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How to Add or Remove an
Administrator on Your Auxiliary or
Department Facebook Page
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Note: It is vital to have two people in your Auxiliary be an Administrator of
the Auxiliary Facebook page.

Please note: Two people should have FULL ADMINISTRATIVE RIGHTS, not one
as an Admin, and the other as an Editor or Moderator. Two people should
have FULL ADMIN RIGHTS.

Why? Because an Editor or Moderator doesn’t have full access to the
Facebook page. In the instances of discontinued membership, injury or
death, if there is only one Admin, no one else can add another member as

an Admin and the Auxiliary page is essentially null and void.
(This happened to a Department page and they had to start a new page, losing all their
Department fans and history. Don’t let this happen to your Auxiliary.)
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0 Q Search Facebook

To post as your Auxiliary, log 3l
into your Facebook account. .
On the left-hand side there
will be “Your Shortcuts”, click
on VFW Auxiliary (your

1]
number).
If you do not see your
Auxiliary page under “Your
shortcuts”:

= O @

—
I°

Teresa Parra
14

Find Friends

Pages

®3new

Groups
o 1new

Marketplace

Watch

Memcries

Saved

News

v

* C(lick “See More” in the
middle left-hand side of

your screen

* Scroll down and click on
“Pages”

* Click on VFW Auxiliary
(Your number)

Your Shortcuts

See More

b VFW Auxiliary-National Organization

@ VFW Auxiliary 123456

Privacy - Terms - Advertising - Ad Choices B> - Cookies -
More - Facebook © 2021

@ & =g 5

o Create Story
Share a photo or write something.

ﬂ What's on your mind, Teresa?

B¢ Live Video I‘T Photo/Video Feeling/Activity
Create Room

P VFW Auxiliary-National Organization
" 20h-Q

This patriotic bracelet is in stock now at the VFW Store. #shopVFW
https://www.vfwstore.org/products/31390
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Once you've switched to use Facebook as your Auxiliary, your Auxiliary page will display.

9 Q_ Search Facebook ﬁ Py }1@ [E ﬁ Teresa i © & v

Manage Page I-

Q VFW Auxiliary 123456 v
i .
> usiness Suite ~ .
oo
e b
® Inbox *
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vfwauxiliary.org

Publishing Tools

@ Edit

Q =
B3 NewsFeed A VFW Auxiliary 123456
Updates @VFWAuxiliary123456 - Nonprofit Organization #° Edit Contact Us
B ® New updates
@ Business Apps Home  About Events  Photos  More = Q s % -
© Resources & Tools
Post job openings for VFW Auxiliary 123456 X
g Manage Jobs v People are looking for jobs on Facebook. Post any open jobs to find gualified candidates for your Page.
Post Job
a Notifications
= ® 2 new
Insight:
&) 'neights 0@ Manage your Page and Instagram account together with Business Suite. Go to Business Suite
- Ad Center v
Set Your Page up for Success @ Create Post
. ®

Facebook know you're a credible business.

[ I, VAP VI P [ WP - F ol FR biesies
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Manage Page
® Inbox

Publishing Tools

Page
News Feed

Updates

® New updates

Business Apps
Resources & Tools

Manage Jobs v

» 3 e o 0aQ

Notifications
® 2 new

Insights

Ad Center v

1 =

@

Page Quality

Edit Page Info

® 4 new

\‘

Settings
@ 4new

&

To add an Admin:
* Gounder “Manage Page” in the left-hand side of your screen
* Scroll down and click on “Settings”

ﬁ E& :]? [E] q Teresa
N
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vfwauxiliary.org

@ Edit

VFW Auxiliary 123456

@VFWAuxiliary123456 - Nonprofit Organization #' Edit Contact Us

Home About Events Photos More « (o], . 9 -
Post job openings for VFW Auxiliary 123456 X
People are looking for jobs on Facebook. Post any open jobs to find qualified candidates for your Page.
Post Job
e@ Manage your Page and Instagram account together with Business Suite. Go to Business Suite
Set Your Page up for Success @ Create Post

Finish setting up your Page so people on
Facebook know you're a credible business.
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ﬁ Q, Search Facebook

VFW Auxiliary 123456 > Page Settings

Page Settings

Q, Search Page Settings

o General

L

,0

> 0 5 & =

@ ¢ #& 9

Messaging

Page Info

Templates and Tabs
Event Ticketing
Notifications
Advanced Messaging

Page Roles

Click “Page Roles”.

People and Other Pages

Preferred Page Audie!

Issue, Electoral or Pol

Ad Limits

Branded Content

Instagram

nce

itical Ads

i &

Page Visibility

Visitor Posts

News Feed Audience and
Visibility for Posts

Auto-Generated Captions

Post and Story Sharing

Messages

Tagging Ability

Others Tagging this Page

Country Restrictions

Age Restrictions

Page Moderation

Profanity Filter

Similar Page Suggestions

Page Updates

Post in Multiple Languages

Translate Automatically

Comment Ranking

Content Distribution

Download Page

Merge Pages

Remove Page
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Enter the name and email address of at least one other person in your Auxiliary that you would
like to make an Admin.

Note: If you are friends with the person on Facebook, their profile will populate as you type their name. If you are
not, the email address entered must be the email address they use to sign into Facebook.
Select “Admin” from the drop-down menu. Click “Add”.

9 Q Search Facebook A 2 ;IP = @ reres

VFW Auxiliary 123456 > Page Settings &
Page Settings Page Roles
Q, Search Page Settings Everyone who works on your Page can have a different role depending on what they need to work on '
Learn More

£ General ‘

Sections
%) Messaging Assign a New Page Role Jump to Section
I’ Page Info Existing Page Roles Jump to Seciion
28 Templates and Tabs
Assign a New Page Role
& Event Ticketing
u If you're adding a new admin to your Page, please keep in mind that they'll have the same permission as you do to make changes to this Page.
@ Notifications
Type aname or a friend's emal v Admin
@ Advanced Messaging o
g i Moderatdf |
the n ds
i " Advertiser
e Page Roles
Analyst

a» People and Other Pages
Existing Page Roles
a» Preferred Page Audience
o Issue, Electoral or Political Ads s 52
£ Ad Limits 54 ﬁ Ter:sra Parra o
€% Branded Content
© Instagram
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A pop-up box will display
aSking you to re-enter your
passwo rd to continue. Please Re-enter Your Password

You will need to enter your Hj Teresa Parra
PERSONAL PASSWORD that For your SECUIH}E you must re-enter your DHSSWCITI] to continue.
you use to log into Facebook. Password: |

Forgot your password? Cancel m

Once entered, click “Submit”.
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> s The new Admin’s profile picture will display. It will say pending until they accept the invitation.
‘5‘§ 7 * Once they accept, you have successfully added an Admin to your Auxiliary Facebook page!
* To get back to your Auxiliary page, click the VFW Auxiliary (your number) above “Page Settings”

in the upper left-hand corner.

ﬁ Q, Search Facebook Q & }IP E q Teresa

VFW Auxiliary 123456 - Page Settings ’

Page Settings Sections
Q, Search Page Settings Assign a New Page Role Jump to Section
Existing Page Roles Jump fo Section
£ General
%) Messaging
Assign a New Page Role
# Pagenfo
Type a name mail Editor ¢
T

mm Templates and Tabs

4 Event Ticketing
Notifications

Existing Page Roles

Advanced Messaging

d
©
e Page Roles

Teresa Parra
y Admin

a» People and Other Pages Edit
& Preferred Page Audience
Wendy Akers P
A Cancel Invitation
. Admin - Pending
o Issue, Electoral or Political Ads
£ Ad Limits i
€% Branded Content
About CreateAd Create Page Developers Careers Privacy Cookies Ad Choices[> Terms  Help
© Instagram Facebook ® 2021
English (US) Espafiol Francais (France) SRIZ((&) <. Portugués (Brasi) Haliano 330 Deutsch B BHEE | +
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ﬁ Q, Search Facebook

Manage Page

Publishing Tools

Resources & Tools

1 = » @ @ &« O @

\0 @

-3

Facebook know you're a credible business.

To remove an Admin:
* Gounder “Manage Page” in the left-hand side of your screen
* Scroll down and click on “Settings”

ﬁ o6 }]ﬁ E q Teresa

o
N

_—
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(& Edit

VFW Auxiliary 123456

@VFWAuxiliary123456 - Nonprofit Organization # Edit Contact Us

~

Home About Events Photos More » Q s b -

Post job openings for VFW Auxiliary 123456 X
o People are looking for jobs on Facebook. Post any open jobs to find qualified candidates for your Page.
Post Job
0@ Manage your Page and Instagram account together with Business Suite. Go to Business Suite
Set Your Page up for Success @ Create Post
MO
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ﬁ Q, Search Facebook

WFW Auxiliary 123456 > Page Settings

Page Settings

Q, Search Page Settings

o General

L]

’0

®
B
(~]

Messaging

Page Info

Templates and Tabs
Event Ticketing
Notifications

Advanced Messaging
Page Roles

People and Other Pages
Preferred Page Audience
Issue, Electoral or Political Ads
Ad Limits

Branded Content

Instagram

Click “Page Roles”:

VEFW AUXILIARY

ﬁ

Page Visibility

Visitor Posts

News Feed Audience
Visibility for Posts

Auto-Generated Captions

Post and Story Sharing

Messages

Tagging Ability

Others Tagging this Page

Country Restrictions

Age Restrictions

Page Moderation

Profanity Filter

Similar Page Suggestions

Page Updates

Post in Multiple Lang

Translate Automatically

Comment Ranking

Content Distribution

Download Page

Merge Pages

Remove Page

shed

and

published when you update Pag

uages
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Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit

Edit
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A screen similar to this will
be displayed.

Find the Admin you want to
remove and click the “Edit”
button to the right of their
name.

About

Sections
Assign a New Page Role Jump fo Section

Existing Page Roles Jump fo Section

Assign a New Page Role

Existing Page Roles

Admin

and delete com
5. If an Instagram

Wendy Akers B

L Edit

Admin

Teresa Parra )

R Edit
Y Admin

Creale Ad  Create Page  Developers Careers  Privacy Cookies  Ad Choices[> Terms  Help
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(=]

Existing Page Roles Jump to Section

Click “Remove” and then the
“Save” button to the right of Assign a New Page Role
their name.

Editor #

resp
fan Instag
tact info and create ads.

55 contact

to and delete commen
ge roles. If an In:

t info an

Homovs S “

Teresa Parra )
A Edit
y Admin

wut Create Ad Create Page Developers Careers  Privacy Cookies  Ad Choices[i> Terms  Help
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A pop-up will ask if you
want to transfer
ownership of all possible
posts they scheduled to
yourself or delete them.

If you wish to transfer

them to yourself, click
“Confirm”.

Select “Cancel” to keep
them as an Admin.

Remove From Page?

If you remove Wendy Akers from your Page, you can choose to transfer
ownership of all posts they scheduled to yourself or delete them. Scheduled
posts that are transferred will be published as planned.
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A pop-up box will display asking
you to re-enter your password to
continue.

You will need to enter your
PERSONAL PASSWORD that you
use to log into Facebook.

Once entered, click “Submit”.

Please Re-enter Your Password

H Teresa Parra
Wl

For your security, you must re-enter your password to continue.

Password

Forgot your password? ancel m
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al ; Although a red alert may appear saying your request to remove an Admin is pending, you
‘5'§ % still successfully followed the steps to remove an Admin from your Auxiliary Facebook
A Page!
To get back to your Auxiliary’s page, click VFW Auxiliary (your number) in the upper left-
hand corner above “Page Settings”.

ﬁ Q, Search Facebook ﬁ E& }IP @

Existing Page Roles Jump fo Seciion

VFW Auxiliary 123456 » Page Settings

Page Settings

Q_ Search Page Settings Assign a New Page Role

£ General tparra@vhwauxiliary org Editor #
%) Messaging

# Page Info

B8 Templates and Tabs Existing Page Roles

4 Event Ticketing

O Notifications

° Advanced Messag[ng u Your request is pending additional verification. We'll notify you when this change has been completed.
e Page Roles & Wendy Akers

People and Other Pages

& Preferred Page Audience
Cancel

o Issue, Electoral or Political Ads
ﬂ Teresa Parra Edit
y Admin
£ Ad Limits &
(e
©

Branded Content

Instagram
9 About  Create Ad Create Page Developers Careers Privacy Cookies  Ad Choices[> Terms  Help

UNWAVERING SUPPORT FOR UNCOMMON HEROES




VEFW AUXILIARY

Questions?

Facebook Help Center:
https://www.facebook.com/help
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https://www.facebook.com/help
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