
WELCOME TO 
Facebook 101 



WHAT IS SOCIAL NETWORKING? 

 A social network (like Facebook or Myspace, for example) is 
“a website that encourages members…to share their 
interests, ideas, stories, photos, music, and videos with 
other registered users.” 1 

 Social networking can be defined as a way for “people of all 
ages to get to know each other and interact.” 2 

 People can use computers (or other devices that connect to 
the Internet, such as smart phones) and a social networking 
service to connect with family, friends, coworkers, and to 
connect with members with similar interests (i.e., make 
new friends).  People can send and receive email and 
comments, play games, post pictures and videos, and view 
others’ content.  

 



WHAT IS FACEBOOK? 

 Facebook is a social networking service founded in 
2004.  

 According to Facebook, their mission is “to give people 
the power to share and make the world more open and 
connected.”  

 Over 1 billion people actively use Facebook as of Oct. 
2012. 

 



POPULAR SOCIAL NETWORKING SITES 
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GETTING STARTED 

 Facebook requires your name, an email address, your 
gender, and birthday.  

 A person must be at least 13 years old to use Facebook, 
hence the birthday requirement.  

 You can log onto Facebook from any computer or 
device with an Internet connection with your email 
and password.  



YOUR PROFILE/WALL/TIMELINE 

 When you create an account, you automatically have a 
profile.  

 A profile is your personal page that you customize by 
adding pictures and information, such as your name, a 
photo of yourself, hobbies, favorite books, quotes, etc. 
It’s a quick summary of who you are. 

 This page is what other people see.  

 Facebook refers to your profile as your “timeline.” It’s 
used to be known as your “wall.”  



WHAT IS THE NEWS FEED? 

 The news feed is a collection of updates from your 
Facebook friends. It is constantly updated as your 
friends add posts.  

 It shows up in the center of your home page (the page 
that automatically loads when you log in.) 

 You can choose to sort the order you see the stories on 
your news feed by those most recently posted (i.e., 
chronological order) or top stories, those deemed most 
interesting. Facebook uses an algorithm to determine 
what’s an “important” story. 



NAVIGATING BETWEEN THE NEWS FEED, YOUR 
PROFILE & FRIENDS’ PROFILES 

 When you first log into Facebook, you will see the news 
feed on your home page.  

 You can click on your name (which is located on the 
left and right of the screen) to visit your profile. 

 To return to your home page, you can click on the 
Facebook logo or the Home link in the top right of the 
screen. 

 You can click on a friend’s name to visit their profile. 

 You can search for a friend in the search box and then 
click on their name to visit their profile.  



WHAT IS A STATUS UPDATE? 

 You can choose to use this feature or not. You merely 
type in something you want to share—how you’re 
feeling, what you’re doing, something that happened, a 
joke, etc. It can be just about anything. 

  Once you update your status, others can see it and 
comment on it. You can use this to let others know 
what’s going on in your life or to start a discussion.  

 To do this, type in the box that says “What’s on your 
mind?” and then click the blue “Post” button. You can 
do this from either your home page or your profile. 

 People who are your friends on Facebook will now see 
your status update in their news feed. 

 



WHAT IS A STATUS UPDATE? 

 Under the status update box, there are buttons that 
open up options.   

 One allows you to add the names of friends you are 
with and one allows you to add a location.  

 Another is a drop-down menu that allows you to 
control who can see your status update. You can 
choose to allow your status to be public, limit it to your 
Facebook friends (which is the default), limit it to just 
yourself, or customize who can see it. There are also 
lists of people you can choose, if you have set those up 
in advance.  



LIKE, COMMENT, SHARE 

 Under content on Facebook there are usually three 
blue links, like, comment, or share. If the content isn’t 
share-able, only like and comment will be available. 

 Liking, commenting, and sharing are ways to interact 
with content on Facebook.  



LIKING 

 You can like content on Facebook, whether it’s 
someone’s status, picture, etc.“Like” is a way to give 
positive feedback or to connect with things you care 
about on Facebook.  

 Clicking “Like” under something a friend posts on 
Facebook is an easy way to let someone know that you 
enjoy it, without leaving a comment. 

 When you like something, it will be noted underneath 
that you like it and your friend will get a notification 
letting them know that you liked something of theirs. 

 If you accidentally liked something and want to unlike 
it, just click “unlike.” 



LIKING A FAN PAGE OR COMPANY 

 Companies, celebrities, public figures, etc. can make a 
Facebook Page. Your favorite stores, TV shows, and 
celebrities may have Facebook Pages you can like. 
Once you’ve liked a Facebook Page you are connected 
to that page and will get updates from them.  

 For example, if you like Target on Facebook, you may 
get updates about sales and special events in your news 
feed. 

 Calcasieu Parish Public Library has a Facebook Page 
and you can like it to hear about more programs 
similar to this one.  



POSTING A COMMENT 

 Another way to interact on Facebook is by commenting. To 
comment you click “Comment” (or just click in the 
comment field) and type a response underneath someone’s 
content. You post it by pressing the Enter key. (To make a 
new line in a comment, hold down the Shift and Enter key.) 

 This response is visible to the poster and any of their 
friends. It can be “liked” by your friend or their friends. 

 If you add a comment and then decide you want to remove 
it, you can hover over it and click the pencil. You can then 
edit or delete the comment.  

 This also works if someone posts something to your profile 
that you don’t like, such as a mean comment or something 
inappropriate.  

 



SHARE 

 You have the option to share content you enjoy onto 
your own profile or someone else’s. For example, if 
KPLC-TV posted a video on their Facebook page that 
you found informative, you could choose to share it to 
your own profile where all your friends could see it, or 
share it to a friend’s page if you wanted them to see it 
in particular. 



MESSAGES 

 A message is a private communication between you 
and whomever you send it to. It can be between just 
you and one person or you and multiple people.  

 This is what you would want to use to keep something 
private.  

 A comment is public, a message is private. 



USING THE CHAT FEATURE 

 Facebook has an instant messaging service, called 
“Chat.”  This allows you to instantly send messages 
back and forth to people on your friends list.  

 You can choose to use this feature or leave it turned 
off. Under “Advanced Settings” you have the option to 
block certain people from seeing you online.  

 The chat window will tell you which of your friends are 
currently online, using a green dot to indicate those 
online.  

 This feature is located in the bottom right corner of the 
Facebook page.  



NOTIFICATIONS 

 When you log in, Facebook will notify you of any activity on 
your account. The notifications are located next to the 
Facebook logo in the upper left corner. 

 The notification icon looks like a little world and your 
notifications will appear as a number in a red square, 
letting you know how many notifications you have. This 
could be someone liking or commenting on your content, it 
could be someone leaving you a comment on your profile, 
someone tagging you in a photo, a game request, etc. 

 Facebook also notifies you of messages people send you. 
The messages icon looks like two word bubbles.  

 Facebook will alert you to new friend requests and that icon 
looks like two people’s silhouettes.   



YOUR PROFILE PICTURE 

 Your profile picture is your main picture on your 
profile. Your profile picture appears as a thumbnail 
next to your comments and other activities on 
Facebook.  

 Keep in mind that your profile picture is PUBLIC. Even 
people who aren’t your friends will be able to see this 
picture. 

 



HOW TO ADD A PROFILE PICTURE 

 On your profile, hover over your current profile picture 
or, if you haven’t set one up, the temporary image. 
Click on the little pencil to “Edit Profile Picture.” 

 If you have never added a picture to your profile, it 
may say “Add a Picture.” 

 You can choose to either upload a new photo or use a 
photo previously uploaded to Facebook.  

 We’ll go over both methods.  

 (You can also take a photo using your webcam, but we 
aren’t going over that in this class.) 



UPLOADING A NEW IMAGE FOR YOUR PROFILE PICTURE 

 Choose “Upload Photo.” 

 A dialog box will pop up and you can look through your 
computer and find the photo you’d like to use. 

 Click on the photo you’d like to use and then click 
“Open.” 

 Facebook will upload the picture. 



USING A PREVIOUSLY UPLOADED PHOTO AS YOUR PROFILE PICTURE 

 If you would like to use a photo that is already on 
Facebook, hover over your profile picture and click  
“Edit Profile Picture.” 

 Choose “Choose from Photos.” 

 A dialog box will pop up with all your personal photos 
and photos you have been tagged in. (There is a blue 
link that says “View Albums” in the upper right corner 
that shows you more of your photos.) 

 Click on the photo you’d like to use and you’ll have the 
option to crop the photo how you like. Once you have it 
how you like it, click “Done Cropping” under the 
picture. 



TIMELINE COVER 

 It’s the large photo at the top of your timeline. Like 
your profile picture, your timeline cover is public.  

 To add one, go to your timeline and click “Add a 
cover.” Choose from a photo you already have or 
upload a new one. You can reposition it and then save.  

 Keep in mind your photo must be big enough. 
Facebook can’t use a tiny picture for your big timeline 
cover.  



PRIVACY SETTINGS 

 If you leave your profile public, anyone on the Internet 
could see your posts, pictures, and information. Make 
your profile private so that only your friends can see 
your information.  

 There’s a shortcut to your privacy settings now. It’s 
located in the upper right corner of the screen and 
indicated by a padlock over 3 lines.  

 Click on the padlock and a menu appears. Here you 
can limit who can see your profile, block people, and 
more. 



HOW TO ADD FRIENDS 

 You can add friends by sending friend requests to 
people and by accepting friend requests others send 
you. 

 You can type in a person’s name in the search box at 
the top of the screen and Facebook will list people with 
that name. They will put people who have friends in 
common with you at the top of the list. Click on the 
person you know and click “Add as Friend.” 

 Facebook will also suggest friends, based on the fact 
that a person is friends with some of your Facebook 
friends. This will be under the title “People You May 
Know.” 



HOW TO ADD FRIENDS 

 You can also use the “Find Friends” link on the left 
hand side of your screen and in the upper right corner. 
Here you can find friends through your email service 
or choose “Other Tools” and locate friends by email, 
phone number, hometown, high school, college, 
graduate school, employer, or mutual friend.  

 Keep in mind that your friend may have very strict 
privacy settings in place and be unsearchable.  

 Your account may not have a “Find Friends” link if you 
have a lot of friends or your account is older and more 
established. In this case you can click on the friend 
request icon and click on “Find Friends.” 



ACCEPTING AND REJECTING FRIEND REQUESTS 

 If someone sends you a Facebook friends request, you will 
be notified and you can choose “Confirm” or “Not Now.” 

 “Confirm” adds them to your friends list.  

 “Not Now” ignores the request, allowing you to take action 
on it later. You can later add them as a friend, delete the 
request, or ignore the request indefinitely. 

 Once you have clicked “Not Now,” you have the option to 
“Delete Request.”  

 Deleting the request refuses the request, but they can send 
another friend request in the future.  

 People are not notified if you ignore or delete their friend 
request. 

 



HOW TO HIDE SOMEONE’S POSTS 

 If someone is constantly updating with posts you find 
irritating or offensive, but you don’t want to unfriend 
them, you can hide their posts. 

 Go to their profile, hover over the Friends button, and 
uncheck “Show in News Feed.” 

 You will now no longer see their posts. 



HOW TO UNFRIEND SOMEONE 

 Go to the person’s profile you would like to unfriend.  

 Click the “Friends” button and at the bottom of the 
menu that pops up will be the option to “Unfriend.” 

 Once you click it you will be prompted to verify that 
you really mean to unfriend them.  

 The person will not be notified that you unfriended 
them. You will just disappear from their friends list. 
They may or may not notice.  



HOW TO BLOCK SOMEONE 

 The block function makes you invisible to someone on 
Facebook and vice versa. It prevents direct contact 
between you and the blocked person. 

 Blocking prevents someone from seeing your profile. 
You will not appear in search results if they search for 
you. They will not be able to friend you, send you 
messages or poke you.  

 The person who is blocked will not be notified that you 
blocked them. 

 



HOW TO BLOCK SOMEONE 

 You can block someone by typing their name in the 
search box and visiting their page and blocking 
them. You do this by clicking on the cog next to the 
Message button and choosing “Report/Block.”  

 Or you can go to your privacy settings shortcut and 
click “How do I stop someone from bothering me?” 
Here you can type in someone’s name or email and 
block them. If there is more than one person with 
that name, you will choose them from a list of people 
with that name.  



WHAT IS TAGGING? 

 Tagging is a way to link a person, page, or place to 
something you post. For example, you can upload a 
picture of you and your best friend and you can tag 
your best friend in the picture, linking your friend to 
your photo.  

 If you tag someone, they are sent a notification. Vice 
versa, if someone tags you, you will be notified when 
you log into Facebook. 



HOW TO TAG SOMEONE IN A PHOTO 

 When you upload a picture, you have the option to tag 
anyone that is in the photo with you. This will identify 
the person in the photo and it will alert the person (if 
they have a Facebook account) that someone has 
uploaded a picture of them.  

 Once you have uploaded the photo, click the face of the 
person you would like to tag and type their name in the 
box that pops up.  



HOW TO TAG SOMEONE IN AN ALREADY UPLOADED 
PHOTO 

 Click “Tag Photo” underneath the photo. 

 Start typing a friend’s name and Facebook will offer a 
drop-down menu of friends with that name. Click on 
the correct friend and their highlighted name will be 
added to your post. This means you’ve tagged them! 



HOW TO UN-TAG YOURSELF 

 Photos that other people tag you in appear on your 
profile. If you don’t like how you look in them, you 
don’t have the power to remove the photo from the 
Internet completely (whoever uploaded it has to do 
that), but you can un-tag yourself and it will disappear 
from your Facebook. 

 Click on the photo and next to it will be a link that says 
“Hide from Timeline.” The photo should then be 
removed from your Facebook photos.  



WHAT IS A POKE? 

 You may receive a notification that says one of your 
friends poked you. It’s a silly way of saying “hello.”  

 You can choose to poke back or simply ignore it.  

 To poke someone, you can go to their profile, click on 
the button with a cog on it next to the Message button. 
In the drop-down menu, select “Poke.” 



GAMES & APPS 

 Some people use Facebook to play games. You may 
have heard of some of the more popular ones, like 
Farmville or Words with Friends. Friends may send 
you game requests and you’ll have to decide whether 
you want to participate or not. 

 If someone sends you a request for an app you don’t 
want to interact with, you can block that app and it will 
prevent people from sending you requests.  

 If you do want to play, the first time you play you will 
have to grant the app permission to access your basic 
information.  



BLOCKING APPS 

 You can also turn off apps altogether if you don’t want 
to participate at all. This is great if you don’t like to 
play games and don’t want to be bothered. 

 To do this, click on the gear icon in the upper right 
corner and choose “Privacy Settings” in the menu of 
options. 

 Click on “Apps.” 

 Next to “Apps you use” click “Edit” and then “Turn off 
Platform.” 

 

 



APPS 

 You may not want to block apps altogether, but it is still 
good to be cautious with them.  

 People you are friends with who play apps can bring your 
information with them to their apps. You can block this 
from happening. 

 To do this, click on the gear icon in the upper right corner 
and choose “Privacy Settings” in the menu of options. 

 Click on “Apps.” 

 In the section labeled “Apps Others Use” uncheck all boxes 
and click “Save Changes.” 

 



FACEBOOK APP 

 If you use your smart phone or tablet device, you can 
download the Facebook app for free.  

 The app optimizes the layout and look of Facebook for 
the smaller screen of a portable device.  

 



BEING SAFE 

 There are few commonsense rules to follow when using 
Facebook. 

 Don’t put your private, personal information on your 
profile. This means don’t put your full birth date, don’t 
put your address, telephone number, etc. (You can edit 
your profile information so that only your birth month 
and day appear; that way people can still wish you a 
happy birthday without you putting your birth year.) 

 Don’t announce that you’re going on vacation.  

 Don’t post embarrassing photos or information. 
Information online is written in ink, not pencil!  

 Don’t make your password easy to guess. 



LOGGING OUT 

 If you use a public or shared computer (like at the 
library), be sure to log out of your account when you’re 
done with Facebook.  

 The “Log Out” link is hidden under the drop-down 
menu in the upper right corner.  

 Click on the arrow, click on “Log Out,” and it will route 
you to Facebook’s Log In screen. 

 



LOGGING OUT 

 Also, make sure that the box that says “Keep me logged in” 
is not checked if you are on a shared computer.  

 



FACEBOOK HELP 

 Something to remember about Facebook—it is ever-
changing. To enhance people’s experience of using 
Facebook, they make changes to the look of 
Facebook and how it works fairly regularly.  

 How it looks today and how it looks a year from 
today may be different. You must roll with the 
punches! 

 www.facebook.com/help is a great resource for 
questions you may have.  

 

 

 

http://www.facebook.com/help
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