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A DIDDU GUIDE FOR SCHOOLS
Setting Up Facebook, Instagram
and Meta Business Suite
A friendly, step-by-step guide for schools setting up their social media accounts for the very first time
	New to all this? You're in good company.
Almost every school we work with starts exactly where you are now. This guide breaks everything down into small, plain-English steps - there's nothing here you need any previous experience to follow. Work through it at your own pace, and get in touch with a member of the Diddu team at any point if you get stuck.



Before You Start
This guide will help you set up your school's own Facebook Page and Instagram account, bring them together in one place called Meta Business Suite, and then safely add Diddu so we can help you post - all without ever handing over ownership of your accounts.
It's completely normal to feel a bit nervous about this. Facebook and Instagram use a lot of unfamiliar names for things (Business Portfolio, Business Suite, Partners...) and it's easy to worry about clicking the wrong button. Nothing in this guide is destructive - you cannot break anything by following it, and every step can be undone.
Why does the school need to own the accounts?
It's really important that your school - not Diddu, and not any one individual member of staff - is the official owner of your Facebook Page and Instagram account. This means:
1. The accounts stay with the school forever, even if staff change roles or leave.
1. You are always in full control, and can remove Diddu's access at any time.
1. Diddu works as your agency partner, helping you post and manage content, without ever "owning" your channels.

What you'll need before you begin
1. A personal Facebook account for whoever is setting this up (this stays completely private - it is never visible to the public, and is only used to create and manage the school's Page behind the scenes).
1. Your school's official logo, as a square image file (a PNG works best).
1. A landscape photo for your Facebook cover image - a nice photo of school life works well.
1. A school email address that a few key staff can access (e.g. office@yourschool.co.uk), rather than one individual's personal email.
1. About 30–45 minutes, ideally without interruption, to work through Parts One to Four.
	Tip
Use a school email address, not a personal one, wherever you're asked to sign up or register. This keeps ownership firmly with the school rather than one individual.


What we'll cover
1. Part One -  Creating your school's Facebook Page
1. Part Two - Creating your school's Instagram account
1. Part Three - Setting up your Meta Business Suite and Business Portfolio
1. Part Four - Connecting your Facebook Page and Instagram account together
1. Part Five - Giving Diddu access as your agency partner
1. What this means for you, and where to get help

Part One: Creating Your School's Facebook Page
A Facebook "Page" is different from a personal Facebook profile. It's a public-facing account for your school that visitors can follow, and it can be managed by several members of staff at once. You'll need a personal Facebook account to create it, but that personal account is never shown to the public. Think of it as the key that unlocks the door, not the room itself.
1.  Go to facebook.com/pages/create in a web browser (this is easiest to do on a computer rather than a phone).
2.  Log in with a personal Facebook account, or create one first if needed using the school's shared email address.
3.  Choose "Business or brand" as the Page type when prompted.
4.  Enter your school's official name as the Page name, e.g. "St Joseph's Catholic Primary School".
5.  Choose a category that best describes you, such as "School" or "Primary School" - you can select up to three.
6.  Add a short description of the school (this can be simple - you can improve it later, and Diddu can help with wording if useful).
7.  Click "Create Page".
8.  Upload your school logo as the profile picture, and your chosen photo as the cover image.
9.  Add your school's contact details - address, phone number and website - in the Page's "About" section.
	Don't worry about getting this perfect
You can change the name, photos, description and contact details at any point later on. The goal today is simply to get the Page created and in your school's ownership. Diddu can help you polish the details afterwards.



Part Two: Creating Your School's Instagram Account
Next, we'll set up your school's Instagram account. As with Facebook, this should be created using the school's own details rather than a personal account, so that ownership sits with the school.
1.  Download the Instagram app on a phone or tablet (or go to instagram.com on a computer).
2.  Tap "Create new account" and sign up using the school's shared email address, choosing a username that's easy to recognise, e.g. @stjosephsprimary.
3.  When asked what type of account this is, choose a "Professional account", then select "Business" (rather than "Creator").
4.  Choose a category such as "School" or "Education".
5.  Add your school's contact details (phone number, email, address) so parents and visitors can get in touch easily.
6.  Upload your school logo as the profile picture, and write a short bio describing the school.
	Tip
If Instagram offers to connect your new account to a Facebook Page during set-up, you can go ahead and connect it to the Page you created in Part One. If it doesn't ask, don't worry - we'll do this properly in Part Four instead.



Part Three: Setting Up Meta Business Suite
Meta Business Suite is a free dashboard that brings your Facebook Page and Instagram account together in one place, so they can be managed side by side. Behind Business Suite sits something called a Business Portfolio — this is where the school's ownership of its accounts is actually recorded, and where access for people like Diddu is safely managed.
Think of it this way: your Facebook Page and Instagram account are like two shops, and the Business Portfolio is the company that owns both of them.
1.  Go to business.facebook.com in a web browser and log in using the same personal account you used to create your Facebook Page.
2.  If prompted, click "Create an Account" (this creates your Business Portfolio, not another Facebook account).
3.  Enter your school's name as the business name, add the school's email address, and select the country and time zone.
4.  Click "Submit" to finish creating your Business Portfolio.
5.  From the Business Suite home screen, go to "Business Settings" (usually found in the left-hand menu, or under a settings icon).
6.  Under the "Accounts" section, select "Pages", click "Add", then choose "Add a Page" and select the school Facebook Page you created in Part One.
	Why this matters
Setting things up this way means the school's Facebook Page and Instagram account belong to your school's own Business Portfolio — not to any individual's personal profile, and not to Diddu. This is exactly what protects the school if a staff member moves on, and it's what allows you to safely give Diddu access without giving anything away.



Part Four: Connecting Your Instagram Account
Now that your Business Portfolio exists, the next step is to add your Instagram account to it and link it to your Facebook Page. This means both accounts can be managed together, and it's what allows Diddu to help with both from one place later on.
1.  In Business Settings, under "Accounts", select "Instagram accounts".
2.  Click "Add", then "Connect an Instagram account".
3.  Log in with the Instagram account you created in Part Two, and follow the prompts to confirm the connection.
4.  When asked which Facebook Page to link it to, choose the school Page you created in Part One.
5.  Confirm the connection — you should now see both your Facebook Page and Instagram account listed together in Business Settings.
	All done with the foundations
At this point, your school owns a Facebook Page, an Instagram account, and a Business Portfolio that ties them together. Everything so far has been set up using the school's own details — nothing has been shared with Diddu yet. That's exactly as it should be.



Part Five: Adding Diddu as Your Agency Partner
The last step is to give Diddu permission to help manage and post on your accounts. Meta has a specific way of doing this called "Partner access", which is designed exactly for this situation — working with an outside agency. It lets Diddu post and manage content on your behalf, without ever transferring ownership of your Page, your Instagram account, or your Business Portfolio to us.
Please never share your personal Facebook password or login details with anyone, including Diddu. A properly set up partnership never requires this.
1.  In Business Settings, find "Partners" in the left-hand menu, under the "Users" section.
2.  Click "Add", then choose "Give a partner access to your assets".
3.  Diddu will provide you with our Business Portfolio ID — a 16-digit number. Enter this when prompted.
4.  Select the specific assets you want to share: your Facebook Page and your Instagram account.
5.  Choose the level of access to grant. For day-to-day content support, "Full control" of the Page and Instagram account (not the whole Business Portfolio) allows Diddu to post, respond to messages and view insights on your behalf.
6.  Review the summary and click "Give Access" to confirm.
	You're always in control
You can review, change or remove Diddu's access at any time from the same "Partners" screen — no need to contact anyone or ask permission. If a staff member who set this up ever leaves, the accounts and this access all stay exactly where they are, safely with the school.



What This Means for You
To summarise what you've now set up:
1. Your school owns its Facebook Page, Instagram account and Business Portfolio outright.
1. Diddu has been added as a partner, with permission to post and manage content — nothing more.
1. You can remove or change Diddu's access whenever you like, with no need to ask us first.
1. If staff change, the accounts and everything connected to them stay safely with the school.

	Well done!
That's everything set up. This can feel like a lot of new terminology in one go, so please don't worry if it takes a re-read or two to feel comfortable — that's completely normal, and exactly what this guide is here for.


Getting Help
If you get stuck at any point, stop where you are and get in touch with your Diddu account manager — there's no need to try and solve it alone, and no question is too small. We're very used to talking people through this for the first time, and can also join a call to go through any of these steps together on screen if that's easier.
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