
S TA R T I N G  A  FA C E B O O K  PA G E 
Login to your personal Facebook page

Please note: Dallas ISD Communications Services is here to help. Email digital@dallasisd.org for assistance.

STEP 1 
Click “Create” on the menu bar and then select “Page.”

STEP 2 
Click “Get Started” for Business or Brand.

STEP 3 
Click “Get Started” for Business or Brand.

STEP 4

Enter your full school name under “Page Name” and type in school under “Category.”

STEP 5

Upload a profile image. You may want to use your school’s logo. The image should be 
sized 180x180.

STEP 6

Add a Cover photo: You may want to use image of students smiling. The recommended 
image size is 820x360

STEP 7

Next, click on “Settings” on the right side of the page’s top navigation bar.  
Here’s what to set:
Under “General” 
 For Visitors posts, click edit and uncheck “Allow photo and video posts.” 

Save your changes.

 For Profanity Filter, click “Edit” and choose “Strong.” 

 For Page Moderation, you have the option of adding additional words to block from 
visitor posts.  

Under “Page Info” 
 Enter your phone number, website, email and address. You can also enter a  

one-sentence description of your school or department, your hours, and any relevant 
awards. 

Under “Notifications” 
 It’s up to you to choose what alerts you want to receive. If you get too many,  

you can always change these later.

H O W  T O  U S E  FA C E B O O K  C R E AT O R  S T U D I O 
T O  S C H E D U L E  A  P O S T
1.	 Go to https://business.facebook.com/creatorstudio/home
	 or, from your computer go to the Facebook.com and then to the page 

you manage. 

	 Select “Creator Studio” on the left side of your screen.

	

2.	 Click “Create Post”.
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3.	 If you manage multiple pages, select the correct page you want to post to, 
and then you will come to this Create Post function.

4.	 Add your post caption, be sure to include any links or hashtags you wish to 
use. Click “Share a Photo” to add any attachments.

How to Use Facebook Creator Studio to Schedula a Post
Page 2



S TA R T I N G  A  FA C E B O O K  PA G E 
Login to your personal Facebook page

Please note: Dallas ISD Communications Services is here to help. Email digital@dallasisd.org for assistance.

STEP 1 
Click “Create” on the menu bar and then select “Page.”

STEP 2 
Click “Get Started” for Business or Brand.

STEP 3 
Click “Get Started” for Business or Brand.

STEP 4

Enter your full school name under “Page Name” and type in school under “Category.”

STEP 5

Upload a profile image. You may want to use your school’s logo. The image should be 
sized 180x180.

STEP 6

Add a Cover photo: You may want to use image of students smiling. The recommended 
image size is 820x360

STEP 7

Next, click on “Settings” on the right side of the page’s top navigation bar.  
Here’s what to set:
Under “General” 
 For Visitors posts, click edit and uncheck “Allow photo and video posts.” 

Save your changes.

 For Profanity Filter, click “Edit” and choose “Strong.” 

 For Page Moderation, you have the option of adding additional words to block from 
visitor posts.  

Under “Page Info” 
 Enter your phone number, website, email and address. You can also enter a  

one-sentence description of your school or department, your hours, and any relevant 
awards. 

Under “Notifications” 
 It’s up to you to choose what alerts you want to receive. If you get too many,  

you can always change these later.

5.	 At the bottom, click the “Share Now ▼”. Please note, this will be to the left 
of the “Share Now” button in blue.  

6.	 Click “Schedule”. 

7.	 Select the date and time you want to share the post and click “Schedule”.
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