Facebook
12. OR – click Revoke to break
the link between Facebook
and your email.
13. Click the box to the left of
the name to whom you want
to send a “Friend request”
14. Click Add as Friends or Skip.

The “linking” allows Facebook
to use your address book to
search your address book for
Facebook users who have email
addresses that match those in
your address book.
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The bottom portion of the window appears showing you all the people in your address book who are not Facebook
users. You have the opportunity to invite them to join Facebook.
1. Select the people you want
to join, and click Invite to
Join
2. OR Click Skip
STEP 3: Profile Information: Appears on your Profile page in Facebook.
1. Complete the Profile
Information
2. Click Save and Continue

Facebook continues to try to match your name with people you might know. Don’t be surprised if there are people you
have never seen before in the list!
1. Click Add as Friend beside
Save and Continue doesn’t
each person you want to
seem to work at this point.
add OR
2. Click Skip

Profile Picture: You have three options here: Upload a file from your computer, take a picture with your webcam or skip.
1. Click Upload a Photo

2.
3.
4.
5.

Click Browse
Select your photo
Click Open
Click Save and Continue

Find your way through your
folders on your hard drive until
you find a photo you would like
to upload.
You can change this photo
anytime.

Your page will be created
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Parts of the Screen
NOTE: A yellow bar may appear at the top of the screen telling you that your account has not been confirmed. This is a
security feature that stops anyone in the world from setting up a Facebook site tied to your email account. You must go
to your email and click the confirmation link. Once you click the link in the email the yellow bar will disappear.

Click to change the entire page
you are viewing.

Controls for
displayed
content in
Centre part of
Screen – only
appears on the
Home Page.
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Control Panel and Drop menu: allows you to
change pages. Each page has different
activities on it.
Clicking your name takes you to your Profile
page
Settings: Important Section – See notes below
Controls for displayed content in Centre part
of Screen – only appears on the Home Page.

This section only appears while you are on the
Home page Screen.
The content displayed in the middle of the
page, changes depending on what word you
have selected in the section above.

If someone has found you on Facebook, they
must “Request” to be allowed to see your
page. Any new requests will appear in this
section.

Facebook has looked through your address
book, and people you have given access to
your site, to find people that have common
interests, high schools, industry ties and so on.
Facebook then lists these people in the
Suggestions area in case you want to give
them access to your site. It often shows in
grey print the reason they are appearing in the
suggestion list.
This is “key” to how the social networking
phenomenon works.

Help is located at the bottom of the screen.
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To Find a Friend
1. 1. Click in the search
field
2. Type the name of the
person for whom you
are looking
3. Click the magnifying
glass

Top right of screen

The ability to become a fan
of another Page allows
Page administrators to
clearly affiliate with other
brands, businesses, and
public figures. By becoming
a fan of another Page, your
Page will publically support
that Page.
If you are not sure you have
found the person you are
looking for, send them a
message to see if it is
indeed them.
If you have found the right
person, click Add as Friend
1. Click Add as Friend
2. Add a personal
message if you like or
3. Click Send request

1. Type the funny
looking words in the
Text in the box field.
2. Click Submit

The security check stops
spammers from
automatically sending out
friend requests.
Click Verify your Account
to eliminate this process.
You need a mobile phone
number. They will text you
a confirmation code which
you must enter on a
window that appears on
your screen
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Accepting a Friend Request
1. Click the friend requests link

Right side of screen

2. Click Confirm or Ignore

A list will appear of their friends
you might know. Click to add
them as a friend if you wish.
(This is social networking)

Using Facebook
Posting a News Feed Item
1. Click News Feed (On
the Home Page)
2. Click in What’s on
your mind box
3. Type message
4. Click Share

Blue button – left side of
screen

Notice the Lock Button

The lock button allows you
to control who sees your
item that is being shared.
The Customise selection
gives you further control.

You are only allowed 420
characters.
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Looking at a Friend’s Page
1. Click the name of the friend

Blue link, right beside their picture

The page will change, as you will be
taken to the friend’s Home Page site.
There are a series of tabs that take
you to the friend’s pages.
You can post a message on your
friend’s “wall”
The Attach section allows you to
attach items (links, video, photo) to
the message you are typing
The filter button lets you control who
sees the message you type on the
friend’s wall.
2. Explore the pages by clicking the
tabs

Return to Your Home Page
1. Click Home

Top left corner of the page

Privacy Settings
1. Hover over
Settings
2. Click Privacy
Settings
1. Click profile
Information

Top right, beside
your name
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2. Click the drop
men and select
who you want to
allow to see
details about you

3. Click back to
Privacy
4. Click Contact
Information
5. Set all the levels
6. Once complete
click privacy
button and
complete the rest
of the privacy
settings

Navigating through Facebook
1. Click any of the Tab
links

Top left of page
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