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Welcome to the Social Media Manager Training on creating your first post using the Social Media Manager.

In this section we are going to go over how to create a brand new post from scratch and how to use the
graphics editor. We will also discuss how to use and edit the stock images found in the graphics editor, how

to use the calendar view to come up with posting suggestions, and how to use the graphics editor to edit

and make the post suggestions your own.

Topics Include:

e Creatingabrand e Calendar View

new post Content Suggestions

e Using the graphics

editor e Stock Images

No Time For Videos:

STEP 1-LOGINTO SOCIAL MEDIA MANAGER

Go tosocial.morethanrewards.com to log into the Social Media

Manager using the login credentials we provide you.

STEP 2 - CLICK CREATE POST

Once logged in, click on the "CREATE POST" button in the top right

corner of any page. This will take you to the post editor.

STEP 3 - SELECT SOCIAL ACCOUNTS TO POST TO

Select which of your connected social media accounts you would

like this post to be published to.

USING THE GRAPHICS EDITOR

You can use "ldeas" to select an image or graphic to use,
otherwise you can create your own all together. Click
"Background" to select a stock image or click "Upload" to
upload your own image from your computer. Use "Text"
and "Objects" to add to your image; you can edit colors,
fonts, opacity, layers, etc. to customize your design. Click
"USE" when your image is all set.

e STEP 6 - PUBLISH YOUR POST

You can click "Publish Now" to post right away, click "Add to
Queue" to publish at the next designated time, click "Schedule" to
select a specific date and time for the post to go out, or click "Save

As" to save your draft to revisit later.



e STEP4-ENTERPOSTTEXT

Type in the post content in the space provided. e STEP7-UPCOMING EVENTS

Click on the "CALENDAR" tab, and then click on "Upcoming Events"
e STEPS5- ADD/CREATE IMAGE

for some post ideas and graphics for holidays, historical events, etc.

Click "Upload Photo/GIF/Video" to upload a file from your for upcoming days. This can help give you inspiration if you aren't

computer. Otherwise you can click "Create Image" to build .
p y g sure what to post. Select an idea you want to use, and you can use

something from scratch using our Graphics Editor. the graphics editor to customize the image and post if wanted.
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Welcome to the Social Media Manager Training on how to create a paid boosted post. In this section, we are
going to discuss how to create a Facebook Ad account and how to boost your post. We will also discuss how
to set up a budget, how to target specific demographics, and how to use the analytics tab to view how
successful your post has been.

Topics Include:

e How to create a Facebook Ad e How to setup target demographics
account e How to use the Analytics Tab to see how
e How to create a boosted post successful your post has been

e How to set your budget

No Time For Videos:

e STEP1-CREATE FACEBOOK AD ACCOUNT USING ANALYTICS TO MONITOR SUCCESS OF BOOSTED POSTS

If you don't already have a Facebook Ad account, you can learn how Click on "Analytics" and then "Statistics" to view the Reach (organic and

to setup one up here. This should be linked to the same account you advertising), Clicks, Visits, Likes, Comments, and Shares of individual posts.

have connected to the Social Media Manager to work. This will provide a snapshot of post statistics; refer to Facebook for additional
e STEP2-SELECT BOOST POST OPTION IN POST EDITOR details if needed.

In the "Post Editor", click the toggle labeled "Boost post" on the

right side. Select the account, campaign, targeting demographics, if

you want to boost on Instagram, budget, and how long you want to

ad torunfor.
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Welcome to the Social Media Manager General Overview Training. In this section we are going to go over a
general overview of the Social Media Manager and discuss the Calendar, Content, Dashboard and Content
Tabs. We will also touch on how to create a new post and how to use the graphics editor.

Topics Include:

e Supported Social e Overview of the
Media Sites Calendar Tab

e Howtocreatea e How touse the
post Graphics Editor

e Overview of the e Overview of the
Dashboard Tab Content Tab

e Overview of the

Analytics Tab

No Time For Videos:

e STEP1-1LOGINTO SOCIAL MEDIA MANAGER

Go tosocial.morethanrewards.com to log into the Social Media

Manager using the login credentials we provide you.

STEP 2 - OVERVIEW OF SCHEDULED POSTS & UPCOMING
EVENTS

On the "Calendar" tab, you can view a week or month at a time to
view past posts and future scheduled posts. You can click
"Upcoming Events" to view post ideas for holidays, or historical

events.

STEP 3 - CREATE NEW POST

Click "Create Post" in the top right corner (or on the Calendar).
Select the accounts you want to post to, add the post's written
content, and upload/create an image to accompany your post, if

wanted.

STEP 4 - SET TIME SLOT SETTINGS

On the "Calendar" page click "Time Slots Settings". Set your time
zone. You can select to use "Autopilot” content plan; this is a smart
"Al system" that helps you efficiently fill your posting scheduled by

suggesting an optimal content plan for each of your social media

STEP 5 - DASHBOARD OVERVIEW

Click the "Dashboard" tab to view some broad highlights and stats

about your various social media accounts.

STEP 6 - POST IDEAS

Click the "Content" tab and select "Post Ideas" to view some pre-
configured post ideas and graphics. These can be filtered based on
the type of post and content you are looking for. You can also
"Search by Keyword" in the top right. When selected, you can edit
the graphics and written content as desired. "My Ideas" will contain
any posts/graphics you have saved in the past. You can also click on
"Graphic Editor" under "Content" to go directly to the graphics

editor.

STEP 7 - ANALYTICS, REPORTING, AND STATISTICS

Click the "Analytics" tab and select "Reporting" to view analytics
about your social media accounts as a whole, or select "Statics" to
view analytics about specific post. Switch between your different
social media accounts on the left side; analytics will vary depending

on what information is available for the social network.



pages to maximize engagement. You can also click "Edit Content

Plan" to set your own custom scheduling plan (or scheduling queue).
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