
Tutorial: Creating a Facebook Account for CUKC Faculty and Staff 

 

Alright, hello, this is Jennifer Matascik, the Director of Communications at Cleveland University-

Kansas City, and I'm here today with you to show you a brief Facebook tutorial on how to set-

up an account. Things to know: It's free to set-up an account. It's free to use Facebook. You're 

going to want to use your real first name, your real last name, and provide real information 

when you sign up and then you only have one Facebook account per person.  

So here we go, you simply go to Facebook.com, you can see that highlighted up in the address 

at the top of the page there in blue. So, you go to Facebook.com and it will look roughly like 

what you're seeing. Now, if other people have been using your computer and have used 

Facebook, you might see a slightly different screen, but this is basically what you're going to see 

and you just go to "sign up." You put in your name, Jennifer Matascik, and you can do either 

your phone number, mobile phone number. Actually, it can be a house phone too, if you need 

to use a house phone or your email address.  

Alright. So, because I'm at work, normally, you would do this as a personal phone number or a 

personal email, but for the sake of the tutorial, 913-234-0719, and then I would provide a 

password. It's usually a good idea to already have a password in mind when you're going to set 

up an account and to be aware of using upper cases and lower cases and numbers, and 

different characters and such. For this example, I'm just going to do CUKC4Fun. Now if this is 

really your account, you don't want to share that password with anyone other than someone 

who you trust, but even then, you don't have to share it. You can actually have people 

connected to your account, should you need somebody else to access it for you.  

Let's see here, my real birthday is not March 11, 1993, but I'll go ahead and set it up there. You 

do need to go ahead and provide your actual birthday and then, I'm a female, so I'm going to 

click that. And then the next thing I do is I click “creating account.” Now, I already have an 

account set up in this way, so I'm actually not going to create this particular account. So, I just 

have what happens next is when we log in. So, I'm going switch over to this page and you can 

see there I am. I've been recently logged in. My phone number is up at the top and this email or 

phone number field, you can do it without the dashes. You don't need the dashes, but you do 

need the area code.  

Something to know is, as soon as you press that green “Create an Account” button, within five 

minutes…if you provided a phone number, or within five minutes and you provided an email, 

you're going to receive a call from Facebook or an email from Facebook to verify your account. 

So, it happened pretty fast, when we did this one it was actually less than a minute that I 

received the call. Say hello, if you get the phone call, if you don't say something to the 

computer, it won't kick it on. So just answer the phone, say hello and you'll receive the number. 

They'll repeat it a few times for you. You enter that number in the screen that they show you 

and you're good to go. 



 

Alright, so let's go on in. I've got my email address and phone number entered, I'm going to 

click the log in button, and this is one of the things that you'll see. This is a brand new account 

that I've created recently. And so, one of the first steps that we'll have you do is add people as 

friends. Now, if I hover over the add friend button and I click on it, poof, that box is going to 

disappear, and I have added that person as a friend to my network. So, you can have a blast and 

go through and add all sorts of different people. They have suggestions for you. And then from 

there, I'm going to click on this little icon. Now, I've already uploaded my photo, but you don't 

have to. You can change that. In fact, you can see an hour ago, I uploaded my profile picture.  

So, when you're setting up your own account, it’s a good idea to have a folder on your desktop, 

such as “social media assets,” where you include your profile photo. Now, if I wanted to, I could 

change my profile photo, and I will show you how to do that here, but since we were getting 

prompted, and that's one of the nice things about Facebook, they will prompt you to do 

different things. So, it knows this is a new account, and it's asking me to add a cover photo. So, 

I'm going to go ahead and do that. I'm going to select a photo from that file that I saved earlier.  

I don't have any photos available there, so I actually need to upload a photo. So, I'm going to go 

to my desktop, from there, my social media assets, and I have a picture that I had already 

selected. I'm just going to highlight that, open it up. And this is one of the ways that you 

personalize your picture and your profile. So now I can move my picture to reposition it. This is 

the picture of a spring. I like it, I am going to press "save changes." And there we go. Now it's 

prompting me to provide some background information. You don't have to, but you can. So, 

let's go ahead and say, okay, so in this case, I can tell it where I live.  

Alright, we are at CUKC so I can do the Overland Park campus. Alright, I can also decide who can 

see this information. If it's publicly available, if only friends can see it, or only me. Right now, I 

am just going to have only me. I'm going to go ahead and save that. Let’s see what it prompts 

me to do next. Where do I work? I can provide the employer information here. I work at 

Cleveland University, Kansas City. All right, so I'm going to go ahead, and again, I can change 

that. In this case, I'm going to have to only be to me because this is not account that I'm going 

to keep. But if I were going to keep this account, I would set it to public. 

Alright. Now, where did I go to high school? Let's pick something nearby, let's say Blue Valley 

North. Again, I can control who sees that. I save it. I completed... Let's see, six of the nine or 

seven of the nine things here that it asks me to. We can just keep going if you want to skip it, if 

you want to skip that, go for it. Alright, then I can tell people about my day right here. Do you 

see that? Got to close this up. What's on my mind? I can tell people whatever I'd like to share, 

whatever status update I would like to post on my Facebook post. I can put right here. “Just 

opened a new Facebook account.” If I wanted to, we could add colors. We can get all into that 

in another upcoming webinar. Right now, we just wanted to show you how to set it up and you 

have created account.  



So, the last thing I'm going to show you before I go is how to update your profile picture. Your 

profile picture can be anything. They've suggested some different photos for me. They have 

suggested some frames which are some decorations. If I wanted some decorations, I could do 

that. I could re-position my picture if I wanted to. Anyway, we have now successfully created 

the new account. You've got a new password, you know how to upload a photo. You know how 

to put in your cover photo. You know how to make a quick post and you know how to update 

information about your profile. So, join us for the fun with Facebook webinar coming up soon, 

and thank you very much for watching this tutorial. If you have any questions, contact us at 

communications@cleveland.edu. Thank you. 


