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Making the Group

‘ref=wizard&_req=d

m e -

sea sten
# Eatprone

Welcome to Facebook, Bea

FAVOURITES ) Search your email for friends already on Facebook
(=) News Feed M Peaple on Facebook find an average of 20 friends and family using the

On the rlght ha nd s|de of your screen there W|” be a K3 welcome Facebook Friend Finder. Have you found all of your friends? Try it

¥ Messages
Events

section devoted to groups. Click on the button Create

Group B cames B Facebook wor save yourpassword

4D Onthis Day

Your Email

[2] Fina Friends

- Q Get to know your privacy settings

& Prowos You control how you share your st with peosle
" SuggestEdits and apps on Facebook.

© Pokes Take a Privacy Tour

PAGES

[E] Pages feed
[=] Like Pages
Create Page

Who should see thi

GROUPS
@ Discover Groups
© create group

® EOE ~ AL Friend

Anyone on or off FacSh

v A Friends

(5] Create Event
) Upload a profile picture

The name of the group is flexible; we
suggest Somerville [Matric Year].

Create New Group

[ Greate a snared groupfor you and some o your riends.

Do not add members at this point; there
will be a launch date for the group when

Members

S —— we start adding members to it.

You must make the privacy of the group
Closed—this will ensure that the group

can be found by non-members, and they
will be able to request to join the group,
but the posts will be private.

Do not add any members to the group
without their prior permission.

Impleat Orbem

Choose an icon

Pick the Motar Board Icon
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To edit the group
settings click on the
button with three dots
(as shown) and select
Edit Group Settings.

uptna Pt
Impleat Orbem

Add people

Discussion Members Evenis Photos Files Search this gro
Manage Group
# Write Post  [8] Add Photoivideo @ Create poll | [ More ADD MEMBERS Editgroup settings

+ Enter name or email addres:

Add to Favourites

Write something....
MEMBERS

?
RECENT ACTIVITY
el
r—| Bea Sten )
% mine DESCRIPTION Edit

We highly recommend you make the Group Type ‘School or Class’, and select the option ‘Any member can add

Create New Group

members, but an admin or a moderator must approve them’.

Don’t forget to click save once you have chosen the options you would like!

If you are ever unsure if someone requesting to join the group is an alum of Somerville, do contact the
Development Office who will be happy to help!

Impleat Orbem

@ Closed group /> Share |+ Notifications = +++

Discussion Members Events Photos Files Search this group Q

Group name @ v  Impleat Orbem

Group Type o+ Pick a Group Type

Group types help people see what the group is about.

Privacy Closed group. Anyone can find the group and see who's in it. ©nly members can see posts.
Change Privacy Settings

Groups with fewer than 5,000 members can change the group privacy settings at any time. Learn more

Membership Approval ) Any member can add or approve members.
® Any member can add members, butan admin or a moderator must approve them.,

Web and Email Customise your group’s contact info so you can create posts via email or quickly share a link to your group.

Address Customise Address

Description

A

Potential members see the description if privacy is set to public or closed.

Tags |Write up to 5 tags (e.g. football)

Tags help people find groups that they might be interested in joining. You can change these at any time. Learn more

Posting permissions @ Members, moderators and admins can post to the group.
() Only admins can postto the group.

Post Approval [ZJ All group posts must be approved by an admin or a moderator.



Personalising the Group

Bea Sten
& EditProfile
FAVOURITES
= News Feed
Ii Welcome
l@ Messages
Events

APPS
1 Live Video

E Games

43 Onthis Day
4| Find Friends
ad| Photos

+" Suggest Edits

G Pokes

GROUPS

& Impleat Orbem
@ Discaver Groups

o Create group
PAGES
Pages feed
Like Pages
Create Page

EVENTS
[¥] create Event

Impleat Orbem

Impleat Orbem

E Closed group

RECENT ACTIVITY

Bea Sten created the group.
3 mins

ifr Like W Comment

Write a comment...

Upioad Photo Choose Photo «

. Bea Home FHindFriends

# Share =+ Notifications | e+

Search this group Q

ADD MEMBERS

+ Enter name or email address

MEMBERS 2 members

DESCRIPTION

Add a description
Tell people what this group is about
TAGS Add Tags
Add a few descriptive keywords.

CREATE NEW GROUPS

Groups make it easier than ever Creat

to share with friends, family and
teammates.

You can add a short description about what the group is for: A group for alumni of Somerville College

who matriculated in 2054 to share news and hear about upcoming events’. Also, make sure to in-

clude a link to the Somerville website, Facebook page, twitter account and Instagram.

The tags make it easier for people to search for the group. Useful tags are Somerville, your matric
year, and other key words you may think of.

Choose a cover photo; ideally a matriculation photo, or a photo from a Gaudy/Reunion. If you do not
have one of these, the Development Office may do!

Bea Sten
# EditProfile
FAVOURITES
= News Feed
K1 weicome
= Messages
Events
GROUPS
@ Impleat Orbem
© create group
@ Discover Groups
APPS
a4 Live Video
B8 Games
4D On this Day
" Suggest Edits
© Pokes
4| Photos
] Find Friends
PAGES
= Pages feed
®| Like Pages
+| Create Page

EVENTS
[¥] create Event

Impleat Orbem Q
- o

>
)

Impleat:Orbem
@ Closed group

Discussion Members Events Photos

# Write Post  [8] Add PhotoVideo @@ Create poll

Write something

RECENT ACTIVITY

Bea Sten updated the group photo

3 mins

Files

B8 wore

Search this group Q

ADD MEMBERS

+ Enter name or email address

MEMBERS 2 members

DESCRIPTION Edit
www.some.ox.ac.uk

https:/Aww.facebook.com/SomervilleOxford/

https/fwitter.com/SomervilleOx

TAGS Edit
Somerville, Oxford



Using the Group

Before launching the Facebook group, we strongly suggest making an initial post; you could even upload relevant
photos from a recent event to the group!

ITES
Is Feed v
sages . Use the white tabs near the top of the
nts - B '-"‘Jt"l/ 4/.’:(A 1 .
; ImpleatORRT . homepage to navigate through the
leat Orbem fad .
o @ Glosed'group group; you can make a post, look at
gleitEine Discussion Members Events Photos Files the mem berS Of the grOU p, or Upload
Yideo # Write Post 8] Add Photo/Video ~ § Create poll ADD MEMBERS phOtos or ﬁles
es Ente e
his Day Write sometr =
gest Edits
Alternatively you can upload files § (S re
. a2 2 i €ma RIOR
or create photo albums using the TP Y
f? & £ ol \ f ’n
More section on the homepage as Al )y O
Impleat Orbem
shown. am & Closet group

For eXampIe you could upload a - Discussion  Members ~ Events  Photos  Files
’ —_—
Save the Date, an event |t|nera ryl # Write Post  [8] Add Photovideo @ Create poll B More ‘: MEMBE
or even a list of missing alumi. For ‘.f:iij:‘“"‘"“ T

RECENT ACTIVITY |\Zl] Create Photo Album

E) Create Doc

more information on doing this,
. Bea Sten upda grg : i y
see the FAQ section. . [E] create Event 10N Edit

Www.some.ox.ac.uk

hitps:/Mww.facebook.com/SomervilleOxford/

https:/Awitter.com/SomervilleOx

K1 weicome

&) Messages !

(] Events - YU
fA )

GROUPS Impleat Orbem

& Impleat Orbem
© Create group
(@ Discover Groups

& Ciosed group

Discussion Members Events Photos Files Search this grour Q

APPS
3 Live Video

B8 Games

40 On this Day Write something
+ Suggest Edits

© Pokes RECENT ACTVITY

# Write Post  [8] Add Photoideo (@ Create poll [ More

ad| Photos

Bea Sten updated the group photo
57 mins RIPTION Edit
) ) ww.some.0x ac.uk

Find Friends

i farahank FnmiSamandllarivined

To add a member to the group you can type their name into the box shown above. Note that you must have at
least one mutual Facebook friend with the person you are trying to add; if you do not, the settings of the group
should allow someone who is a friend with the alum to add them to the group, pending your (or another admins)

approval.



10.

Frequently Asked Questions

| accidentally invited the wrong person to be a member of the group: how do | delete the invitation?
How do | delete a member of the group?

How do | approve member requests?

How do | make a post?

How do | upload a file?

How do | start a poll?

How do | upload a new photo album?

How do | edit/delete a post?

How do | change the cover photo?

How to make a member of a group an admin



1. | accidentally invited the wrong person to be a member of the group: how do | delete the invitation?

J

7

Y ™ W ul_ /
I ,,',—. AL (1 vy '.',"M)\ A -, \Q"I/

14

Impleat'Orbem 1 X
Discussion Members Events Photos Files
# Write Post  [8] Add PhotoVideo @ Createpoll [ More ADD MEMBERS If you realise straight away, click
+ Enter name or & .
[ iz ook nas been aaaea.unco | undo as shown.
MEMBER members
RECENT ACTIVITY R [T, T,T]
NS,
Bea Sten e 0 p: Impleat Orbem to "Sc L IANES
i ("]("«'l"" "“'/V', ]
E “ | ," 'q/,"!, 4 “g\ ).JU ~ -, (\/} /
Impleat'Orbem . .
Discussion Events Photos Files
# Wiite Post  [8] Add Photovideo @ Createpoll [ More +7:: MBERS |f nOt, or |f thIS button doesn,t appear, C“Ck
i on the Members tab in the navigation bar.
HF xt

T LT , g vy /
Impleat'Orbem

'
@ Closed group A Share =+ Notifications | «++

Discussion Members Events Photos Files

Members 3 Admin| bcked Default v + Add embe Then SeleCt lanited'

“= Brigitte Stenhouse
% University of Oxford EeY

Bea Sten

T*T*T Liz Cooke
* * 1‘ Sj;cgr::",!eocoiegzmeh\ e Association af G
2 2
AT 2 J Ll NP L! : Click the small cross in the top right hand

AT ' corner of the invitation, as shown. (If the
invitation has already been accepted and

Discussion Members Events Photos Files
the Facebook user is now a member of
Members 3 Admins 1 Invited 1 Blocked 0 Default v + Add
. D the group, see How do | delete a mem-
Heather Weightman

- A ber of the group? On Page 7)

e A small pop up will appear, in which you
should select ‘Remove Invitation’.



2.How do | delete a member of the group?
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Discussion Members Events Photos Files

# write Post  [8] Add Photovideo @ Create poll [ More '+7 AEMBE From the homepage, Se|eCt the Members
3 members Tab.

:)r
Iz

4

Impleat'Orbem

M

BE)

Impleat' Orbem ;

("
@ Closed group \ A Share  + Notifications | +++

Discussion Members Events Photos Files

Find the account which you wish to

Members 3 Admins 1 Blocked Default v + Add .
- : delete; there is a search tab on the

- orgite stennouse top right hand side which says ‘Find a

Bea Sten University of Oxford 3

Member’.

.r*T T Liz Cooke
Secretary to the Somerville Association at oY
'f' * ’r Somenville College

ofo

SR T «'mn“_ —( ‘
SNk 1‘”'\_" ‘TL Y / Select the small cog next

2 11
l’/,l'/' /

Impleat'Orbem , 3
5 i to the person whom you

wish to remove. Then

Discussion Members Events Photos Files
choose ‘Remove from
Members 3 Admins 1 Blocked 0 Default v + Add G roupl
Bea sten ittt tpor o gy o A small pop up should
oY ® Joine

Bea Sten about 2 weeks ago appear; select ‘Confirm’.

.r*.r*’r Liz Cooke

Secretary to the Somerville Association 3 &
't' * ‘t‘ Somerville College

‘f' 7 I T Make Admin

Make Moderator

Remove from Group




3. How do | approve a Member request?

AT LETUY ¢ : 2 i l,

Impleat Orberm’ :

@ Closed group » Share  + Notifications | -

| Add people

Discussion Members Events Photos Files
Send Message

# Write Post  [8] Add PhotoVideo @ Create poll B More ADL Manage Group

+ Enter name or em esy Editgroup settings

-

,{ KT*T*‘I’ Add to Favourites
e m a, \ : Y Create New Group

RIPTION Edit

7

On the main page, click the button with three dots as shown, and then select ‘Manage Group’.

L 2.9 98 sa 8
-{7.1'/71;?‘(‘
P A1 ¥ £
y b . ¥ ) o
V(e }”A"’f‘ 1 @
.

Impleat'Orbem
@ Closed group

Discussion Members Events Photos Files Se Q

I Member Requests 1 Member Requests Approve All  Decline All
Reported to Admin

Requests Flagged (0) Sortby = Most Recent v

Reported to Facebook

T I§ Heather Weightman % Decline kmock
Joined Facebook on 25 September 2007
Member of 13 groups

1 mutual friend

® Annual Fund and Alumni Relations Officer at Somerville College
Wolseley (building materials company)

If the Member Requests are not shown automatically, click ‘Member Requests’ on the left hand side.

Then you can approve or decline an individual member request using the buttons shown on the right hand side.
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4. How do | make a post?

Firstly, ensure you are on

i . PIAE U E , ) N "A 3
TS O IR A - k. 2y the main page by clicking on
Impleat Orbem . .
& Closet groth the name of your group, in

Discussion Members Events Photos Files arch ro Q thIS case Ilmpleat Orbem’.

# Write Post  [8] Add PhotoVideo @ Create poll B More

MEMB! T o

ENT A mTY L“a k***j
.\ T
ESCRIPTION

3 members

Bea Sten anged I Impleat Orbem
Edit

{ LA = 7 y i ,
meleat Orbem - \ You make a post simply by entering what you
@ Closed group

would like to say in the text box underneath
Discussion IMembers Events Photos Files =t “Write Post’. (If you would like to link to an

& Add Photo/Video 0 Create poll & More

For anyone who wants to read more about Mary Somerville, follow this link!
nttps:f.fen.\.'.-'lklpeula.org.n.'.-'lkl.fmary_SomerV|IIe|

article as shown, simply copy and paste the

url into the text box).

L‘ E If you would like to tag relevant people in the
A
ﬁ ) post use the small button at the bottom that

ﬂll Z Mary Somerville - Wikipedia, the i
THE CONNEXION free encyclopedia prseon looks like a head and shoulders next to a plus
Mary Fairfax Somerville (26 December 1780 — 29 T sign
THE PHYSICAL SCIENCES, November 1872) was a Scottish science writer and https:ifaaw.face :
polymath. She studied mathematics and astronomy,
and was nominated to be jointly the first female ntipstwiterco . YOU may also add a location by USing the third

member of the Royal Astronomical Saciety at the

YES SOMERVILLE

croverwee  button along at the bottom.

Schoal or class

MKIPEDIA ORG TAGS

LOXDOM
OIS WIRELT, ALBEMARLE STAXKE

See more

Once the post is ready, click the blue ‘Post’

& © ¢ T R GROUPCHATS | \tbon

RECENT ACTIVITY

L Ctart Mo

Bea Sten with Brigitte Stenhouse at @ Somerville College

For anyone who wants to read more about Mary Somerville, follow this link!

Mary Somerville - Wikipedia, the

free encyclopedia

Mary Fairfax Somerville (26 December 1780 - 29 L.

THE PHYSICAL SCIENCES, November 1872) was a Scottish science writer and A finished Post.
polymath. She studied mathematics and astronomy,

and was nominated to be jointly the first female

member of the Royal Astronomical Socisty atthe

THE CONNEXION

MR SOMERVILLE

LONION
101X WUEEAT, ALSEMAKLE STEXKY

R ———

Like W Comment Share

11



5. How do | upload a file?

@ Closed group

Discussion Members Events Photos Files Search this group
# Write Post (o] Add Pho@\Video 0 Create poll &= More
e g L3 Sell Something
3 members
£ Add File N
i | Create Photo Album
Bea Sten with Brigitig Ste
88 mine - Crfrd =] Create Doc
[E create Event Edit
For anyone who wants to refjd m . : w thes link!
T htt facebook 5 lleCxford
r . . 7.0 . s:fwww facel kK comiSomervilleOxford/!
Mary Somerville - Wikipedia, the hiips:iany facebook comiSomendlleOxtor
THE CONNEXION f N l d
ree encyclopedia hitps:ifwitter.com/SamervilleOx
Mary Fairfax Somerville (26 December 1780 — 29
THE PHYSICAL SCIENCES, November 1872) was a Scottish science writer and GROUP TYPE
polymath. She studied mathematics and astronomy, School or class
and was nominated to be jointly the first female
N oM BV IT Tk member of the Royal Astronomical Society atthe TGS it
AGS d

Uploading a file can be done in the same place as you make a Post.

Select the ‘More’ option, and then select ‘Add File’ as shown above.

Wi AL A
I TR A k”l f

a Closed group # Share =+ Notifications = +++

Discussion Members Events Photos Files
# Write Post  [8] Add PhotoiVideo @ Createpoll [ More ADD MEMBERS
{ H 7
+Ente emai address Select ‘Choose File’.
4 members (1 new
From Your Computer 2,3 From Your Dropbox
Choose File | No File Chosen Choose File = No File Chosen Edit
& o https:/iwww.facebook.com/SomervilleOxford/

httos:/twitter.com/SomervilleOx

Choose the file you would like to upload.
You can also say something about the file you are about to upload so the members of the group know what it is.

Click the blue ‘Post’ button. See below for an example.

i

For all those yet to book, here is the booking form for the S0th Reunion!

Bea Sten upl

WAW

1966 booking form with b&b.pdf hitps

D ortable Document https

Download | Preview | Upload Revision o
- Scho
Like Comment
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6. How do | start a poll?

p ,::J’,"',l, ',,"‘ » "‘ : 3 j/ : (,4 7 ‘:‘".qx }'J\‘_, a5 -L{J kl /

Impleat Orbem

a Closed group A Share =« Notifications = ++-

Discussion Members Events Photos Files Searc S group Q

# Write Post  [8] Add Photo/Video I @ cCreatepot | B More ADD MEMBERS
+ Enter name or email a
‘if? r: T*T*T
1 " + x 1
| +

SCRIPTION Edit

4 members (1 new)

Add Poll Options L J

Creating a poll can be done in the same place as making a post. On the main page click ‘Create Poll’.

# Write Post 2] Add Photo/Video Create poll More .
. 0 ? = To add options for people to

Which date is best for the Reunion Lunch? | vote for, select ‘Add Poll

Options’.

Add Pall Options W Impleat Orbem

# Write Post & Add Photo/Video ﬂ Create poll B More
. . Nhi i [ ?
Once you have mput a” the OpthﬂS you Which date is best for the Reunion Lunch?

would like, simply select the blue ‘Post’

button. 15th October
22nd Cctober
29th October

5th Novemebr

Poll Options ¥ W Impleat Orbem

RECENT ACTIVITY

Bea Sten created a poll

Which date is best for the Reunion Lunch?

29th October m

15th October

29nd October Now any member of the group will be able

5th Novemebr to vote for their preference.

Add an option...

Like W Comment

+~* Seen by 1

13



7. How do | upload a new photo album?

Y veEr 1), {
y 1’ | '_l ‘
Impleat Orbem , - :
& Closeti group Click ‘Add Photo/Video’, and
then select ‘Create Photo/
Discussion Members Events Photos Files Video Album’.
# Write Post 8] Add Photo/Video ) create poll & More ADD MEMI
+enter i If you want to post a single

=< bhoto, select Upload Photos/
"'i Videos.

i
‘
|
!

ME

Upload Photos/Videos Create Photo/Video Album L{a

DESCRIPT

WWW SO
RFCFNT ACTIVITY WWW.som

Select the Photos you would like to upload (to select lots of photos at once, hold down ctrl while clicking each
image, or alternatively, once you have selected the first image hold shift while clicking the last and all images in
between will be selected).

You will then be taken to a page where you can tag the people in each photo, give the photos descriptions, say
where the photos were taken, and give the album a title and description. See below for an example.

When you have finished editing the album, click the blue ‘Post’ button in the bottom right hand corner.

Create album

2015 Gaudy

A Gaudy for those who matriculated between
1990 and 1999,

Somerville College

Tagged in this album

Somerville College X

Options

High quality

- at| Somerville College x - at|Somerville College x —at

— at| Somerville College X - at| Somerville College x —at

14



8. How do | edit/delete a post?

Bea Sten with Brigitte Stenhouse at @ Somervile College

R g

3 hrs - Oxford A Savelink

For anyone who wants to read maore abo
v Turn off notifications for this post

& }Ial'}' Somil Turn off commenting

free encyclt 4 b post

THE COXNEXION

Click on the small downward
Mary Fairfax Sor # Edit Post Lo . X
THE FHYSICAL SCIENCES, MNovember 1872 ° tros pointing arrow in the top right
palymath. She s1 Refresh share attachment
i and was noming
member afthe R

hand side of the post.
¥ Delete Post

MES SOMERVILLE

Then you can Edit or Delete the

- .
W= Startgroup chat post as you would like.

LEEb
AT B LAY, ALNEMAKLE STIXRY

mecccuTia.

Like W Comment = Share

" Seen by 1

9. How do | change the cover photo?

~ /

MY,
VUM,

/ '
, AWy ¥ ol /
YR I T SIS\
/ y ‘ Y [4 " i
Impleat Orbem .

Discussion Members Events Photos Files Search this group Q

# Write Post  [8] Add PhotoVideo @ Createpoll & More ADD MEMBERS
+ Enter

MEMB 4 members (1 new)

EFR

| BN | T
If you hover the mouse over the top right hand side of the photo a ‘Change Group Photo’ button will appear.

If you click it, you will have the options to use a photo from the Group (Group Photos), use a photo from your own
profile (My Photos), or upload a new photo (Upload Photo). You can also reposition or remove the current photo.

15



10. How to make a member of a group an Admin

Select the Members tab on the homepage of the group.

Next search for the member you would like to make an admin, using the ‘Find a Member’ search bar (indicated by the green

box on the right hand side below).

DYt vy
. ./’/"”/)"

Impleat Orbem’

@ Closed group

Events Photos Files

Discussion

Members 9 Admins 1 Blocked O Default « + Add

Brigitte Stenhouse

Bea Sten University of Oxford F o

Impleat Orbem - ‘ ;

@ Closed group

£
. A /I,

Discussion Members Events Photos Files

Members 9 Admins 1 Blocked O Default v + Add

Brigitte Stenhouse
Bea Sten ) University of Oxford Fol
s A 7 o

Make Admin

Make Moderator

Remove from Group

Click the small cog next to the person who you would like to make an admin.

Select ‘Make Admin’

16



Useful Hints and Tips

When you tag Somerville college in posts or comments, make sure you use our official Facebook page,
@SomervilleOxford (our profile picture is currently Maitland).

To make a post more visible you can ‘pin it’ to the top of the page; that way it will be the first post everyone
sees. We suggest doing this when advertising events, for example Gaudies and Reunions. To pin a post click
the small downward facing arrow and then select ‘Pin Post’.

Bea Sten uploaded a file
2 hrs A Save post

For all those yet to book, here is the bool
y Turn off notifications for this post

. . Turn off commenting
1966 booking form with b

D T R e # Pin Post
Download Preview Uplo: X Delete File Ravision

» Delate File
Like W Comment

™ Start group chat

@ Closed group

Discussion Members Events Photos Files

# Write Post ~ [8] Add PhotoVideo @ Create poll & More

MEMBER 4 members (1 new

5 (7,77
R
X

Bea Sten
Edit
some.ox.ac.uk
For all those yet to book, here is the booking form for the 50th Reunion!
https acebook.com/SomervilleOxford/
1966 booking form with b&b.pdf https:/Awitter.com/SomervilleOx
Download Preview Upload Revision S’ckhroo! or c\gss
Edit
See more

Like # Comment
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Like

Post

Share

Tag

URL

Glossary

Any post or photo can be ‘liked’ by clicking the small icon of a thumbs up; this func-
tion can be used to show that you have read or enjoyed a particular post.

A post is a public message.

Any post or photo can be shared from one page to another; for example, if Somer-
ville posts something on its Facebook page that is relevant to your year, you could

You can tag people in photos, posts or comments. This means they will receive a
notification when they have been tagged, if anyone comments on the post/photo,
or if someone replies to the comment they have been tagged in.

An address of a website, eg www.some.ox.ac.uk
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