
How to post on
Facebook & Instagram

A step-by-step guide to making
social media posting easier

Click “Create Post” and enter
your message. Use one of the

sample captions from the
Think Blue calendar.

Click the photo icon to upload
a graphic from the

Think Blue kit.

Check the Instagram box if
your account is linked.
To link accounts, go to

Page Settings.

Choose “Publish Now” or use
the dropdown to “Schedule” your
post. Click “Save” or “Schedule.”

LOG IN

Visit Meta Business Suite and
log in using your Facebook

credentials linked to your town
or department’s page.

CHOOSE THE RIGHT PAGE

If managing multiple pages,
select the correct one from the

left-side dropdown menu.
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SCHEDULE OR PUBLISHCROSS-POST TO
INSTAGRAM (OPTIONAL)

https://business.facebook.com/

