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1.  Switching Roles to Use Facebook as Page Administrator 

 
 Go to: http://www.facebook.com  

 Login to the Facebook profile you use to Administer the Page (usually a 

“work” Facebook account) 

 Click on the down-arrow in the blue toolbar (top right – see below) 

 Select the page you want to Administer 

 
 

 
 

 

 

 

 

 

 

 

http://www.facebook.com/


2. Adding/Deleting Page Administrators 

 
 Click on “Settings” in the gray toolbar 

 

 
 

 Select “Page Roles” in the left-hand column 

 Add new Administrators at the bottom of the page (must use an 

email address attached to a Facebook profile) 

 Delete unnecessary Administrators by clicking the “X” in the 

upper left near his/her name 

 

Delete 

Add New 



3. Editing General Page Information 

 

 Select “Page” in the gray toolbar 

 Click “Page Info” in the left hand column 

 

 
 

 From here, you can edit your description, web address, 

phone/email, office hours, category, etc.  



4. Verifying your Page 

 

 Verifying your page allows it to show up higher in search results 

 Click “Settings” in the gray toolbar 

 Select “Page Verification” 

 You will be asked to confirm a landline telephone number by 

receiving a phone call and entering a 4-digit code into Facebook 

 

 
 

 



5. Posting as “Yourself” vs. the Page You are Administering 

 

 When posting a new Status or Photo, click the icon in the upper 

right of the post to select whether you are posting as “Yourself” 

(will show your name) or the Page (will show page name) 

 

 
 

 

 

 

 

 

 
 



6. Looking at Page Analytics 

 

 Click on “Publishing Tools” in the gray toolbar 

 You can see your Reach (people who have viewed it), number of 

Likes/Comments, etc. for each post 

 

 
 

 
 

 

 


