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Appendix A. First Draft of Instructional Materials

Above is a screenshot of a rough draft of the website with the training. The site alerts learners
that they must contact the Internet Director to get Facebook page permissions, before starting the
training.
To the left is a mockup of the
Introduction page on the
website. This is where the
pre-instructional video will be
shown. The script for this
video is listed on the next
page.
The learner will click on the
Next button to continue to the
instruction.
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Script for Pre-instructional Video
In September 2012, Facebook reached 1 billion monthly active users. If it were a country, it would
be the third largest in the world.
Facebook averages 2.7 billion likes every day; 250 million photos are uploaded every day.
Along with letting users catch up with family and friends and play Texas HoldEm, Facebook is
also a source for local news.
Exactly how big is the local news audience? Enough for some local news organizations to move
to a Facebook-only format.
It’s no surprise that Facebook is consistently one of the top websites referring visitors to
KRGV.com.
With the audience on the social network growing, KRGV needs to have an active and engaging
presence on Facebook to maintain the station’s dominance in the market.
There are a slew of questions that go along with that. What do I post? When should I post? What
phrasing do I use? Is it okay to post this or that?
Before we can get to those, we need to focus on how – the technical aspect of managing a
Facebook page. That’s what this training covers. We’ll go over how to locate a page you have
administrative rights to, how to post a status update on a page, how to find messages from fans
and other people and reply to them, and how to share a post.
If you’ve used Facebook before, you’ve done most these tasks already. It might just look a little
different on a page.
Haven’t used Facebook before? Have you used email?
They both use the same concepts but the wordings are a little different.
Email
Send an email
Reply
Attach a file
Forward

Facebook
Post a status update
Comment
Attach a photo/video
Share

The bottom line is: If you found this website and are watching this video, you have enough
computer literacy skills to get through the training. So, let’s get started.
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The next page covers “The Basics.”
This section reviews what a status
update is, how to search for pages,
how to like a page, and the
technical requirements for
becoming a page administrator.
The video will be screencasts of
Facebook and the items mentioned
above.
Some of the post-test questions are
listed below the video. There’s no
assessment at this time. The
learner is asked to proceed only if
he or she believes he or she can
answer the questions correctly.
The Next button takes the learner to
the Page Layout section.
Below is a mockup of the Page
Layout section. The video will also be mainly a screencast of Facebook.
Along with an audio narration, the video will demonstrate where a user can find pages they have
administrative right for, where a page status update is added, where messages sent to pages can
be found, and where posts made by non-administrators to the page can be found.
Below the video is a link to a PDF of the page layout. This can be used for reference, while the
learner is reviewing the video or in the future.
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Below is what the PDF for the Facebook Page layout will look like.

List of Facebook
pages the user has
administrative rights
for

Messages
sent to page

Area to post a
status update
on the page

Posts to the
page made
by others
(fans or
anyone who
isn’t an
administrator)
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The next section covers
status updates. A screencast
with audio narration will walk
the learner through posting a
status update on the KRGV
page.
Below the video are
instructions to an exercise.
The steps include text to copy
and paste onto the live KRGV
Facebook page. A link to
Facebook is provided.

The Next button will advance the
learner to the Post a Photo
section.
The remaining sections of the
lesson (Post a Photo, Reply to
Messages and Share a Post) will
follow the same pattern as the
Status Updates section.
There will be a video about the
topic and instructions below the
video for the learner to
demonstrate what he or she has
learned.
The Post a Photo exercise
includes a photo for the learner to
use.
The Next button will advance the
learner to the following section.
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Above is a mockup of the Reply to Messages/Posts section. It shows the video lesson, followed
by an exercise. The exercise includes links to Facebook and sample text to use in a reply.
Below is a mockup of the Share a Post section. It also includes a video and exercise with links
and sample text to use. The Next button will take the learner to a test, which will be embedded
into the website. The post-test is shown on the next page.
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Post-Test
1. Adding text or a photo to your Facebook page or profile is referred to as a:
a. Like
b. Status update
c. Friending
d. Page message
Indicate whether the following statements are true or false:
2. _False_ You have to be a page administrator to post on the KRGV Facebook page.
3. _False_ Posts found in the Messages section are the same posts found in the Posts By Others
section.
4. _False_ You cannot share a post from another page, unless you like the page first.
5. In order to become a Facebook page administrator, you must:
a. Like the page
b. Give your company’s social media contact your Facebook password
c. Use the Message button on the page to submit a request
d. Both a and b
6. As covered in this lesson, status updates posted by administrators on the Facebook page are
visible to:
a. Fans only
b. People who are friends with administrators
c. Fans and friends of fans
d. Fans and anyone who visits the KRGV Facebook page
Using the two images below, match the places on Facebook (marked A-D) with what
action/information would be found in that area:
__C__ 7. Status update
__B__ 8. Direct messages sent to page
__A__ 9. List of pages you have administrative rights for
__D__ 10. Posts on the page made by others

B

A
C
D
11. Post a brief story from the AP wires as a status update on the
KRGV Facebook page. Include your name in the post.
12. Share a post from the ABC News or CNN Facebook page
onto KRGV. Include your name in the post.

