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Tool shortcuts Edit

@ Admin Assist

0 actions, O criteria

Jil Insights

&% People
0 Activity log

@ Scheduled posts

@ Group Quality

! Group rules

See All Tools

Settings

B CHANGE GRO

In order fo add a secc
administrator, go to Pe
select the member of t
you want to 'promote' to admin

T forTourism Services - Master in PMTS



All statuses =

Q, Search

Members - 1

¥~ Joined 20 hours ago

Visitors - 1

Nicola Cortesi /1

@ Nicola Cortesi

*-=  Joined 20 hours ago

B CHANGE GROUP/ ADM

Then, click on the thre /

the right of her/his n. .

choose the "Add as admir

option from the menu that will
open
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All statuses =

Q, Search

Members - 1

S&EF  Joined 20 hours ago

Visitors - 1

Nicola Cortesi /1

Nicola Cortesi /i

B CHANGE GRO

if you don't find any
parent you can trus
add me as second
administrator
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MEDIA CHAN g/ |

After you've Kil ‘o
your commu
facebook, the followin

step'd be to open an \

iInstagram page 1o increase

the visibility of the facebook

group thanks to the higher
cach of Instagram

y
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Smart Trekkers
357 likes = 393 followers

N=DPE TR

tions Reviews Followers Photos More v
can also open a fb page
Videos : :
and link it to your fb group
Live
kkers 4
roup - 3.5K members Link to your Music

fb group
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physically fro
you might want foopen ¢
Whatsapp group or a
Telegram group to manage
these meetings, and/or fb
group chat
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Group chat “\

People

a Nicola Cortesi
2 10 May 2021
o a) (S

roduzione al mondo dello Smart Tre

[SSERE U SMAPREKKTT T g

& > 1
A PER | o

@ Smart Trekkers Chat .
Smart Trekkers

Irene
Ak
Ciao qualche
L smartworker da
Lo Bergamo per unire il

lavoro e il trekking in

WO
> settimana?
Q&)

o D¢

Mauro

& %.:? Ciao buona serata

27 Aug 2023, 22:24

*+ Matteo replied

Ciao qualche smartworker da

e 2

N 7 Q) 33t ITA

e
2 Edit

+ Invite

yost.

17:34 |
10/25/2023 %i
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you might wa
Whatsapp group or a
Telegram group to manage
these meetings, and/or fb
group chat
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your members, parti

the early adopters
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In the past it
to ask for the

groups). Now Facebook
discourages this practice




facebook close your gr

by error.
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L e risposte non possono essere modificate

Benvenut* tra gli Smart Trekkers!

Breve registrazione per accedere a tutti i contenuti della community

* Indica una domanda obbligatoria

Il tuo nome: *

Il tuo cognome: *

Colaprico

La provincia in cui vivi: *

Milano

La tua migliore email: *

Best solution is to create
a google form and insert

its link in the first
comment of all your

weekly Welcome Post

[T for\tourism Services - Master in PMTS
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pages but not o
so take at least a
screenshot of your posts tc
backup them in this simple
way.
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Pegar

1

L= BN Bil= 3 REL ¥ T - SR FT R 6 ]

Inicio
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Copiar ~

Insertar

- ¥ Copiar formato

Portapapeles

Is

[ Members

1951

|Elisabetta Schiatti
|Claudia Pattarini
|Tiziana lari

Vally Longo

‘Gelsi Donata Gio
|Claudia Della Torre
|Claudia Dominiak
Matilde Frigerio
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| Micola Zanola
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< = Q ©

Test group >

& Public group - 1 member

administrators

© Manage

Photos Files Videos

& Reel [&d Photo £X Room

Continue setting up your group -

®
hl Pttt el el el N

\ /
i Arme] Aardra At mAaTar
Qo0 (3 1
& L & C~

Home Friends Watch Feeds Motificatio
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To review

B TOOLS FOR AD]

Reported content
0 new today

Reported content are

Pending posts

B8 0 new today or comments that youl |
o Moderation alerts 0
0 new tody members report to the groug
— Badge requests . .
IR ° administrators if they found
Pro tip swedar words, false or misleading
4, Complete your group setup informations or violations of the
&2 Here's a checklist of items that
might help you manage your grou p'S rU|eS

group and attract more people.

Get Started

Other admins say that completing setup tasks helps
people find and discover your group.

w & O & 0 <
ome I atc Feeds N

otifications
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To review

Reported content 0
0 new today

Pending posts

!

0 new today
o .Moderation alerts ) —————
0 new today monitor all posts sub 1 DY .

Badge requests 0

0 new today your members before they are
Pro tip published. You can approve or
> Complete your group setup deC”he Them |f They dre Off TOpiC

| Py
& Here's a checklist of items that

might help you manage your Or They dOn'T fO”OW The grOUp

group and attract more people.

Get Started

Other admins say that completing setup tasks helps
people find and discover your group.

w & O & 0 <
ome I atc Feeds N

otifications
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Reported O

20 posts

Viewing by newest first

0
([

™ Sort

sconto!!!

Il leggendario buono & tornato su eSconto.eu

@

Informazione verificata, confermo che
funziona perché sono appena tornato dal
negozio con la borsa piena di acquisti

gratis! @&

Il buono funziona in tutta Italia!
Andate su & eSconto.eu —#» €

To review

Posts 20

Link =
lvana Panizza

@ 15 Oct - &

COOP W W 100 euro di buono

approfittatene!!!

Approve

o

Friends

Alerts O Badges

B TOOLS FOR

Date = Author

¥ /\-:é:-/\
TE
= | o |
alnfi

ASAs

When you decline a ‘00
can also tell the me \(

wrote the post why it was hor
accepted for publication and/o
which rules of the group it
violated

-
‘-\‘;\ N
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Copy link

Copied links to pending posts can be shared with
other admins.

Approve post and pre-approve author

Approved posters can post without admin or
moderator review.

Delete post and ban member

Delete the post and ban the author from the
group.

Decline post and give feedback

Don't allow this post in the group and optiq
send feedback to the member.

Decline post and start report
I'm concerned about this post.

Aok
29272

B TOOLS FOR

When you decline a ‘00
can also tell the me \(
wrote the post why it wc
accepted for publication and/o
which rules of the group it
violated

o O]

Y
‘-\\\ N
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Decline post

Admin notes

B TOOLS FOR

Other admins will be able to see these notes When y0u deC“ne G ®

In the activity log.
y can also tell the me \(
wrote the post why itwasnot

oo doran accepted for publication and/o
Add optional details
Which rules did this pending post violate? Wthh rU|eS Of The group |'|'

1 Work in the Wild

Potete postare qualsiasi cosa che si riferisca IO | O'l'ed
anche vagamente allo smart working nelle
Terre Alte.
2 Smart Hosts
Se gestite una struttura ricettiva con wifi,

potete postare la sua descrizione, dal punto
di vista dell'utilitd per ali smart workers. Per

Share violated rules and notes with .
lvana -

Confirm Cancel

T T

ritourism Services - Master in PMTS



Admin notes

In the activity log.

uuuuuuuuu .
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n;'k“ /\-::::‘:-A o
& A %
T enIRE
Il

Decline post

B TOOLS FOR A

Other admins will be able to see these notes |f The SG me mem be ' '

y wrong content (usually
oromote his/her products)even

after your warnings, you can

Add optional details

Which rules did this pending post violate? deC| I ne O ” hIS/her pOS-l-S WI-I-hOu.l.

1

Work in the Wild
Potete postare qualsiasi cosa che si riferisca

ny further explanation, or even
ban the member from the group:

anche vagamente allo smart working nelle
Terre Alte.

Smart Hosts

2
Se gestite una struttura ricettiva con wifi, A
potete postare la sua descrizione, dal punto b"‘q'\\s " | d i
di.vista dell'utilith ner all smart warkers. Per e/SHeNSs Oonly decredsing your
Share violated rules and notes with .
lvana

Confirm Cancel

T forTourism Services - Master in PMTS
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36 o lTaoN:
To review - TOOLS FOR ADMIN.\\
T Reported content 0 i
0 new today Moderation alerts are s
& Pending posts 0

0 new today Reported content toc
0 oo posts and comments showr
T here are reported from the
Pro tip algorithm instead from the
A, Complete your group setup members of the group

&2 Here's a checklist of items that
might help you manage your
group and attract more people.

Get Started

Other admins say that completing setup tasks helps
people find and discover your group.

T & &8O 8 0O <

Home Friends Watch Feeds Motifications
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To review - TOOLS FOR ADMIN.\\
Reported content {
B e tocay i Badge requests: you can giv
Pending posts . .
& o newtody ’ prize to your most active
O Moderation alerts 0 —

0 new today members (e.g: the early

Badge requests .

0 new today adopters), in form of a badge
that will be shown next to their

Complete your group setup user hdmes.

&2 Here's a checklist of items that
might help you manage your
group and attract more people.

Pro tip

Get Started

Other admins say that completing setup tasks helps
people find and discover your group.

T & &8O 8 0O <

Home Friends Watch Feeds Motifications

or\Towrism Services - Master in PMTS
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Tool shortcuts Edit

ﬁ; Admin Assist
0 actions, O criteria
Jil Insights

as People

° Activity log
@ Scheduled posts
@ Group Quality

! Group rules

See All Tools

Settings

B TOOLS FOR /

Scrolling down, there
tools available. Whe \;
receive many pPosTs pe
can set some criteria in the
"Admin Assist" section, in order
to decline posts automatically if
they don't follow these criteria

T forTourism Services - Master in PMTS



. TIM = 21:13 98% [E4A)

4 -&"?; Test group x o

Tool shortcuts Edit - TOOLS FOR ADMIN.
€p Admin Assist /
O actions, O criteria SOme In_l_eres_l_lng gr s &\
. _l_ A

uuuuuuuuu .
&

P WL,
S e \a
P ‘ I ,| A
E ﬁ/\ﬂ :

Aalallas

Jil Insights

statistics are available |
Insight item

&% People

0 Activity log

@ Scheduled posts
@ Group Quality

! Group rules

See All Tools

Settings

h & & B8 O <

Home Friends Watch Feeds Motifications

or Towurism Services - Master in PMTS
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*3"}"; Test group e

uuuuuuuuu .
&

&7 e N\,
Aalallas

\ Y

Tool shortcuts Edit - TOOLS FOR A

DMMI
@ Admin Assist /{‘
0 actions, O criteria
T NOC

And manage your
the People section

Jil Insights

&% People

0 Activity log
@ Scheduled posts
a Group Quality

! Group rules

See All Tools

Settings

h & & B8 O

Home Friends Watch Feeds Motifications
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£ People = )

B TOOLS FOR ADMIN.

All statuses =

Q, Search

Inside, you'll notice that'the

Memb : .
- ersp are two kinds of people:
Nicola
@ Joined 20 \glirs ago ~

Members and Visitors.

Visitors - 1
Visitors were introduced last

vear; they are like members but
the posts of the group don't

ap Iﬁ:;xs their feed.

T for\Towrism Services - Master in PMTS
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Fe

A7, A—:é:—,.\ %
Aalallas

All statuses =

Q, Search

Members -
@ Nicola
AT Joined 20 W@irs ago

Visitors - 1

Bt .

*7  Joine

yOour posfts, so visitors don- N
influence your organic reach
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ﬂﬂﬂﬂﬂﬂﬂﬂﬂ

Fe

& o %
Aala /s
r I TOOLS FOR ADMIN..

® \
@ Admin Assist /
0 actions, O criteria

Activity log and Schedulec
posts are self-explaining.

&% People ——

Jil Insights

0 Activity log

Group Quality show
contents that go agains
facebook rules.

@ Scheduled posts

@ Group Quality

! Group rules

See All Tools

Settings

T forTourism Services - Master in PMTS



4 Group settings )

B GROUP TAGS

Set up group

Name and description

From the Tag sectio
set up to fwo keywords"
users find your group easiet

Cover photo

New member intro
Off

®

Privacy
Public

Hide group
Visible

Location
No location

AV AV VA VA VA V4

Customise group
Colour o0

- b >
Badges

9 badges . > _

or Tourism Services - Master in PMTS



4 Group settings )

Set up group

Name and description

Cover photo

Unfortunately, the twc
only be selected fro
pre-defined tfags, so they are
often not very representative of
your community. Try to select
the two closer tags

New member intro
Off

Privacy
Public

Hide group
Visible

Location
No location

AV AV VA VA VA V4

Customise group
Colour ®

Tags

Badges
9 badges

T forTourism Services - Master in PMTS



4 Group settings )

Customise group B OTHER SETTINGS
Colour L

Tags 2 Under "Who can parteci
i > the group” you can cl

ai il > allow fb pages to become

members of the group or not.

Participation

Participant approval >
Off

Whp can participate in the group > YOU can fOI’bId Them TO InCI’eCISG
your reach because usually fb

Manage diSCUb don't interact with your

¢ 1S
Post approval S \\\
Off T \

Annrnve adite S g : x
& B8 /

Home Friends Watch Feeds Motifications

q
(
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< Group settings )

e
0 ﬂl

Post formats
o Ask for recommendations

Allow people to crowdsource >
suggestions from your community.

‘=) Events
- Schedule online and in-person >
events.

posts, like Poll, Live vic
Allow people to share files to the > _
community Reels. Activate these three

GIF
Allow people to post GIF images. > fO I'm(]TS

‘=" Files

Live videos
Broadcast in real time.

. Poll
Allow people to survey the

community with polls.

Reels

Watch and make short, fug
tailored to your community

R [ &

Home Friends Watch Feeds MNoTifications

Y
‘-\\\ N

rfosrism Services - Master in PMTS
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Create post

Post anonymously

Nicola Cortesi
“Sa:Y O Publicgroup 238 Rules

test

Add to your post '@

a post: you can
when you want to publish
your posts

TR
Wm0
Wy,

IT fo \.\\\‘w\ m Services - Master iIn PMTS



Post anonymously

$ Nicola Cortesi
“tasy @ Public group

P

test

Add to your post

Create post

a2t Rules

a post: you can
when you want to publish
your posts

7 ' ““::;:{g\
= ’:::y;/;f;/ ‘ \\ . o Q
IT fo \v\\\?\ m Services - Master in PMTS




B SCHEDULE POS]TS

Create post X
You can easily sche
Post anonymously W
Nicola Cortesi When you WO O U
4 [O@Publicgroup | [55 Rles YOUur pos’rs
test
€ Schedule post o

(»9) ®

Add to your post '@

Choose a date and time in the future when you want your post to be
published.

Date @ Time

Schedule

N ————) foj)mw Services - Master in PMTS



B SCHEDULE POS]TS

Create post X

However, it Is nNot pc
to schedule pc old
TOO

Post anonymously -

Nicola Cortesi
> € Publicgroup 228 Rules

test

« Schedule post -

-3 ©
Choose a date and time in the future when you want your post to be
Add to your post l@ ;"’ o @ oos published.

Date @ Time

Schedule

N ————, foj)mw Services - Master in PMTS



* Q, Search Facebook

Smartrekkers

Browse Manage 9

TO THE TOP*™ ©

ﬁ' Community home

@ Overview

Admin tools

Admin Assist

0 actions, 0 criteria

Badge requests

0 new today

Pending posts

0 new today

Potential spam

0 new today

Scheduled posts
Activity log

Group rules

T 0 o &8 kb & d«

Flagged by Facebook

{0 )

MOVE YOUR ®19ST IMPORTANT POSTS

<>

f Nicola Cortesi

=

";.. 31 May 2021 -

®

¥ Mappa online rifugi®e struttt

con free wifi/4G:
https://umap.openstreetmap.fr/
rt-huts-20_508708#7/44.972/10

" Legenda mappa:
facebook.com/groups/smartrek
nk/417358626205288/

m Database strutture nella maj

we® -
0 Like 8]

GNP EDHII

Most relevant +

e Nicola Cortesi shared a post.
‘"1 ; Admin -3 Novemberat 08:13- &

Siete tutti invitati al prossimo webinar a sostegno dei borghi! Parleremo di come sta
andando la lotta al digital divide, per cercare di portare la connessione anche nelle aree

piu sperdute dell'entroterra!

Interverranno due startup molto promettenti: NATworking e Smart Walking for Smart

il o

Anyone can see who's in the group and

Pin to Featured I ® Visible

Anyone can find this group.
Save link

Add this to your saved items. o |1;a[y

Add Nicola as group expert T Lear

View edit history
Recent media

» . - -"H‘
7 & e F ~uuz

Edit post topics 4"

Edit post

: & SANTIAGO DE -
w CONPOSTFLA

Delete post

gl &

Turn off notifications for this post TS el HEDJUGORJE

KM1122

corn

Turn off translations

Turn off commenting

Slow down comments
Limit members to one comment every five minutes

= ——

Y (LETT KAZI'BA

Workina. che hanno scommesso fin dall’inizio sullo svilubpo del diaitale nelle aree interne. -

So they will be forever visible to all members
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@ Q, Search Facebook ﬁ @ ﬁ o 32

PROMOTE EARLY ADOPTERS TO GROUP & B

Smartrekkers

-~ Top contributors @

rLE X P E R S People who were most active on the community feed 28 days before the last update.
nModaeration aie I
@ Last updated on 11 Nov 2022

0 new today

Group Quality Giulia Cerrato

1 Joined a 8 1 . ! i
&) Grow group Giulia Cerrato
. - .
Settings A (&L 7] Went to EL BUHO Live Set §
2 fé’ J?,.,\ ' Loret ~ Tropical Discoteque al & o ® s il
G tti = _L;ﬂn 4 Joined 2 Runk
roup settings Lt unker

Manage discussions, permissions and roles 8 Bt ot fonds With SShnaa

a9 Add features ~ Losciale and 5 other people

AQ  Choose post formats, badges and other features
' Stefa
. 3 k Friends ses 0 . 4 lb
Insights A
-+ Growth ) ) @ View Main Profile
4 Annarita De Paoli ®: b
If_"‘} Engagement Joined 50 weeks ago u:lx Suspend

() Limit activity
@ Admins and moderators

P 5

a> Participants

O Gloria Lodovici Add as moderator ® : b

©
@ Add as admin
®

=5 Add as group expert
6 Q\ Roberto Martellucci Ox w . ® : & > =

https://

= You can make them group experts, motivating them to engage you
group even more
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¥ A ] = ) =

()

Groups o

Recent activity

Search groups
Q GO m Cammino di Santiago All Routes

Barbara Uguccioni - § -4h-Q@

ﬁ Your feed

0 Discover

"Camminare e’ la migliore medicina per I'uomo " .
( Ippocrate)

Groups you manage

| I Smartrekkers > 6 R
| ast active a day ago i

- - =. [

A high engagement rate also brings your group closer 1o
i the top of results of the fb group search bar

R —

Y
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The EdgeRank algorithm is your ally, because if your
community has a high engagement rate the algorithm
recommends your group to other fb users too
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This feature is already active by default in every group. It is
available from the fb option: Group Settings -> See All Tools
-> Grow group -> Allow Facebook to suggest this group



o TIM 4G 22:00

72% (am )
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B TASKS

Before next lesson:

e schedule your Welcome Post for €

Monday af 13.00 (fromm Manage

Test group > Tools -> Admin Assist -> Publish a Welcome

© Public group - 1 member pOS")

© Manage - Invite

e prepare a google form to ask the email of
. Ty re— your members and insert its link in the first

comment of your Welcome Post
e prepare your third post (we'll share it in class

© Reel [&d Photo Room Next lesson,

'N’*? Write something...

2 :
Continue setting up your group <
Friambm rmm imm e P T [ B et TP
Qo0
Home Friends Watch Feeds Notifications T forfoxrism Services - Master iIn PMTS




