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Lesson Plan: Facebook: Getting Started
Class Description

Learn how to create a profile, add friends, send messages, comment on posts, and adjust basic privacy settings in this introductory class.
Category
Software & Apps
Audience
Adults
Class Length

90 minutes
Training Method

Instructor-led hands-on
Purpose

To help new users get up and running with Facebook
Equipment Requirements

Projector and projection screen, computers with Internet access for instructor and each participant, laser pointer (recommended)
Software Requirements

Windows, web browser with Internet access (www.facebook.com), Facebook account
Material Requirements

PowerPoint presentation, sample photos, participant surveys
Learning Objectives
At the end of the session, learners will be able to:

· Navigate between pages

· Search for a person, company, or organization

· Send and accept Friend Requests
· Add a Cover Photo and Profile Picture

· Add personal information to their Profiles
· Post updates and photos 
· View and respond to content posted or sent by others
· Adjust basic privacy settings
Assessment Technique(s)
Successful completion of class activities
Content Outline
Agenda (2 mins.)
· Outline the following topics that will be covered in the class:
· Navigating & Searching  

· Sending & Accepting Friend Requests
· Setting Your Cover Photo & Profile Picture
· Filling Out Your Profile

· Posting a Status Update or Photo

· Commenting, Liking, & Replying

· Sending & Responding to Messages

· Viewing Notifications

· Adjusting Privacy Settings
Note for Instructor: If you prefer to do a live demo beyond this point instead of showing the presentation slides, please follow the same topic order so the activities will remain in sequence.
Topics, Talking Points, and Activities (85 mins.)
· Navigating & Searching
· Have participants log in to Facebook 

· Once they’ve logged in, remind them that they are on the Home page and that they navigate between various areas of Facebook using the icons in the Toolbar
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Explain each icon and its purpose as you show the accompanying slide:
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                                                                                       = Search box (people/companies) 
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                  = The Profile page: Access your Profile
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               = The Home page: Access Activity Feed, Trending News, Groups, Events, Pages            
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         = Friend Requests: Review and accept or ignore Friend Requests
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         = Messages: See Messages from Friends
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         = Notifications: See who has commented on or reacted to your posts or comments
·          = Privacy Shortcuts: Adjust who can see your stuff, contact you, who you’re blocking,

                        and access other settings
ACTIVITY: Have participants click on each of the navigation buttons. Ask them to search for a person they know.

· Sending & Accepting Friend Requests
· Explain that since Facebook is about connections, everyone needs to make friends! Explain the following steps for sending a Friend Request as you walk through the accompanying slides:
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Type someone’s name into the Search box and click on the              icon
2. Click on the Add Friend button
3. The Friend Request Sent button appears and remains until the person either accepts the friend request or deletes it
· Next, explain the following steps for accepting a Friend Request as you walk through the slide:

1. Click on the Friend Requests icon when it contains a red box in the toolbar
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Click on the Confirm button to accept the request or the Delete Request button to ignore it

3. Once the request is accepted, the button changes to 

ACTIVITY: Have participants send a friend request to someone. If they can’t think of anyone, have them send it to someone else in the class. Ask them to review any pending Friend Requests and accept any, as desired. 
· Setting Your Cover Photo & Profile Picture

· Direct participants’ attention to the Cover Photo & the Profile Picture
· Explain that the Cover Photo is like a background while the Profile Picture is what is attached to all user activity (such as comments, posts, replies, events, etc.)

· Inform participants that both pictures are public and viewable by anyone regardless of the privacy settings in place for everything else

· Walk participants through the following steps for setting their Cover Photo as you show the accompanying slides:

1. Hover over the camera icon in the upper-left hand corner of the Cover Photo area until the Update Cover Photo option appears; when it does, click on it
2. Click on the Upload Photo option

3. Browse your computer to find the desired photo

4. Click on the photo to select it, then click on the Open button to add it to Facebook

5. When the picture appears in the frame, click on it and drag it up or down to the proper position
6. Click on the Save Changes button to add the picture to Facebook

· Next, walk participants through the following steps for setting their Profile Picture as you show the accompanying slides:

1. Hover over the camera icon until the Update Profile Picture option appears; when it does, click on it

2. When the Update Profile Picture window appears, click on a picture or on the Upload Photo button

3. Browse your computer to find the desired photo
4. Click on the photo to select it, then click on the Open button to add it to Facebook

5. When the picture appears in the frame, click on it and drag it up and down or side-to-side to the proper position, then click the Edit button to enhance the photo

6. Apply a filter, add text, add stickers, and/or add a frame

7. Click the Save button to apply your changes and set your photo
ACTIVITY: Have participants use the sample pictures to set their Cover Photos and Profile Pictures
· Filling Out Your Profile

· Remind participants that they can add personal details and information to their Profile like phone numbers, social media accounts, family relationships, workplaces, and schools
· Share that these details will appear in the About section and are visible to friends 

· Walk participants through the following steps for filling out their profiles while you show the accompanying slides:

1. Click on the About hyperlink on the Profile page

2. Click on the category you wish to add content to on the left side of the screen 

3. Follow the wizard to add your information, then click on the Save Changes button to add it to your profile

· Share that to fill out other sections, users need only to click on another category on the left side of the screen and repeat the same steps

ACTIVITY: Have participants take a few minutes to begin filling out their Profiles

· Posting a Status update or Photo/Video
· Explain that the Status update is similar to an online journal where users share information about what they’re doing, what they think about what’s going on in the news, etc.
· Explain that a Photo/Video update allows users to share a file and add a comment or description
· Outline the following steps for posting a Status update as you show the accompanying slides:

1. Click on the Profile icon in the toolbar to access the Profile page

2. Click inside the Status box on your Profile page and type in your update
3. Tag friends, add a location, adjust viewing permissions, add an activity or feeling, or add a photo or video to your update

NOTE: Explain that all of these are optional

4. Click on the Post button to save your changes
· Next, walk through the following steps to post a photo as you show the accompanying slides:
1. Click on the Profile icon in the toolbar to access the Profile page
2. Click on the Photo/Video icon in the status box
3. Click on the Upload Photos/Videos hyperlink
4. Browse to the location of the desired picture
5. Click on the picture, then on the Open button
6. Add a comment, adjust viewing permissions, add a location, add an activity or feeling, or tag friends
7. Click on the Post button to save your changes
· Point out that there are two options for uploading photos to Facebook: individual pictures (Upload Photos/Videos) and in groups (Create Photo Album)
· Share that you just showed them how to upload individual photos but that if they choose to create a photo album instead, they have the following additional options: sharing the album (which allows others to add photos to the album), showing the pictures in High Definition (which improves viewing quality), and changing the date on the photos (which allows users to show the actual date the photos were taken instead of the date they posted them on Facebook)
· Encourage users to experiment with creating albums on their own after they are comfortable with the process for uploading single pictures
ACTIVITY: Have participants post a Status update and add a sample photo to the update 

· Commenting, Liking, & Replying

· Explain that the primary ways to interact with friends on Facebook is by “liking”, commenting on, or replying to their posts

· Share that the primary place where this happens is the Home page, where their Friends’ activity appears once they log in to Facebook

· Explain the following about liking, commenting, and replying as you show the accompanying slide:

· Click on the Like icon to show you “Like” a post, photo or video

· Click inside the Write a Comment box to add a comment to a post, photo, or video

· Click on the Reply hyperlink below a comment, then click inside the Write a Comment box to reply to a comment on a post

ACTIVITY: Have participants find something on the Home page and like it, comment on it, and/or reply to a comment on it from someone else

· Sending & Responding to Messages

· Explain that Messaging allows users to send private messages to friends, similar to “chatting”
· Walk through the following steps for sending a message as you show the accompanying slide:

1. Click on the Message icon in the toolbar

2. Click on the New Message hyperlink inside the Messages window

3. Begin typing a name; when the desired name appears, click on it

4. Type your message into the Type a Message box; press the Enter button on the keyboard to send the message

· Next, walk through the steps for responding to a message, as listed below:

1. Click on the Message icon in the toolbar

2. Click on the New Messages hyperlink inside the Messages window

3. Click inside the white box at the bottom of the window and type your message; press the Enter button to send your reply when you are finished

ACTIVITY: Have participants send a message to one of their friends and have them reply to any messages they’ve received

· Viewing Notifications

· Explain that notifications are prompts related to other users’ activities such as comments, likes, or replies to things you’ve posted or shared

· Share that users will see a red square with a number inside of it on the Notification icon in the toolbar when notifications are enabled
· Walk participants through the following steps to view notifications as you show the accompanying slide:

1. Click on the Notifications icon in the toolbar

2. Scroll to the desired notification, then click on it

· Adjusting Privacy Settings

· Explain that while there are many settings for Facebook users to explore, you’re going to focus on showing participants how to access the Privacy Settings and Tools area
· Explain the following Privacy Settings at a high level:
· Who can see my stuff? 

· Where you select general settings for who can view your stuff

· Who can contact me? 

· Where you select setting for how and who can contact you via Facebook

· Who can look me up? 

· Where you can determine how people can find you on Facebook
· Walk participants through the following steps to view notifications as you show the accompanying slides:
1. Click on the Privacy Shortcuts icon, then on the See More Settings hyperlink
2. Click on the Privacy hyperlink in the left menu. To edit any settings, click on the Edit hyperlink next to that section
· Explain that some of the basic privacy settings include who can see your stuff, who can contact you, and who can look you up

· Highlight that Who Can See Your Future Posts is where users set the default for who can see what they post; point out that while a default permission is in place, users can change it anytime on a post-by-post basis
ACTIVITY: Have participants take a few minutes to access and adjust their Privacy Settings. 
Wrap Up/Closing (3 mins.)
· Ask participants if they have any questions
· Thank participants for coming and provide them with handouts
· Ask them to complete the class survey before leaving 
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