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1. Getting to Know Facebook 

Introduction  

Facebook is a popular free social networking website that allows registered users to create 
profiles, upload photos and video, send messages and keep in touch with friends, family and 
colleagues. The site, which is available in 37 different languages, includes public features 
such as: 

 Marketplace - allows members to post, read and respond to classified ads.  
 Groups - allows members who have common interests to find each other and 

interact.  
 Events - allows members to advertise an event, invite guests and track who plans to 

attend.  
 Pages - allows members to create and promote a public page built around a specific 

topic.  
 Presence technology - allows members to see which contacts are online and chat.  

2. How to setup Facebook Account 

Before you can use Facebook, you must create an account. Creating a Facebook account 
is free. All you need to get started is an email address and a few minutes of your time. 

In this manual, you will learn how to create a Facebook account. You will also become 
familiar with the interface of the Facebook Home page and Profile page and learn how to 
modify your Account Settings. 

To Create a Facebook Account 

 

1. Using your browser go to 

www. Facebook.com 

   
2. Under the words Sign 

Up, enter your personal 
information and desired 
password.  

3. After you have entered 

your information, click 

Sign Up. You may also 

need to complete a 

security challenge 

before you can proceed. 
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4. Now, you'll have the chance to find 

your first Facebook Friends. To find 
Friends, enter your email address and 
click Find Friends. You can also skip 
this step and add Friends later if you 
don't want to give Facebook access to 
your email account.   
 
 
 
 
 
 

 
 
If you want, you can now add 
information about your high school, 
college, and employer. Click Save & 
Continue when finished, or click Skip if 
you prefer to keep this information 
private.  

 

 

     

 

 

5. If you entered education and 
employment information, Facebook will 
suggest Friends for you. Click anyone you 
want to add as a Friend, then click Save & 
Continue or click Skip.  
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6. Add a picture of yourself to your 
Profile. Click Upload a Photo to select a 
file from your computer, or Take a Photo 
to take a new photo with your webcam. If 
you're not ready to add a profile photo, 
click Skip.  

 

 

 

 

7. Once you're satisfied with your Profile 
picture, click Save & Continue. 

  

 

 

 

 

 

8. The Welcome page 
will appear. 
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To Confirm Your Email Address: 

At this point, Facebook will send a 
confirmation email to the email 
address that you provided. Before you 
can access all of Facebook's features, 
you'll need to confirm your email 
address. 

1. Sign in to your email account. 
2. Open the confirmation 

message from Facebook: "Welcome 
to Facebook - get started now!" 

3. Click Get Started to confirm 
your account.  

4. Your Facebook Home page 
will open. You now have full access to 
Facebook, and all future notifications 
will be sent to the email address you 

provided. 

3. Exploring the Facebook Home Page 

The Home page displays all of your Friends’ recent posts and activities. Whenever your 
Friends update their status, it appears in the News Feed on your Home page. 

1. Friend Requests: When someone requests that you add them as a Friend 
 

2. Messages: When someone sends you a private message 
 

 
 
 

1. Notifications: When a Friend interacts with you on Facebook, like 
commenting on your status, tagging you in a picture, or inviting you to an 
event 

Information you share here will 

be posted in your Time line and 

your friend’s news feeds. 
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The Timeline 

Your Timeline is the part of your Profile where you and your friends can post messages, 
photos, links, and more. It's also a place where Facebook shares brief updates about your 
recent activity on the site, such as the Friends you have added, the photo you have 
uploaded, the things you have liked, and much more. 

 

 

 

Account Settings 

Once you start using Facebook, you may need to modify 
your Account Settings. These settings control things like 
your password, notifications, and more. Changing 
these settings is optional, and you can modify them at 
any time. 

 To access your Account Settings, click the Settings Gear in the top-right corner of 
the page and then select Account Settings from the drop-down menu. 

 

Creating your Profile 

On Facebook, you are represented by your Profile—a page that 
communicates who you are. Your Profile can include information 
about your age, gender, background, interests, hobbies, 
relationships, and more—or none of these things at all. You'll 
decide how much you want to share about yourself on your 
Profile. 

This is to view and edit your personal 

profile information 
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4. Controlling Privacy on Your Profile 

Before you add any information to your 
Profile, you should think about how that 
information will affect how people think 
about you. This does not just apply to 
negative or embarrassing information—
you may not want to share any information 
you would be uncomfortable sharing with 
every person in your life. 

As with other things you share on Facebook, 
you can use the audience selector to set 
privacy levels for each part of your Profile. However, keep in mind that the only way to be 
certain that your information will stay private is to not share it at all. If you would be deeply 
embarrassed about details of your personal life becoming public, you should not share 
that information on your Profile. 

Creating Your Profile 

 

There are two parts of your Profile: the Profile 
page and the About page. 

The Profile page appears whenever you or 
anyone else navigates to your Profile, and also 
includes your Profile picture, Cover photo, and 
Timeline. The About page includes the personal 
details and information you have shared. 

 To edit the information on your About 

page, navigate to your Profile 
page and then select Update 
Info.When you add details to the 
Information page of your 
Profile, you can include 
information about your favourite 
music, movies, hobbies, and 
more, which are known 
as Likes. Any organization or 
celebrity you have Liked on 
Facebook will also appear here. 
Your Likes are represented by a 
small thumbnail image on the 
Likes section of your Profile 
information page. Each of these 
images is actually a link to a 
Fan page or Topic page about 
a particular Like or Interest. 
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The information you share about 
Likes is very valuable to Facebook. 
Facebook and other sites can use it 
to market, advertise, and make 
suggestions to you based on your 
interests. If you are uncomfortable 
with any of these practices, you may 
want to be more careful about what 
you Like on Facebook. 

 

 

 

 

Here are a few of the places you might 
see your Likes and Interests around 
Facebook: 

 Your Likes and Interests may be 
included in your Profile when people 
conduct a public search for you. If you 
use Facebook for professional 
networking, you may want to make sure 
your interests don't reflect poorly on you. 

 
 

 Anything you Like can be posted to 
your Timeline or to your Friends' News 
Feeds for your Friends to see. This can be 
mildly embarrassing or very revealing, 

depending on your interests. 
 Posts from the Fan Pages of your Likes and Interests will appear in your News 

Feed. 

5. Using Facebook 

How to Find Friends 

To find Friends, locate and select Find 
Friends on the Toolbar. The Find Friends 
page will appear. 
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To Send a Friend Request: 

Once you find your Friends, you will 
need to send them a Friend Request to 
become their Facebook Friend. 

1. Click Add as Friend.  

 

2. The Friend Request will be sent. 
Keep in mind that the person will have to 
confirm you as a Friend on Facebook 
before they will be added to your Friends list.  

 

Sharing and your timeline 

There are many things that you can share with your Facebook Friends: personal updates, 
photos, links, and more. The things you share will appear on your Timeline and on your 
Friends' News Feeds. 

Sharing with the Facebook Publisher 

The Facebook Publisher is a tool you can use to share with your Friends. You can access 
your Publisher in two places: 

 On the Timeline section of 
your Profile page 

 At the top of the News Feed 
on your Home Page 

One of the most common things 
people share are status updates—short, text-based posts that your Friends can read and 
comment on. Your Friends will be able to see your status updates and other important 
shares on their News Feeds. The things you share will also be posted to the Timeline on 
your Profile page. 
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6. To Post a Status Update: 

1. Locate the Publisher on your Timeline or News Feed and then type your update. 

 

 

2. Click the Audience Selector and 
then select the post's privacy level from 
the drop-down menu. Remember that 
this will also change the default privacy 
settings for all future posts. 

 

 

 

 

3. Click Post  
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4. The post will be 
published to your Timeline and 
your Friends' News Feeds.  

 

 

 

Sharing on a Friend's Timeline 

To share something on a Friend's Timeline, simply use the Publisher located on that 
Friend's Profile page. Note that you cannot control privacy settings for the posts you 
create on your Friends' Timelines. For this reason, you should think carefully before posting 
anything that might be considered inappropriate or embarrassing. If you don't want other 
people to see your post, just send it as a message. 

 To share something on a Friend's Timeline, navigate to the desired Profile page, type 
your message in the Publisher, and then click Post. 

More Types of Sharing 

The status update is only one example of 
something you can share. You can also: 

 Post a photo or video 

 

 

 

 
 
Sharing a Link 
 

 Share a link by typing or pasting 
the link into the Publisher 
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 Add your location  

 

 

The Activity Log 

 

It's important to remember that you can control 
the privacy level for every post you share on 
Facebook using the audience selector.  However, 
if you ever need to review or modify what you've 
posted in the past, you can use the Activity Log. 

Every action you take on Facebook—from posts, to 
comments, to Likes—is recorded in the Activity 
Log. From there, it's easy to review your past 

activity. You'll also be able to manage posts that your Friends have shared on your 
Timeline, including the option to hide and delete posts. 

 To access your Activity Log, navigate to your Profile page and then select Activity 
Log. 

You call also hide and delete posts directly 
from your Timeline. Simply hover the mouse 
over the top-right corner of the post, click the 
Edit Pencil, and then select the desired 
option from the drop-down menu. 

 

Keep in mind that deleting a post does not 
delete any related content. For example, if 
you add a Fan page for a movie or TV show 

to your Likes and Interests, a post about you adding it will appear on your Timeline and 
your Friends' News Feeds. Deleting or hiding the post will not remove that Fan page from 
your Likes and Interests. 
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Understanding the News Feed 

When you go to your Facebook 
Home page, you'll see your 
News Feed. The News Feed is a 
stream of updates from your 
Friends and the Fan Pages you 
follow. In many ways, the News 
Feed is at the heart of the 
Facebook experience, since it's 
the place where you can view 
and comment on what's 
happening with all of your 
Friends. 

 

 

To Access the News Feed: 

When you navigate to Facebook.com, you'll be automatically taken to the Home page, 
which contains the News Feed. 

 To navigate to the News Feed from 
another page on Facebook, click the 
Facebook logo in the top-left corner of the 
screen.  

 

If you're just getting 
starting with Facebook, 
navigating to 
Facebook.com or 
clicking the Facebook 
logo may take you to a 
Welcome page instead. 
To get to the News Feed 
from the Welcome page, 
just click the News Feed 
tab in the left sidebar. 
The Welcome page will 
stop showing up after 
you've been on 
Facebook for a while. 

 If you want to like this post, click Like 
 If you want to comment on this post, click Comment 
 If you want to share this post, click Share. The post will appear in your timeline. 
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7. Uploading Pictures and Videos 

Facebook is a great tool for sharing pictures and videos with your Friends. Sharing 
pictures is quick and easy, and there's no limit to the number of photo albums or videos you 
can upload. 

Tips for Sharing Photos and Videos 

Before you start sharing photos and videos, keep these things in mind: 

 

An example of a Facebook Photo Album 

 Only upload photos and videos you have 
permission to upload. For example, do not upload 
YouTube videos or copyrighted photos. Instead, 
share links to those things on your Timeline.  

 Think carefully about the photos and 
videos you upload. Before sharing images of your 
Friends, think about whether the material is 
inappropriate, embarrassing, or overly personal. 
If you think your Friends would be uncomfortable or 
upset with other people seeing a photo or video, 
don’t post it on Facebook. 

 

 Use the audience selector to limit the people who can view your photos. While 
your Friends might be excited to see pictures from a recent party, you might not want 
your boss to see them. To learn how to set privacy levels with the audience selector, 
refer to Privacy Settings on Page 17. 

Sharing Photos on Facebook 

If you want to share a lot of photos on Facebook, it's easy to upload them from your 
computer to an album. Each photo album can contain up to 1000 pictures and there's no 
limit to the number of albums you can create. 

To Create a New Photo Album: 

1. From the Facebook Home page, locate and select 
Photos in the Navigation pane. 
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2. The Photos page will 
appear. Locate and select the Add 
Photos button. 

 

 

 

3. A dialog box will appear. 
Locate and select the desired 
photos on your computer, then 
click Open.   
 

 

 

 

4. As your photos are uploaded, 
you'll be able to enter information 
about your album, including the 
album title and description, along 
with photo descriptions. You'll also 
be able to set your privacy level for 
the album with the audience 
selector. 

 

 

 

 

 Before posting your photos, 

double-check the audience selector 

to make sure you're sharing your 

photos only with the people you want 

to see them—we recommend 

selecting Friends or Custom for a 

higher level of privacy. 
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 Click Post Photos. 
 
 
 

 
 

 The album will be created and 
posted to your Timeline.  
 
 
 
 
 
 
 
 
 
 
 

Sharing Videos 

You can also use Facebook to upload and share videos. If you have a video saved on your 
computer, you can upload it just as you would a photo. Remember; only upload your own 
personal videos to Facebook. You should never upload copyrighted videos that belong to 

someone else. 

Like photos, it's also easy to share videos 
using the Publisher or your mobile device. 

 To upload a video, navigate to the 
Photos page and then select Add video. 
Follow the procedure above to post the video 

to your timeline 
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8. To sign out from Facebook 

  

The option to log out of your account is located in the 
account dropdown menu at the top-right corner of 
Facebook. 

 

 

 

9. Privacy Settings 

For your own safety and protection, you should always review the privacy settings for any 
website you join. It's important to understand how your information is shared and what 
policies and controls Facebook offers for privacy. 

In this manual, you'll learn the basics of Facebook's privacy policy; including what 
information you share by signing up for Facebook, what information you can control, and 
how Facebook shares your information across the web using the Facebook Platform. 

What You Need to Know About Facebook Privacy 

You've probably heard about Facebook's privacy issues. They range from embarrassing 
photos, to harassment, to people who are fired for making negative comments about their 
workplace. You can almost always avoid these types of problems by being careful about 
what you share and by taking advantage of Facebook's privacy settings. These settings 
let you control exactly who can see the things you share. Unfortunately, many users simply 
do not pay attention to their privacy settings. 

Here are five essential things you should know about Facebook privacy: 

 By default, the information you share on Facebook is publicly visible. In other 
words, if you never change your privacy settings, then anyone on Facebook—or the 
wider web—will be able to find and view your Facebook information and activity. 

 Some information from your profile will always be considered public, no matter 
which privacy settings you apply. This includes your name, profile picture, and 
gender, as well as the networks you belong to. If you'd rather not share this 
information, don't include it in your profile. 

 When you connect with third-party websites and applications, you're giving 
them permission to access and share information from your Facebook 
account. Pay special attention to application requests before agreeing to connect. 

 Facebook advertisers use your public information to show ads targeted to your 
interests and personal information. Facebook does not share information about 
your identity without your consent. However, if you click on an advertisement, that 
advertiser may put a cookie in your browser for tracking purposes. 

 Facebook uses facial recognition technology to identify you in photos. 
Facebook is able to use your tagged photos to collect data that will recognize your 
face. Currently, this data is only used to assist with tagging uploaded photos. 
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Minors and Facebook Privacy 

Facebook offers extra privacy protections for users under the age of 18. However, these 
protections aren't very strong. Minors do show up in public search results, and anyone 
can view their most basic information, like name and Profile picture. Unless they set privacy 
controls, their other personal information—including contact information, photos and 
updates—can be viewed by their Friends and their Friends' Friends, which includes people 
that the minor may not know, or wouldn't otherwise want viewing their information. 

We recommend that parents monitor their child's Facebook use, and work with their kids to 
set privacy controls that make sense. Remember, children under the age of 13 are not 
allowed to use Facebook. 

Understanding the Basics of Privacy Settings 

 When you sign up with Facebook, your 
privacy settings are defaulted to Public. 
Public includes everyone on Facebook 
and anyone who searches for your name 
online. If you want to protect your 
personal information and activity on 
Facebook, we recommend customizing 
your privacy settings. But first, you'll 
need to understand these options in 
detail. 
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Facebook Privacy Across the Web 

You may not understand that your 
Facebook account extends your social 
experience beyond Facebook and 
across the web using the Facebook 
Platform. The Facebook Platform is a 
tool that lets other websites connect 
with your Facebook account and view your public information. If you've ever seen an option 
to "Sign in With Facebook" on another website, you've seen the Facebook Platform in 
action. 

Basically, when you visit a site that uses the Facebook Platform, you're bringing all the 
information that you've made publicly viewable in your Facebook Profile, including your 

name, gender, Profile picture, and 
Friends list. There are three main 
ways that other websites integrate 
your Facebook account into your 
browsing experience: 

 Instant Personalization  
Instant Personalization allows sites to personalize your experience when you visit 
while logged into Facebook. When a site uses Instant Personalization, it draws from 
the public information on your Profile to predict the types of content you'll find 
interesting. For example, if your Profile mentions that you like reggae music, music 
sites like Pandora might suggest similar artists or show information about the music 
your Friends listen to on the same site.  

 

 

 

 Social Plug-ins 
Social Plug-ins are tools that let you 
easily share a site's content on 
Facebook. They also show you content 
that your Friends have shared.  

 

 

 

Social Plug-ins on CNN.com 
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 Platform Apps 
Platform Apps are applications that let you fully link your Facebook account to an 
external site. When you add a site's Platform App, you'll be able to use your 
Facebook information to sign in to that site, and your activity on that site may 
appear on your Timeline. For instance, a music sharing site might post information 
about the music you've heard, while a news site could share the articles you've read. 
 
No matter what your preferences are, you can control how other sites work with your 
Facebook account by 
changing your App 
Settings. These settings 
even give you the option to 
turn off the Facebook 
Platform completely. You'll 
learn more about how to 
use these controls in our 
lesson on Basic Privacy 
Settings. 

If you find that you no longer want 
to use Facebook, you can always 
deactivate your account. Check 
out our page on Deactivating Your 
Account to learn how.  

 

10. Deactivating Your Account 

Not enjoying Facebook as much as you thought you would? If you decide Facebook is not 
the place for you, it's easy to deactivate your account in a few simple steps. 

To Deactivate Your Account: 

 

When you deactivate your Facebook account, it 
will become invisible to you and everyone else on 
Facebook. Once your account is deactivated, you 
will no longer be able to access your posts, photos, 
messages, and other information. 

1. In the top-right corner of the 
page, click the Settings Gear 
and then select Account 
Settings from the drop-down 
menu. 

Navigating to Account Settings 

2. The Account Settings page 
will appear. Locate and select Security in the Navigation pane. 
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3. Click Deactivate your 
account.  

 

 

 

 

 

 

 

 

4. Select your 
reason for 
deactivating the 
account. If you 
wish, you can add 
more details in the 
text box below.  

 

 

 

 

5. Check the Email opt out box if 
you do not wish to receive emails from 
Facebook. By opting out, you will no 
longer receive any notifications from 
Facebook, including invitations to 
events.  

6. Click Confirm.  

 Enter your password and then click Deactivate Now.   
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7. Finally, you will need to 
complete a security check (also 
known as a CAPTCHA code). Type 
the text you see in the image, and 
then click Submit.  

 

 

8. Your account is now 
deactivated. You'll have 
the option to reactivate 
your account at any time 
using the same account 
information.  

 Permanently Deleting Your Account 

Deactivating your account does not 
fully delete it. When you deactivate, 
Facebook saves all of your settings, 
photos, and information in case you 
decide to reactivate your account. 
Your information isn't gone, it's just 
hidden. However, it is possible to 
delete your account permanently 

with no option for recovery. 

1. To delete your Facebook account, follow this link to the Delete My Account page. 
Sign in to Facebook and then click Delete My Account. 

11. Dangers of Facebook 

 
1. Your information is being shared with third parties 

There are all kinds of ways third parties can access information about you. For instance, you 

may not realize that, when you are playing the popular games on Facebook, such as 

Farmville, or take those popular quizzes--every time you do that, you approve an application 

to be downloaded to your profile that gives information to third parties about you that you 

have never signed off on. 

 

2. Your real friends unknowingly make you vulnerable 

Your security is only as good as your friend's security. If someone in your network of friends 
has a weak password, and his or her profile is hacked, he or she can now send you 
malware, for example. There is a common scam called a 419 scam, in which someone 
hacks your profile and sends messages to your friends asking for money - claiming to be 
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you--saying, "Hey, I was in London, I was attacked, please send me money." People think 
their good friend needs help--and end up sending money to Nigeria.  

3. Too much personal information will cause you trouble 

The more you reveal about your life on Facebook, the more you educate strangers of 
suspicious motives to who you are, your daily habits and where you can be found. 41% of 
Facebook users willing to share personal data knowingly to complete strangers. Study 
reveals they do this through accepting friend requests from unknown sources. 

In addition, children are more often observers’ actors on social networks. Their first activity 
on Facebook is watching what their friends, then they seek their friends and photos and 
finally they put online information or photos. 

4. Facebook and Kids 

Theoretically, the social network Facebook is reserved for people over the age of 13 years. 
But in reality, much younger children there create accounts. They just lie about their birth 
year by completing the registration form ... It's easy! So, if you receive a notice soon that 
your cousin that you believe to be in second grade is about to celebrate his 22nd birthday, 
do not be surprised too. 

Several studies show that social networks can have a negative impact on children. 
According to a Consumer Reports study, Facebook is used by 56% of 10-16 year kids and 
80% of 13-16 years. Her children spend an average of one an hour per week for the 
youngest of them, and more than three hours for over 13 years. And, despite a growing 
concern: 79% of parents consider Facebook "dangerous." In 2012, the Facebook has 
removed more than 900,000 active accounts because the owners were children. 

5. Facebook addiction 

Facebook addiction affecting more and more people. Adolescents are the primary 

consumers of new technologies and are considered the most exposed population to suffer 

from this new addiction. Social networks are becoming more and more important in our lives. 

12. How to keep safe on Facebook 

Facebook is the fastest growing social networking site in the world today with up to 250,000 
new users being added every day. But sharing information has lots of risks including your 
name which can be accessed by others and your profile can be viewed. Anyone can get 
valuable information and private photos from your profile -- ultimately getting you in big 
trouble. You can keep your misfortunes down to a minimum by following these steps. 

1. Set the Privacy settings on your profile to "Friends." By doing this, you will be able to 
have control who has access to your information and pictures. For certain pictures, you can 
also select certain friends that you do or do not want them to see. 
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Do not post pictures of yourself under the influence of any type of substance. This 
refers to pictures such as: Dancing-on-the-bar pictures or candid shots of the last time you 
got hammered with your pals on happy hour. Don't be caught with drugs, especially if you're 
underage because anyone can just print out the picture and show it to your parents or 
principal. 

 

1. Be cautious of the statuses, 
photos, videos, etc. you post if 
your coworkers, colleagues, or 
even your boss is friends with 
you. If possible, avoid sending 
out or accepting friend requests 
from those who know you from 
work, especially your boss. 
Granting them full access to view 
your personal life will only have 
negative effects on your job. 
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Avoid putting your phone number, mailing address, or your home address in your 
profile. People often use words such as pet's names or numbers as passwords, so it is not 
recommended to publish them on-line. 

 

Never post information regarding an upcoming vacation or trip as your status. Doing 
so is just asking for your house to be robbed. If you must post photos and every detail of 
your two-week trip to France, do so after you return home, not before or during your 
vacation. 
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Change your password every so often. Don't make your password something obvious 
such as your birthday or mother's maiden name. Try to have at least one capital letter, one 
lowercase letter, two numbers, and a symbol. The longer and more complicated the 
password, the safer you are from getting your account hacked. Always remember to log out 
after you're finished with Facebook, especially on a shared computer. 
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