How To Configure a Google Alert

1. Go to http://www.google.com/alerts

ngustas@gmail.com | Settings | FAQ | Sign out

Goc ngt’ alerts

beta

Create a Google Alert

Welcome to Google Alerts Enter the topic you wish to monitor.

Google Alerts are email updates of the latest relevant Google results

r - Search terms: |
(web, news, etc.) based on your choice of query or topic. "

Type: ': Comprehensive ':i
Some handy uses of Google Alerts include: How often: [ once a day =
i - [ up to 20 results 1+
* monitoring a developing news story Email length: :w-
& keeping current on a competitor or industry Deliver to: | _ngustas@gmail.com '¢]
® getting the latest on a celebrity or event
® keeping tabs on your favorite sports teams ( Create Alert )
Create an alert with the form on the right. Google will not sell or share your email address.

You can also click here to manage your alerts

2. Inthe “Search Terms” field, type in the name of the term you want to
monitor.

a. Use quotes around your term if you are searching for that exact
phrase. For example, Pebble Beach will return anything with the
words pebble and beach in it (“In the morning, I went running on the
beach and got a pebble in my shoe.”), while “Pebble Beach” will return
only articles and documents with that exact phrase.

b. Use a hyphen immediately before a term in order to exclude
pages that use the term. For example, the term Carmel will return
many, many (many!) pages of people discussing Starbucks’ “carmel”
macchiatos. Type Carmel -macchiato to exclude these pages. (Carmel,
Indiana appears often in search results, so if you are monitoring for
posts about Carmel in California,

Carmel -macchiato -indiana is strongly recommended.)
3. Inthe “Type” field, select “Comprehensive.” This will provide news stories,
blog posts, videos, and other relevant items in a digest format.
4. Select how often you would like your Google Alert delivered.

a. “As It Happens” means you will get an email whenever something new
is posted (and you may get many messages a day).

b. “Once a day” means you will be sent a message once a day, compiling
the results of the past 24 hours. This is usually sufficient.

c. “Once a week” means you will be sent a message once a week,
compiling the results of the past seven days.

5. In the “Email length” field, select the maximum number of results you wish to
see per day - 20 or 50.
6. Under “Deliver To,” you can either type in an email address or select “Feed.”

a. Type in the email address you would like the alerts to be delivered to.
Google does not spam.
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b. Ifyou select feed, new items will be placed in your RSS reader on an
“As It Happens” basis. (RSS readers are expained on the next page.)
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RSS Feeds: What They Are and How To Use Them

RSS stands for “Really Simple Syndication.” It allows a user to read a compilation of
content from frequently updated online works (community discussions, blogs,
Twitter searches) in one central online location, in real time.

The symbol for an RSS feed is a bright orange square with a circle and two curved
lines:

7
This symbol means that an RSS feed is available for the web page in
question. If you click on it, you can add it to your RSS reader,
| ’ allowing you to read it at your leisure, rather than having to go to
the specific website.
What's an RSS reader?

An RSS reader is a piece of software, either on the web or on your desktop, that
compiles all your feeds in one place. The most popular and convenient of these is
Google Reader (www.google.com/reader). Other popular readers are Pageflakes
(www.Pageflakes.com) and Bloglines (www.bloglines.com).

Setting Up Google Reader
1. Go to the Google Reader website: http://www.google.com/reader
2. Ifyou have a Google account, sign in now. If you do not have a Google
account, click on the blue “Create an account” button. Setting up a Google
account is quick, easy and free. Once you are done, return to
http://www.google.com/reader and log in.

Now, as long as you are logged in to Google, you will be able to automatically add a
subscription to Google Reader.
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Adding a Blog to Google Reader
1. Go to the blog site.
2. Click on the RSS icon.
3. You may be presented with a page that looks like this:

FeedBurner makes it easy to receive content updates

: ) i 1
in My Yahoo!, Newsgator, Bloglines, and other news Subscribe Now!
readers. ...with web-based news readers. Click your choice below:
Learn more about syndication and FeedBurner... X My Swioor | newsgotor | |l myAOL |
2 rolio OEI Bloglines | £ netvibes
A message from this feed's publisher: This is an XML ~
i owed | & Pageflakes
content feed. It is intended to be viewed in a ;
newsreader or syndicated to another site, subject to _with other readers:

copyright and fair use. [ {Choose Your Reader) LG-;

E Get Mashable! delivered by email

[ View Feed XML

If you see this window, click on the Google button. You will then see a page
offering to add the feed to your Google Reader:

Google offers two different ways to keep up-to-date with your favorite sites:

Your Google homepage brings together Google Google Reader makes it easy to keep up with the
functionality and content from across the web, on a latest content from a large number of sites, all on a
single page. single reading list.
Add to Google homepage or Add to Google Reader
Sample Sample
Caogf Saarch | T Paming Ly | " [

Click on “Add to Google Reader.” You will now see the blog in your Google
Reader page.

GO\ )gle Reader All items - || Search

Add a subscription Mashable! » Show: Expanded - List
Home

All items (10)
Starred items 3.7 You have subscribed to "Mashable!."

= Your stuff m
) you view items in your reading list, they will be automatically marked as read as you scroll down
(7 Shared items As iew it i ding list. th ill b tomaticall ked d oll d
- (when in the "Expanded" view). If you'd prefer to disable this feature, you can turn it off
“ Notes in Settings. Dismiss

Trends

Show: 10 new items - all items | Mark all as read | | Refresh | | Feed settings... - show details

Browse for stuff o )
Facebook Lets You Open Your Profile to Everyone " 12:34 PM (9 minutes ago)

Your shared items will be visible to your
by Adam Ostrow

Google Friends. Learn More

Start sharing Continuing its effort to become a more open social networking site, Facebook is ]
o introducing a new privacy (or lack thereof) option that lets you make your entire _
Subscriptions profile viewable to everyone. faCEbOOk ft

- Mashable! (10
10 Previously, Facebook let you open up different elements of your profile as far as the networks you belang
4 to, meaning everyone in your designated region, school, or employer. Now, you can make your profile,
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Subscribing To a Twitter Search in Google Reader

1. Go to http://search.twitter.com.
Type in your search term.
3. Hit the return button on your keyboard, or click the Search button on the
screen.
4. You will see all the Tweets people have made about your search term.
a. You can refine your search term by using quotes and the “-“ symbol as
discussed in the “How to Configure a Google Alert” section.
b. You can limit the Tweets shown to English-language only by selecting
English under “Show tweets written in.”
5. In the upper right-hand corner of the page, you will see the orange RSS logo
followed by the link “Feed for this query.” Click on the link.
6. Click on the “Add to Google Reader” button. The Twitter feed will now appear
in your RSS reader in real(ish) time (there is frequently a lag of 30 minutes or
S0).

N

Once you have subscribed to a number of feeds, you can place them in folders in
order to better organize them.

Gougle Reader All items - || Seareh

B3 Add a subscription Twitter Show: Expanded - Lit

All items (1000+)
Friends' shared items

Show: 1000+ new items - all items | Mark all as read | | Refresh | Folder settings... ~

Subscriptions

® [ Email Marketing (8) . seattle trip on hold. entertaining alternative 11:20 AM (1 hour ago)
= [Z'Monterey County (229) suggestions. big sur? yosemite? reno?

- Blog Monterey (4) from "big sur" - Twitter Search by sarahsesiak (Sarah Sosiak)

2! Chowhound's Latest » ... (203) seattle trip on hold. entertaining alternative suggestions. big sur? yosemite? reno?

2l Media Gallery XML Feed
2 Peninsula Foodnews (4)

Add star Share Share with note Email Keep unread Edit tags: Twitter

2l TripAdvisor Forums - ... (18)
7 sEO (5)
[ Twitter (1000+)
< "big sur” - Twitter S... (104)
2l "pebble beach” - Twit... (46) 4
2! carmel - Twitter Search (433)
2 monterey - Twitter Se... (472)

@chwright3 I've found 2 B&Bs/Inns in the US that do  11:20 AM {1 hour ago)
good tea - one in San Francisco, the other Big Sur, Ca - everywhere
else is a disaster.

from "big sur" - Twitter Search by alan_chambers (Alan Chambers)

@chwright3 I've found 2 B&Bs/Inns in the US that do good tea - ane in San Francisco, the other Big Sur,
Ca - everywhere else is a disaster.

2 "pacific grove" - Twi... (22) Add star Share “i|Share with note Ema Keep unreac Edit tags: Twitter

2 "del rey oaks" - Twit... (2)

2 "moss landing™ - Twit... (3) SCUBABoard: First time diving Monterey - Cypress on 11:05 AM (1 hour ago)
2l "salinas™ - Twitter S... (104) 3/22: All, I'll be diving Monterey for the first.. http://tinyurl.com

2l "sand city" - Twitter... (3) ;dbdgqr
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Facebook Accounts

It’s free to sign up for Facebook. Facebook only allows one profile per email address.
Facebook does not allow page creation without a Facebook account.

There are two kinds of Facebook accounts. Both accounts allow you to create
Facebook Business Pages. Choose wisely, because you cannot convert from one type
of Facebook account to the other.

Personal Accounts

The standard Facebook account is a Personal Account. This is a profile that carries
as much or as little information about you as you choose. You can also hide your
information from search, so no one will be able to see you.

A Facebook Personal Account allows you to maintain your Business Page and place
ads. You can also look at user profiles (if they give you permission), look at content
on other Pages, and otherwise use Facebook as much (or as little) as you want.
Personal Accounts provide a user with the most flexibility, and are recommended.

Facebook personal accounts are created before you create your Business Page.
Business Accounts

Facebook Business Accounts only allow you to maintain a Business Page and place
ads for that page. You cannot look at the profiles of your fans, look at other Business
Pages, or do any of the many things Facebook allows a Personal Account to do.
These limitations can create obstacles to using a page for your business.

If you prefer to create a Facebook Business Account, you will create it as you are
creating your page.
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How to Sign Up for a Facebook Personal Account

1. Go to http://www.facebook.com
2. You should see a screen that looks like this:

facebook

s

Sign Up
It's free and anyone can join

Facebook helps you connect and share with
the people in your life.

)r_)\‘ First Namei
& g & & & Last Name:

Q Your Email:

New Password:

& : 1am: [ select sex: 5]
i_ & & Birthday: [ Month: I-H[ Day: I-G-q[ Year: I-H

‘Why do | need to provide this?

Create a Page for a celebrity, band or business.

Figure 1. Facebook signup screen

If you see a screen that looks more like this:
faCEhnnk Home Profile Friends Inbox (29 Nicole Gustas  Settings  Logout Q

1 event invitation
[E] News Feed F4 Dawn Carman Murphy Is VERY happy that | slept REALLY well Hide @ 1 o christmas tree request
Photos = L~ last night. Now I'm back at Dylan's school for another day of & 2 myheart requests
bookfair fun. ;o) have a great day everybody!
#1 Links 12 minutes ago via Mobile Web - Comment - Like Suggestions See All

iF] not-close-persona . ) )
&) Tara Facchiano likes this.

iF] personal
g Denise Gustafson Yeah! Book fair sounds fun!
1] work 10 minutes ago
More _a CeCelia Binari you too
‘t_r 8 minutes ago

Write a comment

. Joshua Diamond doesn't feel like doing ANY of the things that
make him ready for the day.....so he's not going to
13 minutes ago - Comment - Like

Michelle McGrath attended a board meeting to finalize the
H details of restoring a Messiah Sing in Plymouth 12/20. Details to

follow soon!

53 minutes ago - Comment - Like

Figure 2. Facebook user landing page

Elliot Cook *®
a 17 people are mutual friends.
-!}:l, Add as Friend
Carolyn Lake x
% Help her find her friends
L J;p Suggest Friends for Her

Sponsored

Raise your hand X
Chase is donating §5
million to charities in
your community, and
you help decide where it
goes. Vote now!

& Like

it means that someone is already logged in using your computer. Click on the
“Logout” button in the upper right hand corner to get back to the screen

showed in Figure 1.
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http://www.facebook.com/

3. Inthe “Sign Up” area, enter your first name, last name, email, password, sex,
and birth date.

4. Click the green “Sign Up” button.

5. Facebook will then present you with a security check that looks something
like this:

Sign Up
It's free and anyone can join

Security Check
Enter both words below, separated by a space

i the words below? Try different words or an audio captcha

3,1,% the

Text in the box

< Back

By clicking Sign Up, you are indicating that you have read and agree to the Terms of Use
and Privacy Policy,

Figure 3. Facebook security check

This is to prevent computers from auto-creating account. Computers can'’t
read the words “sunset” and “the” in the white box, but humans usually can.
The words that appear for you will be different than the ones in the above
example. Type in the two words and click “Sign Up.”
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6. Facebook will now give you the opportunity to find friends that have already
created Facebook accounts. You will see the following window:

Profile Friends Inbox Share Jackson  Settings

Step 1 Step 2 Step 3
Find Friends Profile Information Profile Picture

Are your friends already on Facebook?

Many of your friends may already be here. Searching your email account is the
fastest way to find your friends on Facebook.

Logout

Your Email: | taffygrrl@gmail.com

Email Password:

B Facebook will not store your password. Learn More,

Skip this step

Figure 4. Find friends on Facebook

When you enter your email password, you are giving Facebook a one-time
opportunity to look at your email address book. It will cross-reference those
email addresses with the email addresses of users that are already on
Facebook. Facebook will then show you a list of people in your address book
that are already on Facebook, and you can choose whether or not to make
them your “Facebook friend.”

If you do not want to allow Facebook to see your address book, click “Skip
this step” in the lower right-hand corner.

You will note that Facebook makes the “Skip this step” item a little hard to
find. That's because it’s in their best interest for you to link to as many people
as possible when you start. The more people you are connected to, the more
likely you are to use the site.

7. Next, Facebook will ask you for demographic information such as your high
school, your college, and the company you work for. Facebook will then use
this information to present you with more potential friends - for example,
users who graduated from your high school the same year as you did.
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Step 1 Step 2 Step 3
Find Friends Profile Information Profile Picture

Fill out your Profile Info
This information will help you find your friends on Facebook.

High School: | Class Year: B‘
College / University: | Class Year: B‘

Company:

1 Back AN Save & Continue

Figure 5. Profile Info screen

If you prefer not to give Facebook this information (or if you really didn’t like
anyone you went to high school with), click on the extremely small “Skip”
word to the left of the large “Save and Continue” button.

8. Facebook will now ask for a photo. If you have a photo of yourself on your
computer that you'd like to use, click on “Upload a Photo,” and then click on
“Choose File.” This will bring up a window that will allow you to browse
through your computer’s files to find a picture of yourself.

If you choose not to put up a photo of yourself, click the small “Skip” to the
left of the large “Save and Continue” button.

9. If, in the previous steps, you have selected any friends, you will now see a
page that shows your friends’ status updates. If you have not, Facebook will
provide links to find people you know, and to edit your profile to help your
friends find you.
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Become the Invisible Man (or Woman): Facebook Security

Settings

Facebook has robust security settings which which you can allow the world to see as
much - or as little - of you as you prefer. With Facebook’s security settings, you can

make yourself almost entirely invisible. Here’s how.

1. Click on the Account button on the top

wall  Info Photos Notes +

bar of Facebook.

Bookmarks v

Profile

Home Account ¥

What's on your mind?

Figure 6: Facebook navigation bar, with Account button circled.

3. On the drop
facebook &31 Find People and Mare

Nicole Gustas | have achieved Inbox = 0. on Sunday clear

wall  Info Photos Notes +

-down menu that appears, click on the item “Privacy Settin

Bookmarks ~

What's on your mind?

Attach: em & -

View Photos of Me (24)

View Videos of Me (1} %:L‘ Nicole became a fan of Chef Todd Fisher. . Comment - Like
Edit My Profile 9 Nicole likes Rochelle Myers's post.

R P —
Privacy Settings >

Create an Ad

Taxpayers Rightto x

S"

Home Profile QETSSITLISES

Nicole Gustas
|

Edit Friends
Configure Facebook Fixer

Account Settings

Application Settings

Help Center

Logout

Vaoting is an American

Figure 7: Facebook account management menu, with “Privacy Settings” circled.
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4. You now have access to the Privacy Control Panel.

Find People and More

Privacy Settings

Profile Information
Control who can see your profile and who can post to your Wall

E Contact Information
Control who can contact you on Facebook and see your contact information and email

[E)gs  Applications and Websites

Q@ Control what information is available to Facebook-enhanced applications and websites

Search
Control who can see your search result on Facebook and in search engines

Block List
Control who can interact with you on Facebook

Figure 8: The Facebook privacy control panel.
5. In the Privacy control panel, click “Search.”
6. This panel allows you to control to whom you appear in Search.

a. Facebook Search Results allows you to control who can find you in
Search.

i. Everyone means that any Facebook user can find you.

ii. Friends of Friends means that both your friends and their
friends will see you if they type your name into Search, but no
one else will.

iii. Only Friends means that only people who you designate as
friends will be able to find you in Search.

b. Public Search Results: if the box is checked, your Facebook page will
appear in Google, Yahoo!, Bing and other search engines. Facebook
has very good search rank, so it will probably appear on the first page
of search results.

7. When you are done, click “Save Changes.”

For more specific control of what various groups of users can and cannot see on
your profile, select “Profile Information” and “Contact Information” in the Privacy
control panel. To prevent specific people from contacting or finding you, click on
“Block List.”

Nicole Gustas (nicole@mccvb.org)
Monterey County Convention and Visitors Bureau
http://www.SeeMonterey.com



Creating a Business Page in Facebook

Businesses have a separate type of page than people. While a Personal Account can
only have 5,000 friends, a Business Page can have an unlimited number of fans.

In general, Facebook’s page creation setup is very intuitive. However, there are a
couple of sticking points that can cause a large hassle down the line. These steps are
highlighted below.

1. Search the word “Facebook page” in Google. (There are ways to find the
interface in Facebook, but this is much easier.) One of the first results should
say “Create a Page | Facebook.” Click on this result.

GO ( Jg[e facebook page Search | Advanced Search

Web [ Show options... Results 1 - 10 of about 476,000,000 for facebook page. (0.13 seconds)
News results for facebook page Sponsored Links
Clive Barker's DREAD Facebook Page Is Live! - 21 hours ago I t F book P
ﬂ Be sure and hit up the fan page and follow Dread on Facebook! Here's the one sheet for yall. reate _a aceboo age
s Start talking to your customers

Synopsis: Stephen and Cheryl are college students making a ... g
GeekTyrant (blog) - 7 related articles » on Facebook in a few easy steps.

Market Your E-Biz: Build A Facebook Page - ECommerce-Guide - 12 related arficles » www.Facebook com/Pages
http:ifa.ok facebook com/cm/ck/9998-7466 . E 3

Create a Page | Facebook - 4 visits - Oct 14 .
By clicking the "Creale Page" button, you represent that you are an official ... Please create a Custom FBook Page Design
Facebook Group to establish an unofficial "fan page" ... Drive user engagement & grow a
www.facebook.com/pages/create.php - Cached - Similar - fan base with FBook Page design.

www.AdvMediaProductions.com
Pages | Facebook

A Facebook Page is a public profile that enables you to share your business ...
www.facebook.com/advertising/?pages See your ad here »

http:/hwww advmediaproductions.com/socia E 8

Welcome o Facebook! | Facebook
Create a Page for a celebrity, band or business. ...
www.facebook.com/

More

esults from facebook.com »

Figure 8: The Google search results for the term “Facebook page.” The most
useful result is circled in red.

2. The next page allows you to choose your page category. Once you select your
page category, you cannot change it, so consider carefully before you do it!
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Create New Facebook Page

Category:

* Local:
Hotel / Lodging d|

() Brand, Product, or Organization

() Artist, Band, or Public Figure

Name of Page:

Chateau Rainey

| Do not make Page publicly visible at this time. {You will be able to edit and publish later.)

By clicking the "Create Page” button, you represent that you are an official representative of the business, organization,
entity or person that is the subject of the Facebook Page and have the necessary rights to create and maintain the Page.

Figure 9: Creating a new Facebook page.

a. The larger categories “Local,” “Brand, Product or Organization” and

“Artist, Band or Public Figure” each have slightly different templates.
i. Sub-categories under “Local” will allow you to provide your
Address, Phone, and Hours in the information section.

ii. Sub-categories under “Brand, Product or Organization” do not
have an area for Address, Phone or Hours - they are geared
toward an overview of a nationwide business.

iii. In general, sub-categories under the “Local” category are
probably preferable for CVB members.

b. “Hotel/Lodging” appears under both “Local” and “Brand, Product or
Organization.”

c. “Restaurant” appears only under “Local.” Restaurants could also be
categorized under “Food and Beverage” in “Brand, Product or
Organization”

d. Since users generally search for a business or brand by name, the
category is most important in the way it affects the information you
can put on a page.

The name of your page should be the name of your business.

4. Beneath “Name of Page,” check the box labeled “Do not make Page publicly
visible at this time.” This will allow you to perfect your Page before you
reveal it to the world!

w
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5. Once you are done, click the “Create Page” button. Your initial page will look
something like this:

fal:ehnﬂk Home Profile Friends Inbox (28 Micole Gustas  Settings  Logout

Your Page has been created.
To get started, upload a picture and edit information.

Chateau Rainey | % Become a Fan

wall Info +

& Edit Information Create an Ad

No More Shaving

Edit Page
Activate Mobile Status Updates

Promote with a Fan Box

Add to My Page's Favorites :
American Laser Centers
are giving away 53,000 in

Write something about Chateau free laser hair remaval
Rainey. treatments to Women over
35. Enter to win now

Y Like

Count on your
Create a Page for My Business degree.

o

Figure 10: A newly-created Facebook page

Enhance your page

6. To make your page more inviting, add information to it. Start by clicking on
the words “Edit Information” that are below and to the right of your business
name.

7. Under “Basic Info,” add basic information on your business, such as your
hours, your address and your phone number. Then click “Save Changes.”

8. The “Detailed Info” area will open up. In this area, you can add your website
address as well as parking information and information on public transit to
your business (if desired). Then click “Save Changes.”

9. Once you are done, click “Done Editing.” You'll now see your information as a
user would see it. To change it, click the “Edit Information” button again.

10. To add a photo, hover your mouse cursor over the large gray question mark
on the left hand side of the page. The words “Change Picture” will appear.
Click on them to upload a photo from your computer.
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Facebook Page Settings

Just like your personal Facebook account, you can limit what people can do on your
Facebook business page.

1. Just below your Facebook picture, click “Edit Page.”

2. Under “Settings,” click “Edit.”

a. Country restrictions allows you to restrict viewing of your page to
people in certain countries.

b. Age restrictions allows you to limit the ability of people under a
certain age to view your page. If you are a winery, you will want to
select “Alcohol-Related,” which will set the minimum age based on the
drinking age in the country of origin of the user.

c. Published status allows you to select whether or not the page is
viewable to the world. You may not be ready for this yet - if not, just
remember where it is for later.

3. Once you are done, click “Save Changes.”
4. Wall settings allow you to control who can post to your page. The “wall” is
what users usually first see when they come to your page.

a. Only posts by page means that users will by default only see the
things you post.

b. Posts by page and fans means that users will see both your posts and
your fans posts intermingled, sorted by date.

c. Defaultlanding tab for everyone else allows you to choose what the
first tab is that people will see when they come to your Page.

d. Fan Permissions allows you to choose whether or not fans can post
to your wall, and what they can post. The temptation is to prevent
fans from posting to your page, because you cannot control their
message. However, fans expect to be allowed to post things to your
page. If you don’t let them, they will feel that you don’t have any
interest in them or what they have to say. If you don’t want to allow
fans to post anything to your page, you may want to consider whether
a Facebook Page is appropriate for your business.
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