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How to
schedule
posts
on Neta
(Facebook)




How to schedule posts on Meta
using your mobile device

Step 1:
Open the Facebook app
on your mobile device.
#  Download on the ) Select ‘Menu’ by clicking
. App StO re your profile picture,
scroll to the bottom of
your screen and select
‘Meta Business Suite’.

e - Settings & Privacy

Professional access

4 Y

GET IT ON

® Google Play

Tip: You’ll need to install
the ‘Meta Business
Suite’ app on your
mobile.

tennis


https://apps.apple.com/us/app/meta-business-suite/id514643583?platform=iphone
https://play.google.com/store/apps/details?id=com.facebook.pages.app&hl=en&pli=1

< Facebook «!| 4G 11:32 am 85% )

£ Home B

Step 2:
Select ‘Menu’.

Tennis Test Club /' Edit Page

0 Connect Instagram

Facebook followers > Instagram follower » Notifications Planner

Step 3:
Select ‘Planner’

Z) Create Post
(4] Create Pos EIDI]

ﬁ {:-B “ Insights

Reel Story Advertise Photo

Welcome to Meta Business @ D
Suite Leads Centre Settings Feedback

Steps to get started @
0 of 3 ste leted

@ E_J O Help Centre
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< Facebook !l 4G 11:32 am 85% @)

¢« Planner @

NMovember <=

Su

10 . Step 4:
12 Select ‘Create’.

© Tap to Create
Tue

13 @ Tap to Create Step 5:

Start scheduling your
posts with the

Fi resources provided.

A

16 ® TaptoCr- @
Today

14
@ Tap to Create Create new content

15 (® Tap to Create & Post

Reel

i+ Story
17 () Tap to Create

ol Ad

18



How to schedule posts on Meta
using your computer desktop

Manage Page

‘ Tennis Test Club

Professional dashboard

—— Step T1:

& Ad Centre Open Facebook in
B.g » your web browser on
B Settings your computer.

M(T:j t:]ui.i s ~ - SeIeCt ‘Meta

Business Suite’.

Tennis Test Club

0 likes = 0 followers

entions Reviews Followers Photos More *
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http://www.facebook.com/

Step 2:
Select ‘Planner’.

0\ Meta '
Business Suite

_ ) = Tennis Test Club
ﬁi fennis Test Club ﬁF (0] Edit Facebook Page | Connect Instag

MNotifications

Inbox

To-do list

] Content - .
' Check unread messages, comments and other things that may r

Planner

Ad drafts
Ads

: Expires in 10 days
e Draft: Get more messages
IHS]EhtE Last updated on 25 October 2024 10:50

All tools




Step 3:

Select ‘Create post’ or use the drop-
down option.

Planner

Plan your marketing calendar by creating, scheduling and managing your content.

Week Month Today November 2024

Mon 11

Wed 13

Create a post, story
or ad.

Share with your audience
today.

Create post =

Thurs 14

A e oo | - I
= p a0

Content type:

Goals Mo

Bulk upload reels

as Post video across Pages
&P Goals )

Start new goal

Wr Start sharing content more regularly to connect
with your audience.

Create post
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Thank you!



