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First Step

Making a Facebook Event is easy but you must be logged in as the Page Administrator to post an 
Event.  When you are logged in, your page should look similar to this:

Click on EVENT to bring up the dialog box and fill out the details of your event.  If you don't have a 
web link for tickets, then explain how someone can get tickets or for an event like a Blood Drive, how 
to attend.  Select a Category for your event.  The screen should look like this when you are finished.



When you are done, click Create.  You should now have a screen that looks similar to this:



Making and Uploading a Photo

Today, the web is very visual.  A successful event will have an enticing image.  When you click on 
the Add Event Photo.  No matter what option you select, Facebook will reject any image less than 400 
pixels wide and Facebook will try to squeeze you image into its' layout, sometimes with disastrous 
results.  There is another tutorial focused only on editing images titled 'Making Good Promotional 
Material-Images' available on our District 27-A2 web site.  If you need help creating your Event image,
read this tutorial.  This is the Facebook Event Image Template layout:

After you have adjusted your image to display properly in the Facebook Event format, click Upload 
Photo...



Now your Event page should look similar to this screen shot but hopefully with a better image.  You 
are almost done.  Now you can click Save Changes if you like the final look or Cancel to start over and 
try again.  You will not lose your event information, just the image upload.

Don't forget to add a “Like us on Facebook” button, banner or icon to your promotional material
– Facebook is only one part of a successful Awareness campaign.  Your web site, event posters, even 
your email can have a “Like” icon.

To learn more about how to improve
your event promotion, check out the
other tutorials on our District web site. 
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