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. . " . ARCHDIOCESE OF
This document is intended to be a reference for those within the Archdiocese of Denver who DENVER

manage the social media accounts of the various offices, ministries, parishes, and schools within the
archdiocese. While it certainly can be read cover-to-cover, it was designed to give standalone guidance
and best practices for each of the major social media platforms individually. You can skip the sections
that don’t apply to your office, ministry, parish, or school.

This document was designed to be read online or on a computer. As such, there are hyperlinks throughout the document that
you may click to visit the page referenced. If it is more comfortable or preferable for you to print this document and read a hard
copy, we have also included web addresses and keywords to search to make it easier for you to engage the guidance from a
printout.

The Office of Marketing and Communications at the Archdiocese will continue to keep this document updated as the ever-
changing platforms update themselves. In the event that some point of guidance or a best practice or one of the screenshots or
videos becomes out of date, please do not hesitate to let us know by contacting the Mission Support Concierge at
mission.support@archden.org.

Any other questions or concerns can be directed to the Digital Media Specialist at the Archdiocese, whose contact information is
at the bottom of this page and in the footer of each page with guidance/best practices.

Current as of: January 18, 2023

Contact: André Escaleira, Jr.
Digital Media Specialist | Archdiocese of Denver
andre.escaleira@archden.org
(303) 715-3262
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In Jesus’ last words on Earth before he ascended to Heaven, he told his disciples, “Go therefore and ARCHDIOCESE OF
make disciples of all nations” (Matthew 28:19). In the millenia since Jesus’ life, death, resurrection, and DENVER
ascension, the Church has gone out to do just that: make disciples. She has gone to the ends of the

Earth in the likes of St. Thomas, St. James, and St. Francis Xavier. “Just as Christ was sent by the Father,

50 also he sent the apostles, filled with the Holy Spirit” (Sacrosanctum Concilium 6). The missionary
zeal and impulse of the Church has been renowned over centuries, from the apostles to the saints down to our own day.

The Church has entered each and every arena over the centuries to meet God’s children where they are, learning their
language, culture, and customs, and bringing the Gospel, the Good News, to them in a manner they can understand and
accept - always in accord with the Truth. This holy effort stems from the Church’s love for God and God’s love for the Church.
When we have found our beloved, we want naturally to tell others about Him! In the words of the Catechism of the Catholic
Church 850-851,

“The Lord’s missionary mandate is ultimately grounded in the eternal love of the Most Holy Trinity: ‘The Church
on earth is by her nature missionary since, according to the plan of the Father, she has as her origin the mission
of the Son and the Holy Spirit.’ The ultimate purpose of mission is none other than to make men share in the
communion between the Father and the Son in their Spirit of love.

It is from God’s love for all men that the Church in every age receives hoth the obligation and the vigor of
her missionary dynamism, “for the love of Christ urges us on.’ Indeed, God ‘desires all men to be saved and
to come to the knowledge of the truth;’ that is, God wills the salvation of everyone through the knowledge of
the truth. Salvation is found in the truth. Those who obey the prompting of the Spirit of truth are already on
the way of salvation. But the Church, to whom this truth has been entrusted, must go out to meet their desire,
50 as to bring them the truth. Because she believes in God’s universal plan of salvation, the Church must be
missionary.”

The next frontier for this evangelization, this mission from Jesus to make disciples, must be the Internet - and social media
specifically. If the Church must be where people are in order to proclaim the light, life, and truth of the Gospel, then social
media is no exception. Social media is a powerful tool that can be used to invite others into conversation, encounter, and
conversion.

0f course, the goal of evangelization is encounter and an abiding with Jesus, which is certainly difficult, if it is possible at all,

solely through social media. Encounter is always between persons and is often most effective in person. Social media should

not replace in-person evangelization efforts, but it can be a powerful, effective addition and support to those efforts, when it
is used well. For little effort and cost, the Church can use these tools to reach a huge swath of souls.

In this New Evangelization, we must become not only traditional missionaries, spreading the Gospel in our lives, but also
digital missionaries, entering the oftentimes dark digital space and bringing the light of Christ!




GENERAL PRINCIPLES

Now that we see why social media is an important tool for evangelization, how can we best utilize it to evangelize m
others? Here are a few general principles that would apply no matter which social media platform you are using.

ARCHDIOCESE OF
Strategy DENVER

Consistency is KEY. “Out of sight, out of mind,” the old saying goes. Ensuring that your page is posting consistently will
ensure that you're never “out of sight” for your audience.

*  Post Frequency is important! Most Facebook/Instagram pages should not post more than once per day, though a second
post in a day is sometimes allowable. Very large pages can post more if needed, but you might not have enough content to post more than 1-2
times per day. This is because of the algorithm Meta uses for its platforms. The more you post, the less they will be seen, since Meta flags the
posts as potential spam that people wouldn’t want to see. Note that this does not apply to Twitter; you can tweet as much as you'd like.

*  Event Promotion: Be strategic! Don’t post four times in a row in the same way about the same event, or about a series of events. Seeing the
same thing again and again can annoy some viewers, plus it clogs up your feed/profile. You want your page to be more than just a bulletin
hoard! You want to show off the good that your parish/school/ministry is up to! Space out your event promotion, while also changing the
captions and content, as appropriate/possible, e.9.:

*  First post “save the date” - weeks before
+«  Second “are you joining us?” - week before
+  Third “don’t forget!” - right before

«  Actively monitor your pages/accounts. You definitely don’t want an inappropriate comment to stay on your page too long. This also includes
consistently checking your insights/analytics to see which posts - and types of posts - are performing the best.

»  ProTip: Thisis a great way to “survey” your audience and learn the kind of content they enjoy seeing, and want to see more of, as well
as getting to know your audience’s demographic (age, location, gender, etc.)!

*  Response time to messages and comments matters! We want our audiences to know that they can get a hold of the Church, that we are
accessible! Facebook and Instagram in particular track how long it takes a business page to respond to inquiries and messages. A long response
time discourages people from reaching out. Not commenting back to people and engaging in dialogue discourages engagement and comments
on posts. For a tutorial on how to add auto-responses to received messages on Facebook (e.g. “Thank you for your message. Someone from
our social media team/staff will reach out soon. If this is urgent, please call X for immediate assistance.”, see pages 12-15. For setting up Quick
Replies that you would send with the press of a button on Instagram, see pages 33-34.

Timing

*  Schedule, schedule, schedule! Planning ahead is the key to an effective social media presence and strategy. Taking the time to plan out
your posts ahead of time allows you to be semi-consistent on each of your platforms, and will take a lot of the stress out of social media
management, even if you only figure out what you’re going to post and don’t write it out or create the content yet. Check out the pages 16-20
and 26-30 for a quick tutorial on how to do this on Facebook and Instagram, respectively, and page 3/ to learn how to schedule on Twitter.

+  Think psychologically and logistically. For example, very few people are going to be online in the mid-morning, since the majority of them are
at work. But more people are going to be online around lunch time, towards the end of the work day, and in the evenings.

*  However, if you're looking for volunteers to take the 2-3am shift in your adoration chapel, or to attend the 6am Men’s Group, you might
consider posting in that timeframe since you know the people more likely to do it could be online then.

¢ (heck out best times per day to post, based on your particular audiences. Don’t just post whenever - you want to post when people are online!
See pages 31-32 for how to look into this on Instagram. Facebook, Twitter, and LinkedIn don’t provide the same insight as Instagram does, so on
these platforms, think critically, psychologically, and logistically.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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Content DENVER

Don’t create content for content’s sake. Aesthetics, beauty, and truth should guide our content creation. We shouldn’t

just make something so that we can post. Think creatively! Ultimately, if you don’t have any content you can possibly

share, it might be best not to post. This should be balanced with the previous point about consistency.

When creating content, make it engaging and attractive. If using graphics, keep text to a minimum. If posting event information, rework the
flyer into something more appropriate for social media, i.e. resized, not as text-heavy as a normal flyer, and link to more information in the
caption. If making a video, it should not be longer than 2 minutes. The majority of viewers tune out within 3 seconds; almost no one watches
beyond 2 minutes, with a large chunk dropping off around 30 seconds to T minute.

Speaking of keeping your content engaging and attractive... This extends to captions and text, too! Social media captions should generally

he shorter, with emotion (use exclamation marks; ask questions), and attention-grabbing. Don’t be afraid to use emoticons/emojis when
appropriate, though LinkedIn is a possible exception, since it is a more professional platform. Whatever platform you're on, your first sentence/
line should pull people in, especially on Instagram where the rest of your caption appears beneath a “Read More” cut-off. So, for instance, if
your audience doesn’t know that the post is about retreat registrations until the third line, they might never see that line and they might never
realize! Use interesting, engaging, semi-formal language in your captions.

Mix up your content throughout the week/month. Don’t make everything about event promotion. Be sure to have a good balance in this

area, as well as with your mediums - photo, graphic, video, link. You can always share inspiring content from your parish/community, the
Archdiocese, Denver Catholic, or EI Pueblo Catélico. If sharing non-local content, make sure it’s relevant to your community/ministry/mission.

Copyright & Content Usage

Whatever content you use MUST he shareable, e.g. in the Public Domain, or eligeable for a Creative Commons license. Depending on the
license, there may be conditions attached to the use of the content. Some of these conditions include attribution (giving credit to the author),
“sharing alike” or “no derivatives” (making no manipulations), non-commercial (you can’t make money off of the use of the image), etc.

If you violate the copyright attached to content you’ve used, you may be liable. Penalties are often fines or bills, which can vary depending
on the circumstances of use, whether you’ve made money from the content, and how often you've used it. It’s better to take the extra time to
ensure you have the appropriate permissions to avoid a headache later!

If using photos of people, especially at your parish/ministry, ensure you have a photo release form. Out of respect for the person whose
likeness you plan to use, and to avoid penalties around privacy violations, be sure to get a signed consent form from the individual and/or their
guardian. Once you have that signed form, you are free to use the content/image for parish/ministry marketing.

Note that most content enters the Public Domain about 100 years after the artist’s death. While there are exceptions (the copyright can be
hought after the artist’s death), this is a general rule.

For a user-friendly and free way to create engaging graphics, flyers, etc. check out Canva (canva.com)
For more information, visit our pages on missionsupport.archden.orq - Online Desian, Copyrights, and Stock Photos, or search for the keywords

LN}

“social media,” “design,” “copyrights,” and/or “stock photos” in the knowledgebase at missionsupport.archden.orq.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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FACEBOOK K3

Mix up your content. Facebook favors videos and photos over links and plain text posts. If you can add an m
engaging photo to a text post, do it, especially if it has people in it!

Actively monitor your page for comments, messages, etc. You don’t want hateful or inappropriate comments to ARCHDIOCESE OF
remain on your page too long. You can hide or delete these comments, as appropriate. A hidden comment is only DENVER

visible to the person who wrote it, their friends, and any admins of the page. A deleted comment is completely

removed from the post/page.

Set up keywords that will prompt Facebook to automatically remove certain inflammatory words from your page, e.g. molest, rape, hereti,
perverts, bigot, pedophilia, pedophile, etc. You can also turn on a profanity filter, or you can manually add profanity to the content moderator.
See pages 9-10 for how to do this in the new Pages Experience.

4

0 Q_ Search Facebook N
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Manage Pages and profiles ARCHDIOCESE OF
B NewsFeed DENVER

W Business Apps

0 Home
© Messenger tools % Archdiocese of Denver
@arche G if
&) Adcenter . @ ©erchdiocescofdener - Religious Center 7 Edit Call Now
Events
8 Home  Videos  Photos  About  More v Q )
@ Resources & Tools
@ Manage Jobs v (D) Manage your Page and Instagram account together with Meta Business Suite. Open now
A Notifications
Create ad Seeall Create post
' Insights How would
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5 Create @ilive (BEvent ®®Job & Volunteers -
1l Boostapost >

Automated Ads
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1. Visit your Facebook page and scroll down in the left-hand menu to Settings. Click to view page settings.

Q Search Page settings
© ceneral
%) Messaging

* Page Info

N,

Templates and Tabs

Notifications Content Moderation

Advancedmessaging L estict
nnnnnnnnnnnnnn

© 0 6 =

Facebook Badges

Page Roles

&

Diversity Info

@& Groups

& People and other Pages

cccccc

a4 Preferred Page Audience

o Issue, Electoral or Political Ads

= Download Page

2. Se‘;a)»ntent Moderation and Profanity Filter to set up your buzzwords and to block profanity. Manually add your words and'hit save.
Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262

1y

iy



mailto:andre.escaleira%40archden.org?subject=Social%20Media%20Question

FACEBOOK K3

[f your page has been automatically migrated to the new Pages Experience, follow these steps:

$ (@) Facebook

@ facebook.com

ﬁ Q Search Facebook
% Andre Escaleira

& Find friends
|- Pages
P MostRecent
@ crous
3 Marketplace

v Seemore

Your shortcuts

% Denver Catholic Young Adults
(2 Archdiocese of Denver

@  Denver Catholic

2. CentroSan Juan Diego

©  ElPueblo Catdlico

v seemore

Mot

rtising - Ad Choices B> - Cookies

@B stories O Reels EX Rooms

.

SCHoOOL
IS CLDSEIJ

Bl Cross,
Mlgugl Catholic.

a What's on your mind, Andre?

Create story

B1 Live video (&d Photojvideo Feeling/activity
@ Our Lady of Guadalupe Catholic Parish Denver wis: 182
1om- @

https:/jwww.canterburypilgrimages.com...italia-grecia...]

Il ‘d'(gt

a, :
la Tierra Santa

Peregrinacién con Fr. Benito 4
enito

£17de Abril - 3 de Mayo [f§ > Partiendo desde Denver Tuanfitrién

0 “Tu Peregrinacion Incluye
.

$ Costo Por Persona

@ Select Profile
m Andre Escaleira
il

cfes, J Archdiocese of Denver Funeral
L

Home at Caldwell-Kirk
® 4 notifications.

Archdiocese of Denver Funeral
Home at Mount Olivet
® 6 notifications.

St. Simeon Catholic Cemetery
2 notifications

Mount Olivet Catholic Cemetery
® 1notification

®

(@)

ARCHDIOCESE OF

DENVER

2] penver Catholic Young Aduits

El Pueblo Catélico
14 notifications

Carmelite M nastery
® 3notif

Archdiocese of Denver Office of
Catholic Schools
8 notifications.

| Bishop Machebeuf High School

5 notifications

Archbishop Samuel J Aquila
o 4 notifications

Centro San Juan Diego
® 2 notifications

, Redemptoris Mater Missionary
Seminary

O O O O OJoj]o o O

o O

1. With the new Pages Experience, you have to switch into your page, as if it were a new profile. Click the top right circle, then “select profile, and
select your page from the list that drops down.

$ Facebook

C & facebook.com

9 Q search Facebook

{35 Denver Catholic Young Adults
Wil Ads Manager
§  AdCenter

@) Meta Business Suite

& Professional dashboard

Suggested

%P Most Recent

@ crous

3 watch

v Sseemore

Your shortcuts

Bl penver catholic Young Aduits

Young Adults

' Roommate/Housing - Denver Catholic

Young Adult Connection
@ Archbishop Samuel J Aquila

{2 Archdiocese of Denver

Job Opportunities - Denver Catholic

Stories © Reels
o

o) @ z @.._ ©
° St. Dominic.

Createstory LN

St Stephen
Catholic...

Increase your reach
Boost these posts to increase reach with every $14 you spend.
Announcing Cultura: An 1 ] This Thursday, Archbishop
Evening of Beauty, Truth,... Aquila will be celebrating ...
J January 5at9:27 AM - @ January 9 at 2:38 PM - @
Currentreach  Estimated additional reach  Curcentreach  Estimated additional reach
363 968 352 968
— —

o Boost post & Boost post

See insights See insights

Seeall

{8 What's on your mind, Denver Catholic Young Aduits?

“urre

>n

Manage Pages and profiles

[ Archdiocese of Denver

£ 2Notiications

&3 Create promotion

2. Once you've switched into your page, click “Professional Dashboard” in the right-hand toolbar.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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$ Denver Catholic Young Adults X+

@ facebook.com

ﬁ Q Search Facebook

ARCHDIOCESE OF

DENVER

Denver Catholic Young Aduts

Professional dashboard

& Ovenview Welcome to professional dashboard ‘\ =]
Insights, management tools and ad creation - all in one place. °
ightt ag aey &
Insights ~ ‘
& Home Page Overview See more insights
-+ Your Page Followers: 1,147
Last 28 days
@ Posts @ Postreach © &% Post Engagement © 1l New Page likes ©
& Audience 736 105 7
Grow your audience ~
& Ad Center Top post To grow your audience, finish setting
Last 28 days up your Page
& Invite friends to follow Boost this post to reach up to 968 more people with every $14 you Adding more details can help more people
spend. connect with you.

) ! 100155 Jeted
Your tools ~ Announcing Cultura: An Evening of Beauty, Truth, Art, s
4 Rosieinagireion . and Cocktails! Happening at Our Lady of Lourdes at 7p...

inspirati

Published by Instagram @ - January 5 at 9:27 AM - Denver, CO - @ Completed .
B Events Post reach Post Engagement Establish your Page’s identity
363 29
& Jobs — 3steps left o
@ Sselosights Hoasthes Provide info and preferences
Page access
Completed
- ; v
€ Moderation Assist Recent Posts Introduce your Page
; Last 28 days
& Linked accounts ¥
% In loving memory of the many lives lost to
L abortion on the 50th anniversary of Roe v, Postreach Engagement Frequently Asked Questions
@ Fan engagement tools ] , Respect Life Denver will be hosting . n 6 ol 2
Ansiers to common questions about the new Pages

experience.

3. 0nce in your Professional Dashboard, from which you can manage your page with a variety of tools, click “Moderation Assist.”

o  Facebook
< C & facebook.com
ﬁ Q search Facebook A g [x3) @ + o 8 [‘%u'
¢ Moderation Assist Choose criteria X
€ Home CRITERIA FUR AUTHUR

@© Activity Log o [ No friends or followers N
Turned on Jan 18, 2023
Moderation Assist

Assign actions for Moderation Assist to perform automatically on your behalf. You can access (-]

Repeat offender S

this tool any time from your Professional Dashboard. Turned on Jan 18, 2023

s New account >
Add or edit criteria - 3 L
A) No profile picture >
You're in control. Customize criteria to efficiently manage your Page.
@ Manage comments - 3 ~ CRITERIA FOR COMMENT
If any one of these criteria is met, the comment will be auto-hidden. Add [ Profanity in comments >
Turned on Jan 18, 2023
Author does not have any friends or followers. Ve 6‘7 Link in comment >
Comment contains profanity Va lﬂ Image in comment >
::;T:ro h:asyf;ad atleast 3 comments reported, deleted or hidden by admins inthe s Links to specific sites S
Video in comment >
Keywords in comments >

4. With this tool, you can add any number of automated moderation fields. Facebook will take these into account when you receive comments
and automatically hide any comments that meet any of these criteria, or any comments from accounts that meet these criteria. You can add your
buzzwords here, hide comments from repeat offenders, hide profane comments, etc.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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* In order to welcome people to your page and encourage them to interact and/or get in touch, set up a Greeting. l ' ' | | |
This will automatically pop up on your page when someone visits it. ARCHDIOCESE OF

DENVER

(Note: The following few messenger automations can also be done in the new Pages Experience on Facehook.
See pages 13-14 to see tutorials on how to do so in the new Facebook layout)

« a 0 H

0 Q Search Facebook o HH~] ’0%
. [ 1T Vs

Manage Pages and profiles ARCHDIOCESE OF

B vosress DENVER

W Business Apps

=
g
=
£

© Messenger tools Archdiocese of Denver
« AdCenter . @ ©erchdiocescofdenier - Religious Center 7 Edit Call Now
Events
8 Home  Videos  Photos  About  More v Q )
@ Resources & Tools
@ Manage Jobs v (D) Manage your Page and Instagram account together with Meta Business Suite. Open now
A Notifications
Create ad Seeall Create post
A Insights How would you like to grow your business?
. Create (& Photojvideo O Reel @ Get messages
@ Page Quality @ a >
#  Edit Page info Create Live @ Event ®Job o Volunteers -
Boost a post >
* Settings l.
* Znew @ Archdiocese of Denver
- i 0.y 330AM-@ s
4 5 o
® & A Bt “
o Gt

Oe
o
®
@
m
3

6 Q Search Facebook A
Archdiocese of Denver » Page setlings ——
Page settings

} Search Page settings

© cenenal

%) Messaging I

# Pageinfo
88 Templates and Tabs
Notifications

Advanced messaging

Q

(]

© Facebook Badges
& PageRoles

£ Diversity Info

& Groups

&% People and other Pages

& Preferred Page Audience

o Issue, Electoral or Political Ads

e i (e

2. Select Messaging in the left-hand menu.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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# .°@§

Archdiocese of Denver > Page settings
Page settings Starting a Messenger Conversation First name of recipient

Q Search Page settings

sh i s
ow a greeting Last name of recipient

£ General

© vessions -

% Facebook Page name
# Pagenfo

Full name of recipient

Templates and Tabs Facebook Page link

Notifications Website
Advanced messaging

Phone number

© 0 6 =

Facebook Badges

Address
Page Roles

Diversity Info + Add customer's name

R - B T

Groups

% People and other Pages

Preferred Page Audience

o Issue, Electoral or Political Ads

3. Scroll down, turn on “Show a greeting.” Select “Change,” next to “Save.” This panel will then open, allowing you to customize your page’s greeting
as you see fit. Feel free to select “Add Customer’s Name” to select a custom way to address the person reaching out.

*  While you’re at it, set up auto replies to messages received. Follow the same steps above, but scroll down further to “Set up automated
responses.” Click “set up,” then on the page that loads, click “Create Automation” in the top-right corner. From here, you can set up automatic
responses to messages received, set an away messages if your parish/school/business is closed for a time, e.g. Christmas break. You can also set
up a Frequently Asked Questions (FAQ) feature that can let the person reaching out choose from common pre-set options to send you a message.
Browse through your options, because there are quite a few! See pages 13-15 for how to do this in the new Facebook Pages Experience.

N Inbox > At i > Create
“ Template
Choose an automation template or start from scratch.

5
u Q seareh tempiates

g € Allautomations

B @ Goals ~

< Greet people

Share information
ol
Cai

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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*  If your page has been automatically migrated to the new Pages Experience, follow these steps:

$ (@) Facebook

@ facebook.com

€)@ seoenracetoo
@ Andre Escaleira

& Find friends

|. Pages

& MostRecent

@ croups

3 Marketplace

v Seemore

Your shortcuts

Denver Catholic Young Adults

Archdiocese of Denver

QO B K

Denver Catholic

Centro San Juan Diego

[113D)
i

©  ElPueblo Catélico

v Seemore

9 - Ad Choices B> - Cookies

SCHOOL
IS CLOSED
BERAGHGT A

Christin the

a What's on your mind, Andre?

BI Live video (&4 Photojvideo Feeling/activity
a Our Lady of Guadalupe Catholic Parish Denver e 5
om-Q

https:/Jwww.canterburypilgrimages.comy...italia-grecia.../

Peregrinacién con Fr. Benito -
Fr. Benito

= Partiendo desde Denver Tuanfitrién

£17 de Abril - 3 de Mayo

@ Tu Peregrinacion Incluye $ Costo Por Persona
>

@ Select Profile

a
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Andre Escaleira

Archdiocese of Denver Funeral
Home at Caldwell-Kirk
® 4notifications.

(@)

Archdiocese of Denver Funeral
Home at Mount Olivet
6 notifications.

St. Simeon Catholic Cemetery
® 2 notifications

Mount Olivet Catholic Cemetery
@ 1notification

Denver Catholic Young Adults

El Pueblo Catdlico
14 notifications

Carmelite Monastery
o 3notifications

Archdiocese of Denver Office of
Catholic Schools
8 notifications.

O O O 0O O 0 O O

Bishop Machebeuf High School

® 5 notifications

Archbishop Samuel J Aquila
o 4notfications

Centro San Juan Diego
o 2notiications

Redemptoris Mater Missionary
Seminary

O O O

1. With the new Pages Experience, you have to switch into your page, as if it were a new profile. Click the top right circle, then “select profile, and
select your page from the list that drops down.

$ Facebook

C & facebook.com

9 Q search Facebook

{35 Denver Catholic Young Adults
Wil Ads Manager
§  AdCenter

@) Meta Business Suite

& Professional dashboard I

Suggested

%P Most Recent

@ crous
3 watch

v Seemore

Your shortcuts
EH Denver Catholic Young Adults

a3 Job Opportunities - Denver Catholic
Young Adults

Roommate/Housing - Denver Catholic
Young Adult Connection

@ Archbishop Samuel J Aquila

{2 Archdiocese of Denver

Stories © Reels
o

Bl (=

G catve corsees | SCHOOL
SRR aél:nﬁ 15 CLOSED
° St. Dominic St. Stephen %
Create story Parish Catholic...

0

Increase your reach
Boost these posts to increase reach with every $14 you spend.
Announcing Cultura: An This Thursday, Archbishop
Evening of Beauty, Truth,... Aquila will be celebrating ...
7 January 5 at 9:27 AM - @ January 9 at 2:38 PM - @

Current reach Estimated additional reach Current reach Estimated additional reach
363 968 352 968
— —

o Boost post & Boost post

See insights See insights

Seeall

{8 What's on your mind, Denver Catholic Young Aduits?

“urre

>n
-

2. Once you've switched into your page, click “Professional Dashboard” in the right-hand toolbar.

Manage Pages and profiles
[ Archdiocese of Denver

£ 2Notiications

&3 Create promotion

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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FACEBOOK i

©© @ Denver Catrolc Young Adults X

C @ facebook.com

9 Q Search Facebook

Denver Catholic Young Aduits
Professional dashboard

Reels inspiration
Events

Jobs

Moderation Assist

Linked accounts

g
8
2
® Page access
@
&
@

Fan engagement tools

Platform tools ~
@ Meta Business Suite »
O Inbox & 7
*+ See more

Tools to try ~

<> Paid online events

43 stars

Help and guidance ~
(@ Set your page up for success

O New Pages guide

(@ Business help center

@ B o)

Welcome to professional dashboard
Insights, Is and ad creation - allin one

Page Overview
Followers: 1,147
Last 28 days

@ Postreach @ Post Engagement @

736 105

Top post

Last 28 days

Boost this post to reach up to 968 more people with every $14 you
spend.

Announcing Cultura: An Evening of Beauty, Truth, Art,
. and Cocktails! Happening at Our Lady of Lourdes at 7p...

Published by Instagram @ - January  at 9:27 AM - Denver, CO - @

Post reach Post Engagement

363 29
See insights. Boost post

Recent Posts

Last 26 days

r In loving memory of the many lives lost to

abortion on the 50th anniversary of Roe v. Post reach Engagement
Wade, Respect Life Denver will be hosting ... 7 6
Tue, Jan 17

If you haven't taken advantage of the

outdoor opportunities yet with our friends at Post reach  Engagement
Creatio, this is your chance! Their free Thir... 181

Mon, Jan 16

See more insights

New Page likes @

To grow your audience, finish setting
up your Page

Adding more details can help more people
connect with you.

Completed .
Establish your Page's identity

3 steps left .
Provide info and preferences

Completed .
Introduce your Page

Frequently Asked Questions
Answers to common questions about the new Pages
experience.

What policies apply to the new Pages
experience?

What will hannan t nacte | mada an mu

3. Once in your Professional Dashhoard, from which you can manage your page with a variety of tools, click “Inbox.”

 Denver Catholic Young Adults | X

C @ business.facebook.com

Meta Business Suite

Inbox

‘ cbic1912

catholic.sports

@ You sent a pos
@ ®
5
5

z

B oo »

ol @ lourdes_denver

denvercatholic
You sent a pos

9_ respectlifeofficedenver

o

@ oliviabrittphoto
% lukefaulknerco

creatio_inc

©

&
&

® AP saintiohninstitute

Respond to messages, set up automations and more.

Allmessages  Messenger
Q search T4 Unread v
= Unread | Importa.. @ Labels

Basilica, Denver -+ X

4 Create messagingad | &3 |l (@ Available v & ‘ Cithadral

Facebook comments Instagram comments @)

= chic1912
Assign conversation v

View profile

About

Add details about people, like contact
information.

Tore

33

"% penver Catholic Young Adults

oy

wednesday

Add details

Instagram profile ©
Attachment &
cbic1912

Cathedral Basilica of the Immaculate
Conception

Cathedral Basilica, Denver
http:/jwww denvercathedral.org/
Labels © Manage labels
© Add label
Suggested labels
New customer

Today's date (1/18)

Notes Add note

Keep track of importan

Denver Catholic Young Adults It's that time of the week again! Let's see what's up this w ..See more

Reply on Instagram

4. Select “Automation” in the top toolbar.

Za=N 4

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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FACEBOOK K3

 Denver Catholic Young Adults X Meta Business Suite

& business.facebook.com|

Inbox > Automations

Automations

Suggested foryou ~

y —u

Identify unanswered messages

(=) /
~ ,—* ﬁ PR
Custom keywords ;

Find messages that haven't received Reply to a message that contains

al areply. specific keywords, recommends your Page.
Organize messages Share information Follow up
= Tryit Tryit
Your automations
Q search by name or goal
status Name Goal
) Instant reply

Frequently asked questions

off Away message

$ Denver Catholic Young Adults X

Meta Business Suite

@ business.facebook.com|

Inbox > > Create

Template

Choose an automation template or start from scratch.

+ Start from scratch

Q search templates

Greet people

Instant reply

e

€ Allautomations

B Goals

1o &

Greet people

Reply with a greeting when someone

Share information messages you for the first time.

Inuse
Organize messages.

Share information
Send confirmation

Follow up

Frequently asked questions

Suggest questions someone can ask
you and reply with helpful

Inuse‘

# —_—
=y Ly
&R

®

Page recommended
Send a message when someone

Tryit

Set up automations that manage your conversations and streamline your workflows, giving you more time to focus on your business.

% 1

Send a message when
Follow up

Tryit

Greet people

Share information

Greet people

Away message

Reply to a message when you're not
available.

Location

Reply to a message asking for your
focation.

Page not recommended

not recommend your Page.

Ul ¢

+ Create automation

ARCHDIOCESE OF

DENVER

Job application received

senda
you receive a job appliication.

Send confirmation

Tryit

Channel

@0 Edit
®e Edit
®0 Edit

(]

h % @*» 0@ :
Contact information
Reply to a message asking for your
contact information.
" ¢ y
Cancel
e

5. Select “Create Automation” to set up automated messages, like FAQs, Away Messages for nighttime, Auto-Replies to acknowledge receipt of
messages and tell your messager that you'll reply soon, etc. There are lots of options, so take a look and activate what makes sense for your

organization.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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»  When posting photos and graphics, make sure they’re the proper size. Facebook posts images in pre-set hoxes
that will expand to show the image when clicked on. For best results - and to avoid awkward auto-cropping, try to
stick to a size of 940x788 pixels for posts and 1080x1920 pixels. If using Canva, select what you’re creating (Facebook
post, Facebook story, etc.) from the pre-set options and the sizing should be automatically set for what you need.

*  If posting the same post on multiple platforms, change up your language to fit your audience. A Facebook audience trends
older, somewhere between 35 and 65+, depending on the page, community, and entity. Also, women tend to be more active
on Facebook than men. Facebook is a semi-professional platform, especially as a Page. With that in mind, be sure to use full
sentences; don’t use hashtags. You can use emojis, but don’t get carried away!

Balance your reshare and organic content ratio. You don’t want your entire account to be shares of others people’s content. You should have
some unique content of your own to share!

¢+ Schedule, schedule, schedule! Planning ahead is the key to an effective social media presence and strategy. Taking the time to plan out
your posts ahead of time allows you to be semi-consistent on each of your platforms, and will take a lot of the stress out of social media
management, even if you only figure out what you’re going to post and don’t write it out or create the content yet.
The following screenshots reflect the process for scheduling on a web browser. You may also schedule from the Meta Business Suite app for i0S
and Android, following the same general steps, though the layout will be different. See pages 18-20 for how to do this on Facebook with the
new Facebook Pages Experience.

< c (& fac archdoceseotdever - h
0 o se O gre
Q Search Facebook o Py g = # 0o s “’
VLNYLR . P - { TH
Manage Pages and profiles

(&2 archdiocese of Denver v

) Meta Business Suite -~
Inbox Archdiocese of Denver
@archdioceseofdenver - Religious Center /' Edit Call Now

Planner

Publishing tools Home  Videos  Photos  About  More v 4 Ad Center Q

Insights

ED

3 2 0O|@|e

(D) Manage your Page and Instagram account together with Meta Business Ste. Open now
News Feed

W% Business Apps
Create post »

(&4 Photopvideo O Reel @ Get messages

© vore

@ Messenger tools

Create OiLive fMEvent ®¥Job & Volunteers ==

Ad Center v

Events

s
" alized ads that adjust over time to help you get re yo wival Conf e
s
Resources & Tools W d
Manage Jobs v Free Meta Business Tools x B
@ Posttemplates > 5
manie rraativa aceate

1. Visit your Facebook page and click “Planner” under the Meta Business Suite category.

® @ 1

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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Planner
Plan your marketing calendar by creating, scheduling, and managing your content.

th < Today > November 2022

nesf@eoes w3
£
&
L
cCl
d: | :
s
@
cl
)

Schedule v See Templates.

2. From the planner, you can create Facebook and Instagram posts and schedule them for particular days and times. Upload any media you'd like to
use (photos, videos, graphics, etc.), type your caption, schedule, and hit Save. You can either do this by selecting “Create” in the top-right corner, or
hy clicking a day in the week view. To create a story to be scheduled for another day/time, click the arrow next to the “create” button in the top-right
corner.

Create post You can post to both Facebook and Instagram from the Meta Business Suite.
Simply select the platform you’re interested in scheduling your post on. Be sure
that your Facebook and Instagram accounts are connected; if they aren’t, you can
start that process here, too, simply by clicking “Connect Account,” following the
i prompts, and logging into your page’s account. As you create your post, you can
Share photos or a video. Instagram posts can't exceed 10 photos. See hOW It Wl” ||ke|y |00k Once pOSted

Post to

f‘o Archdiocese of Denver v

& Add photo + B Addvideo v YV Use template

Facebook News Feed preview
Post details L 28

Text 7 Archdiocese of Denver
Ll just now @
Add text to your post. You can also add hashtags to let people discover it.

® © ® g & @&

Scheduling options Publish now Schedule Save as draft

o Like (D comment £ Share a -

Cancel

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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FACEBOOK

*  |f your page has heen automatically migrated to the new Pages Experience, follow these steps:

° $ (@) Focebook

C @ facebook.com

<
0 Q Search Facebook
6 Andre Escaleira

& Find friends

I- Pages
& MostRecent
@ crous
3 Marketplace
v Seemore
Your shortcuts
| Denver Catholic Young Adults
{2 Archdiocese of Denver

@  Denver Catholic

Centro San Juan Diego

@  ElPueblo Catdlico

v Seemore

rising - Ad Chices B> - Cookies

@ Tu Peregrinacion Incluye
>

$ Costo Por Persona

ARCHDIOCESE OF

DENVER

@ Select Profile

@B stories O Reels EX Rooms
a Andre Escaleira ®
&l
cfes J Archdiocese of Denver Funeral
W Home at Caldwell-Kirk O
® 4 notiications
SCHoOL
= CLOSED @) Archdiocese of Denver Funeral
2% Home at Mount Olivet O
® 6 notfications
WO Cr
Catholic. St. Simeon Catholic Cemetery O
o 2notfications
Mount Olivet Catholic Cemetery -
a What's on your mind, Andre? ® 1 notifcation
= (8] penver Catholic Young Aduits ©
Live video Photo/video Feeling/activity
( -
El Pueblo Catélico
@ 14 notifications O
Our Lady of Guadalupe Catholic Parish Denver st 1
1om-@ Carmelite Monastery o
3 notfications
g talia-grecia... °
Archdiocese of Denver Office of
Catholic Schools @)
o 8 notfications
- Bishop Machobeu High School
a £d~ ‘.\a § : @ 5 notifications
Italia, Grecia, wrbinepSamwel s
la Tierra Santa o drottesiens
Peregrinacién con Fr. Benito - Centro San Juan Diego o)
Fr. Benito ® 2notifications.
£17 de Abril - 3 de Mayo [] > Partiendo desde Denver Tu anfitrion ) )
Redemptoris Mater Missionary -

/ Seminary

1. With the new Pages Experience, you have to switch into your page, as if it were a new profile. Click the top right circle, then “select profile, and
select your page from the list that drops down.

$ Facebook

C & facebook.com

9 Q search Facebook

{35 Denver Catholic Young Adults
Wil Ads Manager

‘ Ad Center

@) Meta Business Suite

& Professional dashboard

Suggested

%P Most Recent

@ crous

3 watch

v Sseemore

Your shortcuts

Bl penver catholic Young Aduits

Young Adults

' Roommate/Housing - Denver Catholic

Young Adult Connection
@ Archbishop Samuel J Aquila

{2 Archdiocese of Denver

/<3] Job Opportunities - Denver Catholic

&) (2]

O Reels

e
it
° St. Dominic.
Create story Parish

0

Increase your reach

St Stephen
Catholic...

Bl (=

o Lo

Boost these posts to increase reach with every $14 you spend.

Announcing Cultura: An This Thursday, Archbishop -l

Evening of Beauty, Truth,... Aquila will be celebrating ... [

7 J January 5at9:27 AM - @ January 9 at 2:38 PM - @ 4’
Currentreach  Estimated addional reach  Curcentreach  Estimated additional reach urre
363 968 352 968 > 1
— — -

€ Boost post

See insights

o Boost post

See insights

Seeall

Manage Pages and profiles
[ Archdiocese of Denver

£ 2Notiications

&3 Create promotion

{8 What's on your mind, Denver Catholic Young Aduits?

2. Once you've switched into your page, click “Meta Business Suite” in the right-hand toolbar.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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QO Meta
Business Suite

NG
. Eﬁh " Denver Catholic Young Adults
il - OeaverGatholic = v '@ LlI(G)  Manage Facebook Page | Go to Instagram <
£> Notifications .
O nbox To-do list
Check unread messages, comments and other things that may require your attention.
B) Posts & stories
Youre up to
A .
s Grow your audience
oll] insights Reach out to your existing network @
Invite liow your Page. This will allow Meta Business Suite to access the friends list from your personal Invite friends
= Alitols  accoun
Reac!
Send o your Facebook posis to follow your Page. Learn more
Peo, 3 Send invites

126 GDX 94 EHHHD

Manage your marketing content
See your recent and upcoming posts, stories and ads, and schedule content to plan ahead.

Planner  Posts  Stories

£ settings E a —t @N it @u
L T ; A e (.;
RS - : M/ ; A 6

3. Click “Planner.”

0o g e3n
Plan your marketing calendar by creating, scheduling, and managing your content.

Week  Month < Today > November 2022 Content type: all v Shared to: all v

H
o
[}

nes1ecoes e
! fi
d: |
X
£
cl
)

uuuuuu

Day
Schedule a postora Take a few minutes to schedule a post or story
Story: Schedule
Save time by scheduling
ahead.

Schedule v

See Templates

4. From the planner, you can create Facebook and Instagram posts and schedule them for particular days and times. Upload any media you'd like to
use (photos, videos, graphics, etc.), type your caption, schedule, and hit Save. You can either do this by selecting “Create” in the top-right corner, or
by clicking a day in the week view. To create a story to be scheduled for another day/time, click the arrow next to the “create” button in the top-right
corner. (continued on next page)

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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FACEBOOK i

Create post m

Postto ARCHDIOCESE OF

f‘o Archdiocese of Denver Y DENVER

Facebook News Feed preview =) | (o]

Media L‘;Q"J Archdiocese of Denver
Share photos or a video. Instagram posts can't exceed 10 photos. Just now W

& Add photo + B Addvideo v YV Use template

Post details
Text

Add text to your post. You can also add hashtags to let people discover it.

D #0O

® © ® g & @&

Scheduling options Publish now Schedule Save as draft

Cancel

You can post to both Facebook and Instagram from the Meta Business Suite. Simply select the platform you're interested in scheduling your post on.
Be sure that your Facebook and Instagram accounts are connected:; if they aren’t, you can start that process here, too, simply by clicking “Connect
Account,” following the prompts, and logging into your page’s account. As you create your post, you can see how it will likely look once posted.

*  Think critically about when to actually post your content. There’s a lot of psychology involved in social media posting and content
consumption! For instance, most people are not online at 10 a.m. hecause they’re at work, in meetings, or at school. But they might check their
social media before they get to work in the morning, around their lunch break, and/or when they are winding down at the end of the day
(between 4:30 and 8). Those are some of the best times to post your content. With the scheduling feature detailed above, you can experiment
with a few different times to see what works best for your audience.

»  However, if you're looking for volunteers to take the 2-3am shift in your adoration chapel, or to attend the 6am Men’s Group, you
should post in that timeframe since you know the people more likely to do it could be online then.

«  Forauser-friendly and free way to create engaging graphics, flyers, etc. check out Canva (canva.com)
«  For more information, visit our pages on missionsupport.archden.org - Online Desian, Copyrights, and Stock Photos, or search for the
keywords “facebook,” “design,” “copyrights,” and/or “stock photos” in the knowledgebase at missionsupport.archden.ora.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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INSTAGRAM @

*  Note that Instagram is largely an app-hased platform. While you can do some management from a web browser,
the fullest experience is in the Instagram app.

+  Besure to connect your Facebook and Instagram accounts to take full advantage of the tools that Meta (the parent
company of the two platforms) has to offer. Below is how to connect the two in the classic Facebook experience;
the new Pages experience follows on pages 24-26.

° % Denver Catholic | Facebook X +

K

ARCHDIOCESE OF

DENVER

& > C & facebook.com)

9 Q Search Facebook o 25 = (0] # 0o 8 .‘,‘

Manage Pages and profiles m—

N§  BUSIness Apps R —

o Home

@ Messenger tools .

Denver Catholic
w4 Ad Center v @ ©PenverCatholic: Religious organization / Edit Sign Up
B Events
Home  About  Photos  Videos  More v =4 Ad Center Q- Q -

@ Resources & Tools —

B Creator Studio Q@ Manage your Page and Instagram account together with Meta Business Suite. Open now

® Manage Jobs v

& Notifications Create ad Seeall Create post v

B ocoow How would you like to grow your business?

Create new ad (&g Photopvideo O Reel @ Get messages
4 Insights 419 vioke an aa using tex, photosor vigeos topromote your >
business
Pubiishing toote Create @ilive MEvent @Job @ Volunteers -
1l Boostapost >
@ Page Quality
) ) @ DeerCatholie
o EditPageinfo Published by Hootsuite @ - 4h - @
82new B Boostanevent > X i
This weekend, Archbishop Aquila will celebrate Mass on the 50th anniversary of Roe v Wade.
Settigs Though the decision has been overturned, we have much work to do to build a culture of life!
- ot Join us in prayer this Sunday!
s that adjust over time to help you get > orgfisnz2 : b
#prolife #RoevWade #catholic #life #church @
™ I Trewd A AEmw Wl i 1

1. Visit your Facebook page and click “Settings” in the left-hand toolbar.

° $ Denver Catholc [ Facsbook X +

C & facebook.com)

=
ﬁ SN o & o =) s 65

Denver Catholic » Page settings

Edit
Page settings
Edit
© Facebook Badges Edit
& PageRoles dit
Edit
i\ Groups
Postand Story Sharing  Post sharing 1o Stories is O Edit
& People and other Pages
Messages ople can contact my Page privately Edit
&t Preferred Page Audience Tagging Abilty people who help manage my Page can tag photos posted on i
o Issue, Electoral or Political Ads Others Tagging this Page  People and other Pages can tag my Page Edit
Country Restrictions Page is visible to everyo Edit
£+ Ad Limits (K4
Edit
G
€ Branded content Content Moderation sts containing jords are block Edit
© Instagram Profanity filter urned on Edit
Similar Page Suggestions  Choose whethe ecommended to Edit
© WhatsApp
Page Updates Page posts are automatically published when you update Page info, reach milestones, receive reviews and more Edit
K Featured Postin Multiple Languages ~Abily to wite posts in multiple languages is turned Edit
B! Crossposting Translate Automatically  Your posts may sho, lons automatically for people who read other languages. Edit
Comment Ranking Mos it comments are shown for my Page by defaul Edit
@ Page Support Inbox
Content Distribution Downloading to Facebook is all Edit
@ Donations Download Page Download Pag Edit
Merge Pages ferge duplicate Pages Edit

£ Page management history

2. Scroll down in the left-hand toolbar and click “Instagram.”

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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° % Denver Catholic | Facebook X

facebook.com

© Facebook Badges Instagram

& Page Roles
i, Groups

&% People and other Pages

ARCHDIOCESE OF

DENVER

o ) Connect your Facebook Page to a Professional Instagram account. If you connect a personal Instagram Account, it will be
& Preferred Page Audience switched to professional. Learn More

o Issue, Electoral or Political Ads

a

£ AdLimits

Get more features across Facebook and Instagram

Depending on their access to your Facebook Page and Instagram account, people may help manage things on both like:

€ Branded content

© WhatsApp

K Featured

L)
o
-]
@ Crossposting

@ Page Support Inbox

@ Donations

£ Page management history

3. Click “Connect account.”

Instagram

Q, - (9

Content and ads
Messages and comments
Insights

Settings and permissions

@ Instagram ®

9

To get more features, you'll need to connect your Denver Catholic .
Facebook Page to Instagram. Depending on their assignment, people Choose Instagram message settings
who help manage your Page may have access to help manage things

on Facebook and Instagram like:

& Content and ads - Insights

@ Allow access to Instagram messages in Inbox ()

Depending on their Page roles, people who help manage your

&) Messages and comments {3  Settings and permissions Page may have access to view and respond to Instagram

You can review roles in Facebook Page Settings

4. Click “Connect,” confirm that Facebook/Meta has permission to access Instagram

messages. You can change this in your settings anytime.

@ instagram.com)

messages within the Meta Business Suite, and then log into your Instagram account.
Once the log in is successful, you will be able to manage your Instagram account nstagrom

from the Meta Business Suite, in the same place that you can manage your Facebook

account.

orR

K Log in with Facebook

Forgot password?

Meta About Blog Jobs Help APl Privacy Terms TopAccounts Locations Instagram Lite

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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*  Ifyour page has been automatically migrated to the new Pages Experience, follow these steps:

° % (@) Facebook

C @ facebook.com

-
€)@ seoenracenoo
a Andre Escaleira

& Find friends

|. Pages

& MostRecent

@ orous

3 Marketplace

v Seemore

Your shortcuts

Denver Catholic Young Adults

Archdiocese of Denver

QO B B

Denver Catholic

Centro San Juan Diego

55)

@  ElPueblo Catdlico

v Seemore

Privacy - Terms - Ad

vacy - Terms ising - Ad Choices B> - Cookies
More - Meta © 202

ARCHDIOCESE OF

DENVER

@ Select Profile

ﬂ Andre Escaleira

@B stories O Reels Rooms

®

cfcs J Archdiocese of Denver Funeral
QW Home at Caldwell-Kirk
o 4notfications

(0]

SCHOOL
1S CLOSEL Archdiocese of Denver Funeral

2% Home at Mount Olivet

()]

= N G notifications.
WOl Cross
Create story Catholic. city d St. Simeon Catholic Cemetery

W - 2rotiications

Mount Olivet Catholic Cemetery
@ 1 notification

a What's on your mind, Andre?

= %] Denver Catholic Young Adults
BI Live video (&d Photopvideo Feeling/activity

El Pueblo Catdlico
o 12 notifications
@ Our Lady of Guadalupe Catholic Parish Denver
10m- @

https:/Jwww.canterburypilgrimages.comy...italia-grecia.../

Carmelite Monastery
o 3noifications

Archdiocese of Denver Office of
Catholic Schools
8 notifications.

O O O OoJOo|Jo O

@ 5 notifications

alfaid ecia;j’ . Archbishop Samuel J Aquila
la Tierra Santa ALy SAmiat)

6n con Fr. Benito

(]
&
M Eishop Machebeut High School
8

Centro San Juan Diego
® 2notifications

s
Fr. Benito
£17 de Abril - 3 de Mayo > Partiendo desde Denver Tu anfitrion

Redemptoris Mater Missionary
¥ Seminary

O O O

@ Tu Peregrinacion Incluye $ Costo Por Persona
> L $6,

1. With the new Pages Experience, you have to switch into your page, as if it were a new profile. Click the top right circle, then “select profile,
and select your page from the list that drops down.

° % Facebook

C & facebook.com

vz
9 Q search Facebook

{35 Denver Catholic Young Adults
Wil Ads Manager
§  AdCenter

@) Meta Business Suite

& Professional dashboard I

Suggested

%P Most Recent

@ crous
3 watch

v Seemore

Your shortcuts
EH Denver Catholic Young Adults

a3 Job Opportunities - Denver Catholic
Young Adults

Roommate/Housing - Denver Catholic
Young Adult Connection

@ Archbishop Samuel J Aquila

{2 Archdiocese of Denver

Manage Pages and profiles

[ Archdiocese of Denver

£ 2Notiications

&3 Create promotion

SCHOOL
IS CLOSED
BETONABAONT WERTE.

St. Stephen %
Catholic... XXIIl Cathol...

fi
° St. Dominic.
Create story Parish

(£) X

Increase your reach (i}
Boost these posts to increase reach with every $14 you spend.

Announcing Cultura: An This Thursday, Archbishop -l
Evening of Beauty, Truth,... Aquila will be celebrating ... ¥
Bl January 5at9:27 AM - Q@ January 9 at 2:38 PM - @ 4’
Currentreach  Estimated addional reach  Curcentreach  Estimated additional reach urre
363 968 352 968 > 1
— — -
& Boost post & Boost post
See insights See insights

Seeall

{8 What's on your mind, Denver Catholic Young Aduits?

2. Once you’ve switched into your page, click “Professional Dashboard” in the right-hand toolbar.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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Denver Catholic Young Adult
9

@ facebook.com

9 Q Search Facebook

Denver Catholic Young Aduts

Professional dashboard

€ Overview
Insights

{2 Home

-+ Your Page

@ Posts

&8 Audience

Grow your audience
%1 Ad Center

& Invite friends to follow
Your tools

3 Reels inspiration
B Events

& Jobs

@ Page access

& Moderation Assist

x4

ARCHDIOCESE OF

Welcome to professional

dashboard

Imigfns ‘management tools and ad creation - all in one place.

Page Overview
Followers: 1,147
Last 28 days

@ Postreach @

Post Engagement @

736 105

Top post
Last 28 days

Boost this post to reach up to 968 more people with every $14 you
spend

Published by Instagram @ - January § at 9:27

Announcing Cultura: An Evening of Beauty, Truth, Art,
and Cocktails! Happening at Our Lady of Lourdes at 7p...

AM . Denver, CO- @

Post reach Post Engagement

29

Recent Posts

& Linked accounts

I Last 28 days

In loving memory of the many lives lost to

€ Fan engagement tools

abortion on the 50th anniversary of Roe v.
Wade, Respect Life Denver will be hosting ..
Tue, Jan 17

Boost post

Postreach Engagem

3. Once in your Professional Dashboard click “Linked accounts.”

° $ Facebook

o
ﬁ Q. search Facebook

Settings > Linked Accounts

Linked Accounts
Instagram

(9 WhatsApp

C' & facebook.com/settin

Instagram

Connect account

et more features across Facebook and Instagram

DENVER

See more insights

1 New Page likes @

7

To grow your audience, finish setting
up your Page

Adding more details can help more people
connect with you.

10 of 13 steps completed
-—cn e an an oo an e oo e

Completed
Establish your Page's identity

3steps left
Provide info and preferences

Completed
Introduce your Page

Frequently Asked Questions
Answers to common questions about the new Pages
experience

Connect your Facebook Page to a Professional Instagram account. If you connect a personal Instagram Account, it will be
witched to professional L earn More

Depending on their access to your Facebook Page and Instagram account, people may help manage things on both like:

B Contentand ads

Messages and comments
' Insights

£ Settings and permissions

4. Click “Connect account.”

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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Instagram @ Instagram @ " |I| | |

ARCHDIOCESE OF
To get more features, you'll need to connect your Denver Catholic . .
Facebook Page to Instagram. Depending on their assignment, people Choose Instagram message settings

who help manage your Page may have access to help manage things
on Facebook and Instagram like:

@ Allow access to Instagram messages in Inbox ()
& Content and ads - Insights

) o Depending on their Page roles, people who help manage your
() Messages and comments {6}  Settings and permissions Page may have access to view and respond to Instagram

messages. You can change this in your settings anytime.
You can review roles in Facebook Page Settings

Instagrom
5. Click “Connect,” confirm that Facebook/Meta has permission to access Instagram 7
messages within the Meta Business Suite, and then log into your Instagram account. o
Once the log in is successful, you will be able to manage your Instagram account I Log it Fceboor
from the Meta Business Suite, in the same place that you can manage your Facebook

account.

o+ Schedule, schedule, schedule! Planning ahead is the key to an effective social media presence and strategy. Taking the time to plan out
your posts ahead of time allows you to be semi-consistent on each of your platforms, and will take a lot of the stress out of social media
management, even if you only figure out what you’re going to post and don’t write it out or create the content yet.
The following screenshots reflect the process for scheduling with the Meta Business Suite on a web browser. You may also schedule from the
Meta Business Suite app for i0S and Android, following the same general steps, though the layout will be different. See pages 28-30 for how to
do this on Instagram in the new Facebook pages experience.

c

0 .

VENVER
Manage Pages and profiles

1. Visit your Facebook page and
click Planner under the Meta

[& archdiocese of Denver -

Archdiocese of Denver
@archdioceseofdenver - Religious Center # Edit Call Now
B Flanner
Publishing tools Home  Videos Photos  About  More v 4 Ad Center Q =]
! Insights
a (D) Manage your Page and Instagram account together with Meta Business Suite. Open now
News Feed
W B Ar
W% Business PP Create ad Seeall Create post ~
How would you ke to
(&g Photopvideo O Reel @ cetmessages
o Home >
@ Messenger tools Create @tiLive M Event @ Job & Volunteers -
=4 AdCenter v 14
B Events

@ Resources & Tools

P M
o help you ge e onference this weekend?? It's
®  Manage Jobs v Free Meta Business Tools x |
@ Posttemplates > R
w4 Ad Center A% quickly create visually pleasing posts with free, pre- @
mare croative acsers

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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< c (e ) %

o) Planner

Plan your marketing calendar by creating, scheduling, and managing your content.

@
bl K Mo < Today > November 2022 Contenttype:all v Sharedto:all v D E NVE R
@ sune Mon7 Tues T TR Thato Fin satie
o Moments Dt
B Daylight Saving Time. B National Cappuccino Day. 8 ve
_—
e} B 7:00AM & 8:30 AM ©8:30AM D 7:00 AM Moments
= A &
S i
5
& ® pamies © =
o wn e A s 85 A ws :
Dﬂ Schedule apostora Take w minutes to schedule a post or story
a
story. Schedule
= Save time by scheduiing
- ahead.
Schedule + See Templates
sun, o3
World Kindness Day
‘Take a few minutes to schedule a post or story
Schedule
See Templates

2. From the planner, you can create Facebook and Instagram posts and schedule them for particular days and times. Upload any media you'd like to
use (photos, videos, graphics, etc.), type your caption, schedule, and hit Save. You can either do this by selecting “Create” in the top-right corner, or
hy clicking a day in the week view. To create a story to be scheduled for another day/time, click the arrow next to the “create” button in the top-right

corner.
Create post You can post to both Facebook and Instagram from the Meta Business Suite.
st Simply select the platform you're interested in scheduling your post on. Be sure
" . that your Facebook and Instagram accounts are connected; if they aren’t, you can
- start that process here, too, simply by clicking “Connect Account,” following the

vigtin prompts, and logging into your page’s account. As you create your post, you can
Share photos or a video. Instagram posts can't exceed 10 photos. See hOW |t Wl” |IkE|V |00k OnCe pOSted

& Add photo + B Addvideo v YV Use template

Facebook News Feed preview =) | [g]
Post details
Text LI%J Archdiocese of Denver
Just now @

Add text to your post. You can also add hashtags to let people discover it.

o] #0O

O ® g & ¢
Scheduling options Publish now Schedule Save as draft

oY Like (D comment £ Share Q-
Cancel

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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*  Ifyour page has been automatically migrated to the new Pages Experience, follow these steps:

° $ (@ Facebook

C @ facebook.com

z
9 Q search Facebook

2 notifications

PN 5 = & # oo o
P (©) select profile
g B stories O Reels EX Rooms
& Findfriends a’ Andre Escaleira ®
| Pages Pcf\sl Archdiocese of Denver Funeral
9 QW Home at Caldwell-Kirk @)
4 notfications
%P Most Recent ScHoOL ‘
© 1S CLOSEV (& Archdiocese of Denver Funeral
S Home at Mount Olivet O
@ crous SN & o 6 notifications
WOl Cross_~ Christin the
Create story Catholic.. st. simeon Catholic Cemetery
3 Marketplace W . 2 notifcations O
« (£ Mount Oiivet Catholic Cemetery
a What's on your mind, Andre? 24 o 1 notfication
¥’ (%) penver Catholic Young Aduits ®]
Your;shostcuts B Live video (&g Photopvideo Feeling/activity | il
= " €l Pueblo Catdlico
[ Denver Catholic Young Adults ¢ e rottcatons o
Our Lady of Guadalupe Catholic Parish Denver wisr 18 §
{2 Archdiocese of Denver Jom- @ @ Carmelite Monastery 0
© 3 notiications
ww.canterburypilgrimages.com.. italia-grecia...] ©
@  Denver Catholic 4 Archdiocese of Denver Office of
&l catholic Schools (@]
= CentroSan Juan Diego P eons
Mo chebeut High School
@  ElPueblo Catdlico Hiorie:
Archbishop Samuel J Aquila o)
v Seemore © 4 notfications
- () Centro San Juan Diego
Fr.Benito

ertising - Ad Choices P> - Cookies

eta

1. With the new Pages Experience, you have to switch into your page, as if it were a new profile. Click the top right circle, then “select profile, and
select your page from the list that drops down.

$ Facebook

C @ facebook.com
9 Q search Facebook

{35 Denver Catholic Young Adults

Wil Ads Manager

4§17 de Abril - 3 de Mayo

 Tu Peregrinacion Incluye
>

= Partiendo desde Denver

Tu anfitrion

§ Costo Por Persona

O Reels

Bl (=

Redemptoris Mater Missionary
Y serminary

+ © 8

Manage Pages and profiles

[ Archdiocese of Denver

£ 2Notiications

‘ Ad Center & Create promotion
o | i Biv, 3%

& Professional dashboard

Suggested

%P Most Recent

@ crous

e
fi
° St. Dominic.
Create story Parish

0

Increase your reach

St Stephen
Catholic...

XXill Cathol...

Boost these posts to increase reach with every $14 you spend.

3 watch
Announcing Cultura: An This Thursday, Archbishop -l
v Seemore Evening of Beauty, Truth,... Aquila will be celebrating ... ¥
B January 5at9:27 AM - @ January 9 at 2:38 PM - @ '
Your shortcuts Current reach Estimated additional reach Current reach Estimated additional reach “urre
363 968 352 968 > 1
Bl penver catholic Young Aduits = — -

/<3] Job Opportunities - Denver Catholic

Young Adults

€ Boost post

See insights

o Boost post

See insights

ARCHDIOCESE OF

DENVER

Roommate/Housing - Denver Catholic
Young Adult Connection

S i
@ Archbishop Samuel J Aquila o0

) i ‘
fiul ffarchdioceselofiDemve ﬁ'ﬁ] What's on your mind, Denver Catholic Young Adults?

2. Once you've switched into your page, click “Meta Business Suite” in the right-hand toolbar.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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QMeta
Business Suite

(2 Denver Catholic... = (@ WI(G)  Manage Facebook Page | Go to Instagram ™ e <
0 759 L 13 © 2.2k * 39%

£> Notifications .

O Inb To-do list

Check unread messages, comments and other things that may require your attention.

p 10 date on your to-do list.

b Ad Grow your audience
ofl nsights
it it the friends list from your personal Invite friends
= Alitools ac
Re:
Ser 0ok posts to follow your Page. Learn m
pe Send invit
126 DX 9o SHHHD
Manage your marketing content
See your recent and upcoming posts, stories and ads, and schedule content to plan ahead.
Planner Posts  Sto
E i u i @u
46% settings. i 5 i i
- ‘l Tk
@ Help v M v A

3. Click “Planner.”

K

ARCHDIOCESE OF

DENVER

) Planner

Plan your marketing calendar by creating, scheduling, and managing your content.
a
Week  Month < Today > November 2022 Content type: all
o sine 8 [ weao ] o s
& Moments  Draft
B Daylig ing B National Cappuccino Day B Veterans Day
D 00 Al & 8:30 AM a8 M AM
=] A
i 2
9
[ sty @ -
& uis B3 A w2 @5 A we .
ol Schedule apostora
story. Schedule
= Save time by scheduing
- ahead.
Schedule v o T
See Templ

4. From the planner, you can create Facebook and Instagram posts and schedule them for particular days

and times. Upload any media you'd like to

use (photos, videos, graphics, etc.), type your caption, schedule, and hit Save. You can either do this by selecting “Create” in the top-right corner, or
by clicking a day in the week view. To create a story to be scheduled for another day/time, click the arrow next to the “create” button in the top-right

corner. (continued on next page)

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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Create post m

Post to ARCHDIO(ESE OF

[ Archdiocese of Denver ke DENVER
(=]

Facebook News Feed preview

Media Lumuj Archdiocese of Denver
Share photos or a video. Instagram posts can't exceed 10 photos. Just now @

& Add photo + B Addvideo v YV Use template

Post details
Text

Add text to your post. You can also add hashtags to let people discover it

o] #0O
®@ 0@ ®w v & &

oY Like () comment £ Share a-

Scheduling options Publish now Schedule Save as draft

Cancel

You can post to both Facebook and Instagram from the Meta Business Suite. Simply select the platform you’re interested in scheduling your post on.
Be sure that your Facebook and Instagram accounts are connected; if they aren’t, you can start that process here, too, simply by clicking “Connect
Account,” following the prompts, and logging into your page’s account. As you create your post, you can see how it will likely look once posted.

*  When posting photos and graphics, make sure they’re the proper size. For best results, try to stick to a size of 1080x1080 pixels for a post and
1080x1920 for a story. If using Canva, select what you're creating (Instagram post, story) from the pre-set options and the sizing should be
automatically set for what you need. Instagram does support other sizes and aspect ratios, but they sometimes get cropped weirdly when
using the scheduling function.

*  When posting a carousel of photos (more than 1), be sure that they are all the same orientation, size, and aspect ratio. Don’t post a
landscape (horizontal) photo and a portrait (vertical) photo in the same post, as this will cause strange cropping. The first photo will set the
standard for the rest.

*  |f posting the same post on multiple platforms, change up your language to fit your audience. Instagram is a younger platform, reaching a
wide swath of younger individuals, from middle school to middle age. Feel free to use hashtags, emojis, and more casual language to engage
this demographic.

*  Resharing is not supported on Instagram. There are some external apps that can interface with Instagram to make this happen, but since it’s
not native to the platform, you're encouraged to create your own content!

*  Links don’t work on Instagram, so don’t put them in your captions! One of only two ways a link works on Instagram is when put in your “bio,”
which can be accessed in the Profile settings. If the link in your bio isn’t your general website, i.e. you changed it to be event-specific, be sure to
change it once it’s no longer relevant. If you want to push your audience towards a website in a particular post, make sure the link is in your bio
and invite your audience in your caption to check out the link in bio.

* Hashtags are valuable on Instagram. Depending on people’s interests, whether they follow certain hashtags, or go looking for hashtag-specific
feeds, you can reach new accounts and people. You might even end up on their “Explore” page!

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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o (Check out best times per day to post, based on your particular audiences. Don’t just post whenever - you want ARCHDIOCESE OF

to post wh'en people are online! _ . DENVER

The following screenshots show how to look into this from the Instagram app.

denvercatholic v = —

‘ 475 2,510 200 O Ssettings
Posts Followers  Following
D Your activity

Denver Catholic
Your visual guide to the best of Denver Catholics!
linktr.ee/denvercatholic '@ Archive
1300 S. Steele St., Denver, Colorado

Professional dashboard ° |:I]:| Insights

New tools are now available.

o)
R
Edit profile Contact @9, QRcode

LA AL

Highlights  Julia Greeley Rodeo - Ja... Quote

Saved

Cart

b T =

Orders and payments
@ Digital collectibles
*— Close Friends

% Favorites

+2  Discover people

@ Q @ é) @ @ COVID-19 Information Center

1. Visit your profile and press the button with three parallel bars in the top-right corner. In the menu that expands, select “Insights.”

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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4 Insights @ 4 Followers @
Last 7 Days v Nov 2 - Nov 8 Last 7 Days v Nov 2 - Nov 8
65+
= 6.3%
Overview

You reached +25.8% more accounts compared
to Oct 26 - Nov 1

Gender
of your followers
Accounts reached 1,061 S
+25.8%
Accounts engaged 212 > 67.6% ' 32.3%
+44.2% Women ® ® Men
Total followers 2,510 S
+0.4%
Most Active Times
Content You Shared See all

Hours Days

< Mondays >

6a 9a 12p 3p 6p 9p

A a & ©® © A a & ©® ©

12a 3a

2. Select “Total Followers,” then scroll all the way down to the bottom of the follower metrics Instagram provides. At the bottom, you’ll see the times
your audience is the most active on Instagram, in three-hour intervals. You can change the day by pressing the arrows beside the highlighted day.
You can also look at which days are most popular for your audience. This should guide your posting schedule.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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o+ While you’re at it, set up saved replies to messages to save yourself time, if you consistently get the same types ﬁCEHDNmﬁsEEi){

of messages.

denvercatholic = denvercatholic+ @ =

475 2,510 200 O settings
Posts Followers  Following
D Your activity
Denver Catholic
Your visual guide to the best of Denver Catholics!
linktr.ee/denvercatholic '@ Archive
1300 S. Steele St., Denver, Colorado
Professional dashboard . |:D] Insights
New tools are now available.
o)
Edit profile Contact €Y QR code
@ @ @ N -
B cart
Highlights  Julia Greeley Rodeo - Ja... Quote
H @ @ B Orders and payments

@ Digital collectibles
*— Close Friends
¢ Favorites

+2  Discover people

@ Q @ @ @ @ COVID-19 Information Center

1. Visit your profile and press the button with three parallel bars in the top-right corner. In the menu that expands, select “Settings.”

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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< Settings < Business ﬁcEDvasEEﬁ
Q Search Ad payments ;
@ Update messaging Branded content
+2, Follow and Invite Friends Branded content ads
Q Notifications Response suggestions
%5 Business Saved Reply
ﬂ Privacy Frequently asked questions On
,9% Supervision Minimum age
@ Security Monetization status
B Ad payments Set up a shop

2. Select “Business,” then “Saved Reply.”

New saved reply

Save common responses so you can use them
any time.

Bhortcut
Respond instantly ol s b ok o i 1 Sl
message.
Now you can save responses to the questions
you receive most often. Message
New saved reply Write the full message you want to send to customers.
3. Select “New Saved Reply.” From there, create a keyboard shortcut
that will expand into a pre-saved message of your choosing. Once you I I'm lol
have the shortcut flgure_:d out, create the saved message and save. gwer rtyuiop
When you want to use it to respond to someone in Instagram messen- e e e e e e
ger, type your shortcut, select the pre-saved reply from right above the alsjd|fjolh]i]k]!

text box, edit if you need to, and hit sena!

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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*  You’ve already done a bunch of automation, so why not add some Frequently Asked Questions (FAQ) that l I l | |
ARCHDIOCESE OF

your audience can choose from when sending you a message? Follow the same steps as above, but select DENVER
“Frequently Asked Questions” instead of “Saved Reply.”

( Frequently asked questions

Use frequently asked questions to help people start a
conversation with you. When turned on, these

questions will appear at the beginning of a chat with o+ Besure that they are turned on, and then add up to four common questions for

e A your audience to ask you. This will allow them to press the pre-loaded question
and automatically send the m to you.

Show questions in chat () v essagetoyou

Questions 2/4

Is anyone available to chat? >

| have a question. Can you help? >

Add question

*  Forauser-friendly and free way to create engaging graphics, flyers, etc. check out Canva (canva.com)
+ For more information, visit our pages on missionsupport.archden.org - Online Design, Copyrights, and Stock Photos, or search for the keywords
“instagram,” “design,” “copyrights,” and/or “stock photos” in the knowledgebase at missionsupport.archden.orq.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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¢ Mix up your content. Twitter is the only medium out there that was made for plain text posts, or tweets. Adding an
image or a video helps break up the sea of text in one’s feed, which will draw attention right to your tweet. If you
¢an add an engaging graphic, photo, or video to your tweet, do it!

¢+ Besure to actively monitor your account for comments, messages, etc. While you can’t remove others’ tweets to
you, as bad as they may be, you can engage in dialogue by responding OR block the account outright. Either way,
these things ought not to fester out there.

o Schedule, schedule, schedule! Planning ahead is the key to an effective social media presence and strategy. Taking the time to plan out
your posts ahead of time allows you to be semi-consistent on each of your platforms, and will take a lot of the stress out of social media
management, even if you only figure out what you're going to post and don’t write it out or create the content yet.

The following screenshots show the process for scheduling a tweet on a web browser.

Home

Home This is how you schedule a tweet! % @& %2 What’s happening

Explore Colorado: Election news and
) e { updates }

Notifications
#WSJElectionSale

Messages
\\\\\\\

Bookmarks

#USMNT
Lists

A Profile ueblo
= :
NETHOPE ;
-
=L e
Celebrating k4 Latest updates on the war in
Ukraine

10 years of rai
Oktane! =

N

Who to follow

5‘ Jonathan Wallentine & m
Institute for Catholic ... m

@ :I:yjae:dmmmum? , Sacerdotes y redes sociales B 0o W Sinclsit Messages 8 A
1. Once logged into Twitter and on the Home page, start typing your tweet at the top of the page. Add any media and emojis you plan to use. Click the
small calendar, second from the right in the bottom toolbar. Set the date and time, click “Confirm,” and then click “Schedule,” where the blue “Tweet”

button used to be. Your tweet will be scheduled from there!

X Schedule

November

Mountain Standard Time 2.To view your scheduled tweets and edit them, follow the step above (minus
adding text and media), and click “Scheduled Tweets.” From there, you'll see all
tweets you have successfully scheduled.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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*  Think critically about when to actually post your content. There’s a lot of psychology involved in social media posting
and content consumption! For instance, most people are not online at 10 a.m. because they’re at work, in meetings, or
at school. But they might check their social media before they get to work in the morning, around their lunch break,
and/or when they are winding down at the end of the day (between 4:30 and 8). Those are some of the hest times to
post your content. With the scheduling feature detailed above, you can experiment with a few different times to see
what works best for your audience.

*  When posting photos and graphics, make sure they’re the proper size. Twitter posts images in pre-set boxes that will expand to show the
image when clicked on. For best results - and to avoid awkward auto-cropping, try to stick to a size of 1024x512 pixels. If using Canva, select
what you’re creating (Twitter image) from the pre-set options and the sizing should be automatically set for what you need.

* If posting the same post on multiple platforms, change up your language to fit your audience. Twitter is a difficult medium to be successful
on. There is constant, almost incessant content being put out there, so content is often being pushed down the feed very quickly, especially
for those who follow numerous accounts. That said, your content should be engaging, attention-grabhing, and concise. Twitter has a character
limit of 280 characters to force users to be brief. Work within the framework Twitter has given us, but make sure to leave room for hashtags at
the end.

*  Hashtags are most appropriate on Twitter. Many follow hashtags or look into a hashtag-specific Twitter feed, even with accounts that they
don’t follow. This is a good way to grow engagement and reach new accounts.

*  Balance your retweet and organic content ratio. You don’t want your entire account to be retweets of others people’s content. You should
have some unique content of your own to share!

«  Forauser-friendly and free way to create engaging graphics, flyers, etc. check out Canva (canva.com)
* For more information, visit our pages on missionsupport.archden.org - Online Desian, Copyrights, and Stock Photos, or search for the keywords

”

“twitter” “design,” “copyrights,” and/or “stock photos” in the knowledgebase at missionsupport.archden.org.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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*  Mix up your content. LinkedIn is unique in that plain text and media posts can both do well. Even still, be sure to ‘ ' I | | |
mix it up to keep things fresh. ARCHDIOCESE OF
Besure to actively monitor your page for comments, messages, etc. Since LinkedIn is a networking platform, DENVER

you want to be available and responsive in order to form those connections! Respond to people’s comments and
reshares on your posts - and to their messages, when appropriate.

*  When posting photos and graphics, make sure they’re the proper size. LinkedIn doesn’t have the same cropping
difficulties as Twitter and Instagram, but when making graphics or using photos, try to stick to a size of 940x788
pixels. If using Canva, select what you’re creating (LinkedIn post, or Facebook post for similar sizing) from the pre-
set options and the sizing should be automatically set for what you need.

*  If posting the same post on multiple platforms, change up your language to fit your audience. LinkedIn is a professional platform, made for
networking and job seeking. Your audience is going to be working-age individuals, ages 21-65+, with the bulk of people falling between 21and
50s. Full sentences and very few emojis should be used. The tone should be professional but not robotic.

*  Balance your reshare and organic content ratio. You don’t want your entire account to be shares of others people’s content. You should have
some unique content of your own to share!

*  Think about when it’s best to post. There is no scheduling capability native to LinkedIn (not going through a third party but on the website
itself), but you should still consider when your audience is online. Since LinkedIn is a professional, networking platform geared toward work,
people tend to be on it during work hours (9-5). It’s best to post earlier in the morning, around lunchtime, or toward the end of the work day
hecause people are more free to check social media around those times.

«  Forauser-friendly and free way to create engaging graphics, flyers, etc. check out Canva (canva.com)
* For more information, visit our pages on missionsupport.archden.org - Online Desian, Copyrights, and Stock Photos, or search for the keywords

LT3

“linkedin,” “design,” “copyrights,” and/or “stock photos” in the knowledgebase at missionsupport.archden.orq.

Questions? Contact: André Escaleira, Jr. | andre.escaleira@archden.org | (303) 715-3262
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