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Go to the following address:
www.facebook.com/pages/create
You should see this screen:

How to create a

Facebook
Business
Page

1

Select get started, under ‘Business or brand’.

2

Fill out the category box with Pub/Bar,
Restaurant or Hotel.

3

Complete your business address and your
business contact number.

4

Click continue.

Adding pictures and branding
You’ll now need to add a profile picture which represents your business and a
cover image which adds context to your page. Choose images that align with your
business and are easily identifiable.

Setting up your

Facebook
Page

1

Upload a profile picture, preferably this should be a logo. Facebook profile
pictures show at 170x170px and are displayed at smaller sizes elsewhere
on the site, so make sure it’s distinctive. It will be cropped to a circle.

2

Upload a cover image. Your cover image is the most prominent
image on your Facebook business page, choose a great looking shot of
your venue or food and drink offering. It will display at 820x312px.

Key things to set up on your page
Description: A brief overview of your business so visitors know what to expect
when they visit. Keep it nice and brief focusing on your main selling points.
Contact info: Add a phone number, website and email address. People who visit
your page can access this information to get in touch with you.
Location hours: Add an address and opening hours so that people know where
and when to visit. Remember to update these times during lockdown and in
advance of a Bank Holiday.
About and story: Here you can complete extra information and share more
detail about your business.

To switch your profile to a business account:
You’ll first need to create a standard Instagram account by
visting https://www.instagram.com/ and clicking Sign Up.

1

Once you’ve set up a standard account, go to your profile
and tap in the upper right corner.

2

Tap Settings.

3

Tap Account.

4

Tap Switch to Professional Account.

5

Tap Business.

6

If you’d like, you can follow the steps to connect your
business account to a Facebook Page associated with your
business. This step is optional, but will make it easier to use
all of the features available for businesses across the range
of Facebook owned apps.

7

Add details, like your business category and contact
information.

8

Tap Done.

How to create an

Instagram
Business
Profile

How to post

Creating

Facebook
Posts

1

Visit your business page, and click where it says Write
a post.

2

Once you’ve typed out your message, you can select
from a range of options that add different things
to your post. The most commonly used is Photo/
Video which allows you to add a picture or video
(1080x1080px) to your post.

3

Click Post to share.
Use short snappy sentences with a clear
message and use bold, high quality images.
Consider the use of emojis to add a little
touch of colour.
TOP TIP – Update your opening hours and share how are you
planning to reopen. Share your new ways of working to give your
customers more confidence, and try to keep followers informed on
the measures you’ve put in place to keep them safe when they visit.

How to create an event

Creating

Facebook
Events

1

On your business page, find and click the Events tab - it will
be in the far left column on your screen. Click Create Event.

2

Upload a cover picture, which shows what guests can expect
(Format 1920x1080px).

3

Choose a catchy title that grabs people’s attention.

4

Complete the location of the event in the Location field.

5

Write an impactful description of your event. The important
information should be placed in the first 3 lines.

6

You can use emojis to make the text more dynamic.

7

Add the date and the start and finish time.

8
9

You can also add a link to a ticket purchasing site and put
limits on the number of attendees.
Click Publish to post the event.

To upload a photo from your phone’s library:

1

Tap at the bottom of the screen on the
Instagram app.

2

Tap Library (iOS) or Gallery (Android)
at the bottom of the screen.

3

Select the photo you’d like to share.

Creating

To take a new photo:

1

Tap

2

Tap Photo at the bottom of the screen then tap

3

You can tap to switch between front and
rear-facing cameras and to adjust flash.

at the bottom of the screen.
.

Instagram
Posts &
Stories

Note: You can’t take or upload photos
from a desktop computer.
TOP TIP - You could ‘repost’ photos from your customers using a range of 3rd party apps available.
Pictures of your food, drinks and venue taken by customers is great, ready-made content for your feed!

At times like this, it’s hard to know what to
say. We think you should address the situation
head-on, stay active and stay visible to your
customers. Keep your posts professional and positive,
sharing the essential information about your business and
how you are adapting to the new normal.
Great socials start with great posts that grab the
customers’ attention. Many people will be spending more
time on social media at this time – and happy to hear from
local businesses. The best posts often feature mouthwatering snaps of drinks or dishes with a caption that’s
short, punchy and uses highly descriptive words.

Ideas for
Posts

Ideas for
Posts
Here are some ideas of what you could post…

1

Show off great customer reviews.

6

Post food and drink recommendations from staff.

2

Post a video of a dish or drink being made.

7

Share and comment on posts by your guests.

3

Upload beautiful pictures of your location and décor.

8

Pass on news from your local area.

4

Post delicious looking snaps of food from your menu.

9

Offer a special perk for social media followers.

5

Highlight an upcoming promotion or deal.

10

Show what you’ve done to keep guests and staff safe.

On your Facebook business page you can pay to advertise
certain posts to reach new audiences or promote specific events.
It is a relatively inexpensive way to promote your business
with the average cost to reach 1000 people being £2.

1

Select the post you want to advertise.

2

Click the button Boost Post.

3

Choose your advert objective – Post engagement will be the most
effective way to increase the number of views and interactions with
your posts.

4

Once you select your objective, you can select your target audience
to ensure you are advertising to the people you want to attract. You
can filter by age, location, gender and interests.

Using Social

To Advertise

TOP TIP – You can set a radius around your account to ensure the advert is
concentrated to your local community.

5

Select how long you want your ad to run for.
TOP TIP – Make sure you advertise your events some days before.

6

Then select your budget. You can see on Facebook how many
consumers you are likely to reach based on your budget.

7

Then click Boost to start the advert.

There are a number of free image editing services
that can be used to create images for your Facebook
and Instagram, including;
Canva.com
Crello.com
Venngage.com

Tools to help

Create Posts

You can also find free and pay online databases with
high resolution images to use on your posts such as;
Unsplash.com
Pixabay.com
Istockphoto.com

Google My Business is a free tool that helps small business create and manage their listing;
appearing when customers search for businesses on Google Search and Maps.

1

To create your My Business account go to
business.google.com and click on Sign Up. It will
then prompt you to log into your Google Account – You
will need to have or create a Gmail account.

2

Once you’re logged in, select Manage locations on the
left hand column and then click the Add location drop
down. Click Add single location and search for your
business. If you cannot find your business on Google,
click Add your business to Google.

3

The more information you provide the easier you will
be found on Google. When you have completed all the
questions you will need to verify your company by having
Google send you a letter by email or to your business
address. Please note – it can take up to 15 days to
receive this letter.

4

Log back into your business.google.com.

5

Click Verify Now.

6

Input the 5-digit code of the letter in the field.

7

Click on Verify.

How To Create a

Google
My
Business
Account

