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Do you often wonder what all of the hubbub is around social media?  Does it seem to you that an awful lot of time is being spent on it, and you are not really sure of the value?
Social media allows users to share and discuss information, by using the internet and mobile-based tools.    Social media can help you build your brand, help you keep an eye on your competitors, track what people are saying about you, and grow your business—just to name a few of the advantages.    According to Marketing Sherpa, www.marketingsherpa.com, companies increased their marketing budgets for social media by 53% for 2011.  The importance of engaging in social media is becoming ever more apparent.
The key to social media is to give value and engage your audience.  You can put out tips and advice in your area of expertise and share the ideas of other experts that would be of value to your followers.   Add some of your personal side, too.  If you just went to the theater, talk about the show you saw, the mountain you skied, or the great book you read.  Your business ideas plus some personal insights should take up about 80% of your posts. 
After engaging in this media for a few months, you can begin to promote your products, services, and events.  Until your online followers know, like, and trust you as the expert, they are not going to buy from you.  It takes time to develop these relationships.  As a rule of thumb, your promotions should be no more than 20% of your updates.
Determine how much time you or your staff is willing and able to dedicate to social media.  Will you spend 30 minutes a day or 60 minutes 3 times a week?  Whatever your answer, having and setting expectations will guide your strategy, and allow your staff to be productive.
While this guide concentrates on the “big three,”—Facebook, LinkedIn, and Twitter—what you learn here will support you in any of the other small niche social network sites where your clients are hanging out; and if you don’t know where that is, ask them.
You can choose to follow this guide to set up your profiles on these three sites, or you can complete the forms in the Appendix Forms for Assistants and hand them off to your staff or your Virtual Assistant. For a list of Virtual Assistants who provide this service, contact us. 
To continue benefiting from the use of this media, we offer free regular updates to keep you current on changes that occur. 
With social media, like most other skills, reading instructions will only get you so far.   You can become familiar and gain the expertise that you need only by experiencing it.  
So Jump in, good luck and have fun.
NOTE: As you go through the screen shots below, you will notice that names, photos, and Twitter handles have been blocked out to protect the privacy of my followers, friends, and connections.
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Benefits of Social Media

Consider some of the benefits of using social media in your business:
· Real-time communication
· Free, outside of the time costs to you and your staff
· Increases website traffic
· Improves search engine ratings
· Increases sales revenue
· Builds credibility and trust
· Improves customer support quality
· Engages your target audience in conversations
· Helps you find out what is being said about your industry, whether locally, nationally, or globally, wherever your market is
· Lets you know what people are saying about you and your competition
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For the purposes of this book, we will talk about the big three: Twitter, Facebook and LinkedIn.  There are many other social media sites, but these are the most popular.  Once you get a handle on these three, the others will be easy.

	
	Facebook
	Twitter
	LinkedIn

	Users
	800M
	100M
	100M

	Peak Age
	13-34
	18-34
	35-49

	Unique U. S. Monthly
Visitors
	155M
	32.8M
	32.5M

	Slightly More Female orMale
	F
	M/F
	M

	Average user # of friends
	130
	126
	No data
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Request a list of Virtual Assistants who will set this up for you
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Social media sites are online places where users can create a profile for themselves, and then socialize with others using a range of social media tools including blogs, video, images, tagging, lists of friends, forums, and messaging.
Friends, Followers, Connections are contacts whose profiles you link to in your profile. On some sites, people have to accept your link to their profiles; in others, they do not.
Groups are collections of individuals who are united through their interests, activities, or values. 
Profiles are the information that you provide about yourself when signing up for a social media site. Normally it includes a picture and basic information such as company, city, state, your personal and business interests, and tags, which help people search for like-minded people.
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Facebook is a social media website, originally designed for college students, but now open to anyone older than 13. Users can share information, videos, and photos, send instant or private messages, and join groups. Facebook users create their own profiles using photos, videos, and their personal information. Friends can browse the profiles of their connections and write comments on their posts.  The movie, Social Network, gives insight into the creation of Facebook from several perspectives. 
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Friends: Those you invite to join your network, or have invited you and you have accepted
Wall: An area on a user’s profile where friends can post comments and that is viewable by all of the user’s friends as a public conversation
Post: what you share with your network.  It can be a tip, or a status of where you are and what you are doing.  You can also post videos and photos.
Comment: A response to a post
Share: An option to send a post by someone else to your network
RSS Feed: Blog RSS Feed Reader allows you to add a personal blog, corporate blog or any other RSS feed to your Facebook profile for your friends to read. It’s a great way to drive traffic to your blog or website.  It can be your own blog or a feed from another source that you find useful or enjoyable.

Like: An option that appears under posts made by other users that you may simply click on to let everyone know that you read and liked the post
Page: A type of profile you can set up for your business. People who follow your page are Fans. 
Privacy Settings: The user is in control of these; however, Facebook is constantly changing, so be sure to read them very carefully (located under Account) and chose what works for you
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Step 1: To open a Facebook account, go to www.facebook.com, and enter your name and email address.
Step 2: Import your contacts from your email account to see who is already on Facebook, and then invite them to be your friend.
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Register Today for Free Updates
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1) Home Page
2) News Feed—Constantly updates stories from people and pages that you follow, comment on, share or “like” their posts. 
3) Update Status – your posts. You can tag your friends, pages, events and groups  in your status and comments.  Type the "@" symbol and choose the friend you want to tag from the drop-down menu that appears. 
4) Top Stories – Highlights posts since you last checked Facebook that you might find interesting.  These top stories have a blue tag on the upper left hand corner.  On the upper right hand corner of all posts, an arrow will appear when you hover that gives you the options of adding or removing as a top story with additional options.
5) Recent Stories – all other posts by friends
6) Next to the word “Facebook” in the upper left corner of the screen are three icons. This is your Facebook inbox. When there are new items be read or reviewed, a red circle with a white number will appear above one of the icons.
· 	People icon: Friend Requests
· 	Quote boxes  icon: Messages (direct messages from friends that do not appear on your 	Wall and are visible only to you)
· 	Globe icon: Notifications—comments to your posts or your friends’ posts, acceptance of 	friend requests, “liked” statuses
7) Ticker – (upper right column) condenses teal-time posts.  You can hover over any sotry to expand it as well as view “likes” and comments.
A few more important areas to note on the Home page:
8) Friends on Chat (lower right column): Friends who are online with whom you can IM (instant message). Click on their  profile picture to IM them.  When there is a green dot next to their name, they are online.
9) Groups: Join groups that are of interest to you and/or your business by searching topics in the groups section (left -hand column)
10) Pages – pages that you “like”
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