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Facebook Groups (create and manage)

Helpsheet: Facebook Groups

Use this helpsheet to assist you in 
setting up a Facebook Group for 
you Patient Group or PPG

If you want to create a safe space for a patient group to com-
municate with you or for any other forum you want to hide 
from the public, this helpheet will assist you in setting up a 
Facebook Secret Group

Closed Group
Anyone can ask to join or be added or invited by a 
member. The public can see who the members are 
and what the group is about, but cannot see the 
posts/activity within it

Secret Group
A secret group is members invite only. No activity 
can be seen by the public.

If you want to create a Group for your PPG which is more open 
you can make a closed group.

Privacy
Remember that when you are an ad-
ministrator of a group you have to use 
your own Facebook profile. Ensure that 
you follow the helpsheet for hiding 
your profile from the public.
All members can see each others pro-
files, so ensure they are aware of the 
document too

Setting up a group
1 Go to your Facebook profile’s homepage and click the ‘create a 
group’ button in the right column

2 Fill out the group name and invite 1 friend (you have to invite 
soemone you know first, you can invite others by email after you 
have finished setting the group up)

3 Choose whether you want a secret or closed group
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Notifications
Any time a member posts to the group 
or a person requests to be a member 
you will be notified. This makes moni-
toring the group easier.
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This helpsheet is from the SM4S project and can 
be found at www.sm4s.wayoutmedia.com

Facebook Groups (create and manage) cont

Helpsheet: Facebook Groups

Set up the description of the Group
4 Go to the settings drop down menu in the top left menu of 
the group and choose edit settings

5 From here you can edit the privacy settings of the group, the 
membership approval and posting settings. To add a descrip-
tion, type or paste into the box and save. The description ap-
pears on the left hand side box on the group page.
Ensure you put links to your other relevant social media ac-
counts and website. You can also put your code of conduct and 
disciplinary procedure here too.
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Uploading files
6 You can upload files for the 
group to access and download. 
Upload the ‘Facebook Privacy’ 
helpsheet and your code of 
conducts.
Go to the files section and 
choose the upload file button 

Adding or removing an administrator
9 An administrator has to be a member 
of the group first. In the members sec-
tion, click the cog by the side of the pro-
file information. You can add or remove 
admin here.

Inviting a new member
7 If the group is secret, you will need to invite members. 
In a closed group members can invite other people.
Go to the Member area.
8 Click the add people button. insert the new member’s 
email address. They will be sent an email to notify them 
of their membership. They have to be a member of 
Facebook to be able to join the group. Ensure you make 
the ‘facebook privacy’ helpsheet available to them to 
keep them safe.
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