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FACEBOOK 

What is Facebook? 

Facebook is a social networking website that makes it easy for you to connect and share with 

your family and friends online. Today, Facebook is the world's largest social network, with more 

than 1 billion users worldwide. 

Why use Facebook? 

What makes Facebook unique is the ability to connect and share with the people you care about 

at the same time. 

It permits you to: 

 See updates and posts from friends 

 Share photos and videos with friends 

 Share information on your profile page 

 Invite friends to join groups and events 

 Chat with available friends 

 Play games and use applications 

 Connect with businesses and celebrities 

 Connect your account with other sites 

How does Facebook sharing work? 

Facebook allows you to send messages and post status updates to keep in touch with your 

friends and family. You can also share different types of content such as photos, links, and more. 

But sharing something on Facebook is a bit different from other types of online communication. 

Unlike email or instant messaging, which are relatively private, the things you share on 

Facebook are more public, which means they'll usually be seen by lots of other people. 

While Facebook offers privacy tools to help you limit who can see the things you share, it's 

important to understand that Facebook is designed to be more open and social than traditional 

communication tools. 
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Getting Started with Facebook 

Common Facebook terms 

Friends? Likes? Status updates? If you're new to Facebook, there are a lot of terms and phrases 

that may seem a little confusing at first. Reviewing some of the most commonly used terms will 

give you a better understanding of how Facebook works and what to expect as you get started. 

Notifications: You'll receive a notification in an email message and on your Home page 

whenever someone interacts with you on Facebook .For example, you'll be notified when 

someone adds you as a friend, likes or comments on something you've shared, or sends you a 

private message. 

Status updates: One of the most common things people share on Facebook are status 

updates—short, text-based posts that your friends can see and comment on. You can also post 

other things, like photos, videos, links, and more. Your friends will be able to see your posts on 

their News feeds, and the things you share will also be posted to your Timeline. 

Friends:  You can add people you know as friends on Facebook. Your friends will see the things 

you share, such as status updates or photos. Friends will also be able to view your profile 

information and share things on your Timeline. 

Timeline: Also known as your profile page, the Timeline is where You'll share information about 

yourself on Facebook. For example, it's where you'll post your profile picture, share basic 

information about yourself, and more. Whenever you share something on Facebook, it will 

appear on your Timeline, as well as your friends' News Feeds 

News feed:  The News feed is a stream of updates from your friends and any Facebook Pages 

you follow. This is where you'll probably spend most of your time on Facebook, since it's where 

you can view and comment on what's happening with all of your friends. 

Like: Whenever your friends share something on Facebook, you can choose to like the post. This 

is just a simple way of showing your friends that you enjoyed what they shared. You can also like 

the Facebook Page for certain businesses and organizations to receive updates about them in 

your News Feed. 

Tag: Friends can tag you in photos and posts they share on Facebook. Posts you're tagged in will 

appear on your Timeline. 

Comment: Whenever your friends share on Facebook, you can leave a comment about their 

posts. 
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Creating a Facebook account 

Before you can use Facebook, you must create an account. Creating a Facebook account is free. 

All you need to get started is an email address and a few minutes of your time. 

To create a Facebook account: 

1. Navigate to www.facebook.com in your web browser. 

2. Under the words Sign Up, enter your personal information and desired password, then 

click Sign Up.  You don’t have to enter accurate information. Make tour password 

unique, with at least 8 characters, Capitals, low-case letters, numbers and symbols. 

 

3. If desired, you can add a profile picture. Click Upload a Photo to select a file from your 

computer, or Take a Photo to take a new photo with your webcam. Click Skip if you're 

not ready to add a profile photo 
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4. Before you can access all of Facebook's features, you'll need to confirm your email 

address. To do this, sign in to your email account, open the confirmation message from 

Facebook, and click Confirm Your Account. 

Exploring Facebook 

Once you create your account, you'll want to spend a little time becoming familiar with the 

different parts of Facebook, including the homepage and the Timeline. 

The homepage 

The homepage appears whenever you sign in to Facebook. The homepage displays your News 

Feed, which shows the things your friends have shared on Facebook. The homepage also allows 

you to navigate to other parts of Facebook, such as your Timeline. 

 

 

 

Search Bar: You can use the search bar to search for friends, Facebook Pages, Apps, and more. 

Timeline: You can click your name to view and edit your Timeline. 

Recent Activity: Here, you'll be notified about recent activity on Facebook, including: 

 Friend Requests: When someone requests that you add them as a friend 

Search bar Timeline Recent activity 

Publisher 

menu 

News feed 

chat 
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 Messages: When someone sends you a private message 

 Notifications: When a friend interacts with you on Facebook, like commenting on your 

status, tagging you in a picture, or inviting you to an event. 

Publisher: You'll use the Publisher to share things on Facebook. It's easy to share a status 

update, photos, links, and more. The information you share in the Publisher will be posted on 

your News feed and Timeline, as well as your friends' News feeds. 

Menu: Here, you can navigate to other parts of Facebook, such as your upcoming events, 

photos, groups, apps, and more. 

News Feed: The News Feed is a stream of posts and updates from your friends and the 

Facebook Pages you follow. 

Chat: You can chat with other friends who are currently signed in to Facebook. 

The Timeline 

The Timeline (also called your profile page) is where you'll share information about yourself. 

Whenever you post an update, it appears right on your Timeline. Your friends can also share 

posts on your Timeline. 

 

Cover  Photo 

Profile picture 

about photos 

publisher 

Timeline 
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Cover Photo: Your Cover photo is a large picture that is only visible on your Timeline. A Cover 

photo doesn't have to be a picture of yourself. Instead, you might choose something that 

expresses your personality or interests. 

Profile Picture: Your profile picture represents you across Facebook. This is the picture your 

friends will see when you share and comment on Facebook. 

About: From here, you can view and edit your profile information. This is where you'll share 

details about your work history, relationships, interests, and more. 

Photos: From here, you can see photos you've shared and photos you've been tagged in by 

others. 

Publisher: Just like on the Home page, you'll use the Publisher to share things on Facebook. It's 

easy to share a status update, photos, links, and more. The information you share in the 

Publisher will be posted here and on your friends' News feeds. 

The Timeline: The Timeline includes your posts and activity, as well as things that your friends 

have posted on your Timeline. 
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Understanding Facebook Privacy 

Why is Facebook privacy important? 

If you choose to share things publicly on Facebook, anyone with an account will be able to find 

and view your Facebook information, posts, and activity. This could impact your privacy in a 

variety of ways. For example: 

You could be sharing personal information you’d rather keep private, such as your birth date 

and address. 

Anything you post, such as photos, comments, and status updates, will be visible to people you 

don’t know. 

Embarrassing or unflattering posts could negatively affect your personal and professional 

reputation. 

Third-party websites and applications can access and share information from your Facebook 

account. 

Understanding basic privacy settings 

Whenever you share something on Facebook, you can choose who you'll share with. In the 

infographic below, you can see the most common sharing options, including Only 

me, Lists, Friends, and Public. 
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Sharing and privacy 

Even if you customize your privacy settings, it's important to understand that the things you 

share on Facebook are visible to a lot of other people. This is because Facebook is designed to 

be more open and social than traditional communication tools. 

For example, let's suppose you post a photo on a friend's Timeline. By default, that photo will be 

visible to all of your friends on Facebook, not just the person you shared it with. The photo will 

also be visible to anyone who is friends with your friend. This is one reason people enjoy using 

Facebook—it's easy to share with lots of people at the same time. 

As long as you're somewhat careful about the things you share, Facebook doesn't pose a serious 

risk to your privacy. Before you share anything on Facebook, such as a comment or a status 

update, you'll need to consider how comfortable you are with many people seeing that 

information. If you wouldn't feel comfortable sharing something in a public place, you may not 

want to share it on Facebook either. 

Adjusting Your Privacy Settings 

Even if you're an experienced Facebook user, modifying your privacy settings for the first time 

can be a little confusing. And because Facebook can change these options without much notice, 

it's important to review your privacy settings periodically. We'll talk about many of the privacy 

settings on Facebook, explaining how they work and why they're important. 

Using Facebook's privacy settings 

However you use Facebook, it's important to choose the privacy settings that will work best for 

you. Facebook offers two main ways to control your privacy: 

You can apply privacy settings that set general rules about who can contact you and view your 

information. 

You can control who sees every individual thing you share. 

Privacy Shortcuts 

The fastest way to change your privacy settings is to use the Privacy Shortcuts. To access the 

Privacy Shortcuts, click the Privacy Shortcuts button on the toolbar. From there, you can modify 

the audience selector, choose your Message Filtering settings, and more. 
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The Privacy Settings and Tools page 

Any changes you make from the Privacy Shortcuts will be reflected on the Privacy Settings and 

Tools page. This is where you can control some of the most important privacy settings on 

Facebook. 

To access the Privacy Settings and Tools page: 

1. Click the drop-down arrow on the Toolbar, then select Settings. 
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2.The settings page will appear. Next, select Privacy. The Privacy Settings and Tools 

page will appear. 

 

 

 

 

The audience selector 

In addition to your overall privacy settings, you can control who sees every thing you share with 

the audience selector. This allows you to change your default privacy settings and make things 

more private or less private. If you change your mind later, you can go back and change the 

privacy level for that post at any time. 

To use the audience selector:You'll see the audience selector across different parts of Facebook, 

such as the Publisher and the Timeline. In this example, we'll use the audience selector on the 

Publisher to share a status update. 
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1. Click the audience selector. 

 

2. Choose the desired audience. In this example, we'll choose Public. 

 

3. Click Post to share with the selected audience. 

Keep in mind that modifying the audience selector will change the default audience 

setting for future posts. You should always double-check the audience selector 

before sharing anything on Facebook. 
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Sharing on Facebook 

Facebook is all about sharing with your friends. You can share lots of things, such as status 

updates, photos, links, and even your location. You can also share something directly with your 

friends by posting on their Timelines. 

Before you share anything on Facebook, you'll need to think about who you're sharing with. You 

can review our lessons on Understanding Facebook Privacy and Adjusting Your Privacy Settings 

to learn more. 

Sharing with the Publisher 

You'll use the Publisher to share things with your friends. You can access the Publisher in 

two places: 

 On your Timeline 

 At the top of the News Feed on your homepage 

 
 

To post a status update: 

One of the most common things people share on Facebook are status updates—short, text-

based posts your friends can read and comment on. When you post a status update, it will 

appear on your Timeline, as well as your friends' News Feeds. 

1.Type your status update in the Publisher on the News Feed or your Timeline. 

 



 
Bibliothèque de Brossard 

13 
 

2.Check the audience selector to make sure you're sharing the post with the desired 

audience. In this example, we only want to share with our friends on Facebook, so we'll 

leave this unchanged. 

 

3.Click Post. The status update will appear on your Timeline, on your News Feed, and 

on your friends' News Feeds. 
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Posting on a friend's Timeline 

If you want to share something with a friend, you can post it directly on that friend's Timeline. 
To do this, simply use the Publisher located on your friend's Timeline. 
 

 

Note that you cannot control privacy settings for the things you share on your friends' 

Timelines. For this reason, you should think carefully before posting anything that might be 

considered inappropriate or embarrassing. If you don't want other people to see your post, you 

can send your friend a privatemessage instead. 

 

More types of sharing 

Facebook allows you to share much more than just status updates. For example, you can 

share: 

 Photos: It's easy to share your photos on Facebook. Just click Add 

Photos/Video in the Publisher. You can then upload a photo from your 

computer, or upload lots of pictures at once to create a photo album. 
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 Links: You can share a link to an article on the Web by typing or pasting the link 

into the Publisher. 

 
 

Likes, comments, and resharing 

Sharing isn't limited to the things you post on Facebook. You can also like, comment, 

and reshare the other posts and stories your friends share on Facebook. 

Likes : Whenever your friends share something on Facebook, you can choose to like the post. 

This is just a simple way of showing your friends that you enjoyed what they shared. To like a 

post, simply click the Like button. 
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You can also like the Facebook page for businesses and organizations to receive updates 

about them in your News Feed. 

Comments 

Whenever your friends share on Facebook, you can leave a comment about their posts. 

Your friends will be able to see whenever you comment on something, as will the friends of 

the person who originally shared the post. To leave a comment, simply type it in the 

comment box below a post, then press Enter on your keyboard. 
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Chat and Messages 

Facebook chat and messages allow you to communicate privately with your friends on 

Facebook. Unlike the other things you share on Facebook, such as status updates or 

photos, chats and messages will not be shared with all of your friends or posted on 

your Timeline. 

You can communicate in real time with your friends using Facebook chat. Also known as instant 

messaging, this is a popular way to communicate online. 

To use Facebook chat: 

1. Locate and select the chat box in the bottom-right corner of the screen. 

 

2. A list of friends who are currently available to chat will appear. 

3. Select an available friend. 
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4. A chat window will appear. Type your message, then press Enter. Your 

conversation will appear in the chat window. 

 

5. When you're finished, click the X to close the chat window. 

 
 

To go offline: 

Some people do not want to be available for chat while on Facebook. You can hide your 

online status by goingoffline. 

1. In the chat box, click the gear icon, then select Turn Off Chat. 
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2. Your status will change to offline. Click the chat box again to turn on chat. 

 

Messages 

Messages work just like chats, except they allow you to send private messages to friends 

who are offline—that is, friends who aren't currently signed in to Facebook. In that sense, 

messages are similar to a traditional email service. 

To send a message: 

1. Locate and select the Messages icon at the top of the screen, then select Send a 

New Message. 

 

2. A message window will appear. Type the name of the person you want to 

message—a list of suggested friends will appear as you type. You can click a 

suggestion to add that friend to the message. 
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3. Type your message. When you're done, press Enter to send it. 

 

You can also send messages to your friends directly from their Timelines. Simply click 

the Messagebutton on a friend's Timeline to start a new message. 
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The inbox 

The inbox is where you'll read all of your private communication on Facebook, including 

your chat conversation history. Whenever you receive a new message or chat, it will 

appear in your inbox. From there, it's easy to read, manage, and delete your messages and 

chats. 

To access your inbox, click the Messages icon, then select See All. The inbox will appear. 
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Account settings 

Once you start using Facebook, you may need to modify your Account settings. These 

settings control things like your password, notifications, and more. Changing these settings 

is optional, and you can modify them at any time. 

To modify your Account settings, click the drop-down arrow on the Toolbar, then 

select Settings. 
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Creating Groups 

To create a group: 

1. Navigate to the Groups page and select Create Group. 

 

2. A dialog box will appear. Type a name for your group. 

3. Type the names of friends you want to add to the group—suggested friends will 

appear as you type. You can click a suggestion to add that friend. 

 

4. Choose a privacy setting for your group. There are three privacy options: open, 

closed, and secret. 
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5. The group will be created. From here, you can share with everyone in the group 

by posting on the group wall, chatting with group members, and more. 

 
 

Login out 

Always log out of your account by clicking on the log out button on the top right corner of the 

homepage. 
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Resources  

http://www.gcflearnfree.org/popular/facebook101 

http://www.gcflearnfree.org/ 
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