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*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016*



Instructions for Social Media Content Calendars The following instructions will walk you through the steps to successfully schedule Facebook posts and compose Tweets on your accounts.



Facebook: 1. Open up your Internet browser of choice and log into your Facebook account through facebook.com. 2. On the Home page, under the Pages section on the left side, click on your business’ Facebook page. (You must be an Admin or Editor of the page to proceed.)



3. On your business’ page, you’ll see the “Write something…” box. This is where you will schedule your posts for Home for Good.



4. Next, go to your Digital Package to access the Social Media Content Calendar. This is where you will see the posts for each day. Please note that these are suggested dates for posting and this content may be used at any time through the rest of the year.



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016* 5. Click on the day and highlight the text by holding down the left click button.



6. After the text is highlighted, copy (Ctrl + C) the text. 7. Next, paste (Ctrl + V) the text into the “Write something…” box on your Facebook page.



8. To add an image to your post find the “links” tab on the Social Media Content Calendar. There will be a link to a Dropbox folder where you can download approved images for Home for Good.



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016* Each image is sized based on the specific social channel and is labeled by channel.



9. Once your image has been downloaded go back to your Facebook page. Click the camera symbol below the text to add an image. Find the Downloads folder and click the Facebook image. 10. Once the image is placed it will look like this:



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016* 11. Now you’re ready to schedule your post. Click the little triangle to the right of the Publish button and select schedule.



12. Choose the date and time you want to schedule your post.



13. Click Schedule and your post will be scheduled for the day and time you selected. 14. Repeat the following steps with the next post on the content calendar to schedule all of your Facebook posts for Home for Good.



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016* Twitter: 1. Open up your Internet browser of choice and log into your Twitter account through twitter.com. 2. On your Twitter feed select Tweet in the upper right hand corner.



3. Now you’ll see the area where you will compose your Tweet.



4. Next, go to your Digital Package to access the Social Media Content Calendar. This is where you will see the posts for each day. Please note that these are suggested dates for posting and this content may be used at any time through the rest of the year. 5. Click on the day and highlight the text by holding down the left click button.



6. After the text is highlighted, copy (Ctrl + C) the text.



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016*



7. Next, paste (Ctrl + V) the text into the “Compose new Tweet” box. 8. To add an image to your post find the “links” tab on the Social Media Content Calendar. There will be a link to a Dropbox folder where you can download approved images for Home for Good.



9. Once your image has been downloaded go back to your Twitter page. Click the camera symbol below the text to add an image. Find the Downloads folder and click the Twitter image. 10. Your Tweet will look like this:



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016* 11. Now you’re ready to post your Tweet. Unlike Facebook, you can’t schedule posts. Once you select Tweet, it goes live. Click the Tweet button in the bottom right corner when you’re ready to post it. 12. Repeat the following steps with the next Tweet in the Twitter content calendar on the day specified. Make sure you space out your Tweets and post them on the same day as your corresponding Facebook posts.



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016* Instagram: **In order to use Ply Gem’s Instagram copy and images you will need internet access on your phone. In these particular directions we outline how to easily copy and paste the copy into Instagram using email. 1. Open the Social Media Content Calendar. 2. Find the Instagram post and copy the text.



3. Next, paste (Ctrl + V) the text into an email. 4. In the same email attach the Instagram you want to use. Follow steps 8 and 9 in the Facebook post directions to download the Instagram images Ply Gem has provided. Send yourself the email so that you can retrieve it on your phone.



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016* 5. Next, open the Instagram app on your phone.



6. Now open up the email you sent yourself and save the image to your photo library. 7. Go back to the Instagram app and click the center icon to bring up your image library. Then choose the image you just downloaded.



*ALL CREATIVE CAN ONLY BE USED MAY 1-DECEMBER 31, 2016* 8. Go back to the email you sent yourself, select all of the text and copy it.



9. Now you’re ready to post to Instagram. Go back to the Instagram app, click Next and paste the text into the box.
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