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TRENING MATERIJAL

FACEBOOK PLATFORMA - podeSavanje opcija

Uvodne napomene:

Facebook drustvena mreza u posljednje dvije godine omogucava raznolik pristup informacijama, ali i
omogucava plasiranje sadrzaja/oglasavanje sa razli¢itim tipovima komunikacijskih materijala i poruka.

Modul 1. Tehnicka priprema Facebook stranice —podeSavanje opcija, tabova i informacija

Tehnicka priprema se u ovom trening materijalu odnosi na podesavanje opcija za FB stranicu, dodavanje
tabova koji ¢e odredivati koji segmenti stranice i kojim redosljedom ¢e se prikazivati posjetitelju, te na
koji nain popuniti sve informacije o kompaniji/organizaciji.

Napomena: Uvijek kada kreirate FB stranicu, kreirajte i testnu stranicu na kojoj cete isprobati izgled
vizuala i ostalih materijala prije postavljanja na zvani¢nu FB stranicu. Ova opcija ¢e vas postediti
neugodnih situacija poput brisanja objavljenih postova ili azuriranja teksta. Praksa je pokazala da fanovi
dobiju notifikaciju za objavljeni sadrzaj, te ukoliko se on adaptira dolazi do nivoa frustracije koji mogu
rezultirati sa unfollow opcijom ili hide. Za potrebe ovog materijala koristit ¢e se testna stranica sa
nazivom Mali mrav ©
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Kratka uputa za kreiranje stranice:

&\ Melisa Home  Create

A 4
Create

Page
Connect and share with customers ar fans

Ad
Advertise your business, brand or organization

sas Group
Find people with shared interests

Event
Bring people together with a public or private event

Sa desne strane, pored vaseg profila imate opciju create, klikom na nju otvara vam se polje gdje mozete
odabrati niz opcija medu kojima je i Page.

Pojavljuju se opcije za kreiranje Zeljene stranice...

Create a Page

Connect your business, yourself or your cause to the worldwide community of people on Facebook. To get started, choose a Page category.

1
J

Business or Brand

Showcase your products and services, spotlight your brand and

reach more customers on Facebook

Get Started

Community or Public Figure

Connect and share with people in your community, organization,
team, group or club

Get Started

Adresa: Internet: Kontakt tel: Bankarski racun:

Stupska 19C Il www.digital2.ba tel: + 387 33 97 55 49 Unicredit Bank d.d. Mostar:
71000 Sarajevo, BiH info@digital2.ba mob: + 387 61 10 76 61 3387202219857710
IDbroj: 4302539900006 IBAN: BA39 3387204819858126 SWIFT:UNCRBA22




digital?

GENC

www.digital2.ba

Klikom na opciju dobivate polja za unos podataka...za prvu opciju polja izgledaju ovako:

Business or Brand

Connect with customers, grow your audience and showcase your

products with a free business Page.

Page Name

Name your Page 'y
Category

Add a category to describe your Page ©)

When you create a Page on Facebook the Pages, Groups and Events Policies

apply.

Potom slijedite korake i kao zavsni segment udete na Settings testne stranice

{ E" Melisa  Home

Settings Help -

Odaberete klikom na General/Opéenite postavke =Page Visability=Edit i postavite stranicu kao
unpublished. Na taj nacin ¢e ona biti skrivena i moZete postavljati testne sadrzaje.

Page  Inbox  Notifications | Insights  Publishing To...

1} General — >
IMessaging
# Page Info

B8 Templates and Tabs

Promotions Settings
Page Visibility Page unpublished >
Visitor Posis Choose who can publish to your Page timeline
Reviews Reviews are turned off

News Feed Audience and
Visibility for Posts

The ability to narrow the potential audience for News Feed and limit
visibility on your posts is turned off

Help -

Edit
Edit
Edit

Edit

Adresa: Internet: Kontakt tel: Bankarski racun:

Stupska 19C Il www.digital2.ba tel: + 387 33 97 55 49 Unicredit Bank d.d. Mostar:
71000 Sarajevo, BiH info@digital2.ba mob: + 387 61 10 76 61 3387202219857710
IDbroj: 4302539900006 IBAN: BA39 3387204819858126 SWIFT:UNCRBA22




o+

www.digital2.ba

Vratimo se sada na zvani¢nu FB stranicu...

Ukoliko niste unijeli sadrZaje na zvanicnu FB stranicu neophodno je postaviti odgovaraju¢u Cover photo/
nakon postavljanja obavezno kliknite ponovo na nju i dodajte opis...iskoristite prostor za promo svoje
web stanice i kratki opis usluge/poslovanja.

7 Publishe Melisa Tolja
’ Like This Page - Just now - ©

Add a description

/'

@ Tag Photo = & Tag Products

©Q Add Location " Edit

oy Like () Comment 2> Share -

Mornina

Ovim Cete generisati novi post/objavu, ali i napraviti saobracaj prema web stranici.

®
@

‘ Like fh!rsrpegerz” 7: Edited - @
Neki tekst

www.digital2.ba

@ Tag Photo | & Tag Products

© Add Location = ' Edit

oy Like () Comment > Share -

e e Co®®
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Add a Picture
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Mali mrav
Create Fage [@Usemame  Ppostavite profilnu fotografiju i odredite kako ¢e se va3a stranica
zvanic¢no komunicirati. Dobro razmislite o nazivu.

Create Page Username

It's easier for people to find your Page in search when it has a unigue username.
Pages with usernames can also create custom URLs that let people quickly visit
and message them.

>

w

ername

L

(€

Username 0/50

(@usemame

L=

Need help? Get tips on choosing a username.

Cancel

Slijededa stavka je popunjavanje Our Story i informacija u About///

Our Story

+ Tell people about your business
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U sekciji About imate slijedecu opciju koju mozZete iskoristiti za komunikaciju sa fanovima. Pored
m.me/¢e stajati vas username koji ste odabrali prilkom imenovanja stranice. Ovdje je za potrebe treninga
naveden samo broj. Kopiranjem linka na FB stranicu ili na duge mreZe moZete potaknuti razgovor sa
vasom stranicom:

© Edit business types

CONTACTINFO People can directly open a Messenger conversation
with you through this link. You can place an m.me link

anywhere - website, app, flyer, SMS, email, etc. to help
someone find you more easily in Messenger.

~) m.mel194834977219378 ©

@, + Enter phone number

+ Enter email

+ Enter website
W# Edit Other Accounts
MORE INFO

Primjer/ kada kopirate link u objavu pojavit ¢e se prikaz za kontakt. Unutar teksta mozZete staviti neki call
to action npr. Imate pitanje o xy ili Zelite informaciju o xy:

# Create Post | [ Photo Album | Bl Live Video -

hitps:/im me/194834977219378|

Get in touch with Mali mrav

E Photo/Video = Feeling/Activ... ° Check in
News Feed
a ﬁ Posts are public and show up on I.':EZ_*.E". N Search resulls
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Kada smo unijeli sve podatke o nama/nasem poslovanju idemo na tehni¢ko podeSavanje same FB
stranice i opcija koje Zelimo imati/uklju¢ujuéi tabove i ostale elemente za promociju.

Pristup se moZe ostvariti u desnom kutku pored opcije Help/Pomoé. Dakle, klikom na
Settings/Podesavanja otvara se meni sa opcijama koje se nalaze na lijevoj strani.

Settings Help -
£+ General Prva opcija za podesavanje su opcée postavke.
Meszaging
Visitor Posts Choose who can publish to your Page timeline Edit
Edit Page

News Feed Audience and
Visibility for Posts

d limit Edit

Post Attribufion

Motifications

Klikom na opcije ko moZe postavljati sadrZaje treba potvrditi ko mozZe
postavljati sadrzaje. U slucaju promocije, uvijek je dobro osigurati da neko
ne moZze postavljati neprimjeren sadrzaj tokom kampanje. Dakle, potvrditi
opciju — disable.

Messenger Platform

B Videos
Page Roles
People and Other Pages
Preferred Page Audience
Authorizations
Partner Apps and Services
Branded Content
Instagram
Featured

B4 Crossposting Visitor Posts Allow visitors to the Page to publish posts

Page Support Inbox # Disable posts by other people on the Page

Cancel

Slijedeca stavka jeste odabir publike.

News Feed Audience and Allow Mews Feed audience selection and post visibility options for this
Visibility for Posts FPape.

Cancel

Vazno je provjeriti da nema postavljenih filtera za publiku i da je sadrZaj otvoren za sve pratioce.
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Obavezno podesiti mogucnosti za tagiranje. Dozvoliti tagiranje stranice kako bi ¢lanice mreze unutar
svojih postova mogle stavljati naziv stranice radi ve¢eg organskog dosega.

Tagging Ability Cther people can tag photos posted on my Page Edit

Others Tagging this Fage People and other Pages can tag my Page Edit
Osigurati da se nakon objave tagiraju na vizual one stranice ili osobe koje mi Zelimo, te stoga ukloniti
mogucénost da drugi samovoljno tagiraju na nasim objavama.

Country Restrictions Pag

e is wisible to everyone Edit
Apge Restrictions Page is shown to evenyone Edit
Pape Moderation Mo words are being blecked from the Page Edit
Profanity Filter Tumed off Edit
Similar Page Supggestiocns Choose whether youwr Page is recommended to others Edit
FPape Updates d when you update Page info Edit

Ne stavljati ogranicenja za zemlje i godine. Slijedeci korak je vaZan jer u moderaciji stranice za svaki sluc¢aj
treba unijeti rijeci "'nepodobne', psovke i sl. — razdvojiti sa zarezom. U slucaju da neko Zeli objaviti
komentar sa neprimjerenom rije¢ju/mi smo je unijeli za blokadu, FB nec¢e dozvoliti objavu komentara.
Ova lista se nadopunjava vremenom u slucaju reakcija na ¢lanak/objavu i sl.

Page Moderation Block posts or comments containing the following words

Cancel

Slijedeca bitna stavka je dozvoliti preporuke stranice, ovo je prikaz kako to treba izgledati.

Similar Page Suggestions ¥ Include Digital2 when recommending similar Pages peogple might Bke on
3 Page tmeline.

Cancel

Ugasiti opciju da FB automatski objavljuje promjene. Administrator stranice ¢e sam odrediti kada ¢e
update koji biti objavljen i promoviran fanovima/pratiocima stranice.

Page Updates

d when you update Page info Edit
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Page Updates Autematically publish posts when infe is updated on this Page.

Save Changes JEe=lil=2

Omogucditi automatsko prevodenje kao i objave na vise jezika.

Post in Multiple Languages  Ability to write posts in multiplz langu turned off Edit

Translate Automatically w translations automatically for people who read Edit

# Page Info

Kada kliknemo na nju otvaraju nam se opcije za podesavanje komunikacije sa posjetiocima/fanovima.

Opcija za prikaz Message koji se pojavljuje na stranici kako bi vam posjetioci mogli poslati upit treba biti
aktivna.

Genelal Settings

Use thg Return key to send messages

JEDINSTVENI DIZAN IweB RUESENJA S 3 B AT Y php

NASE IDEJE ZA VASE POSLOVANJE (@]
Savremene tehnologlje kao §to su HTMLS, CSS3, PHP, NET, AngularJS.
Umbraco, Wordpress | custom made CMS sistemi. Sve nade stranice su
prilagodene za pregled na mobile | tablet uredajima.
- i

1h Liked ¥ | X\ Following ¥ = M Share =+« @ send Message

on

Change

Slijedeca stavka koju podesavamo su najcesca pitanja koja posjetioci mogu postavljati.
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Ova pitanja sluze da bi se potaknuo razgovor. Ukoliko nije aktivna, posjetilac ¢e sam postaviti pitanje i

pojavit ¢e mu se automatski otdgovor koji ste generisali u opcijama niZe. Ukoliko automatski odgovor nije
omogucen, admin odgovara kada Vi

Help people start a conversation with your Page

Show frequently asked questions to make it easier for people to start
conversation with your business.
Change

Customize the guestion
to ask you.

at people might want

Response Assistant
Send instant replies to anyol - :

Instant replies are a good way to let people k
s00N.

w that you'll respond

Change
I "Thanks for messaging us. We b be as responsive as possible.

We'll get back tfo you soon.”

Stay responsive when you can't get to your computer or
phone

Automatically reply to messages anytime you're away and let people
know you'll respond soon Change

"Hi Melisa, thanks for your message. We are not here right now, but
we'll get back to you soon!”

Help people start a conversation with your Page

Oon
Show frequently asked questions to make it easier for people to start 3
conversation with your business.
- =
L]
P —
] .- w 10:38 AM LT
< Back li mrav 6
Choose an option or type your own
message.
[ ou recommend products !
] Ask
Ask
Ask
hat are your hours today? Ask

arganically or from an ad will see 2 o 4 ques
you add mare than 4, the questio

depe: g on how man;

Prlmjer p|ta nJa' selected :a'm:'r'y
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Kada posjetilac krene slati upit pojavit ¢e mu se ova pitanja. Klikne li na bilo koje pitanje, pojavit ¢e se
automatski odgovor koji se pripremili u

automatskom odgovaranju.

Lo 12z E - Npr.:
tdall mrav '
{ Back :::: :::=* !
1 Choose an option or type your own I
Message.
Response Assistant
b P . N N, e e ) r
F WHIE IR MEaE TEElI vETE Ask Send instant replies to anyone who messages your Page an
plies are a good way to ket peaple know that you'l respond
| Zelim podlati upiz za ponudu? Ask .
L]
- L
Ask
" & 40 P .-
¢ Back i
Ask o
poruci. MoZete nas
kontaktirati na 03%:coo00c
posjetiti u izlofbenom salonu
P who Bend you 3 message organically or fram an ad will 2 2 10 4 quastons,
Ng On oW many you wifia. If you 3od mare @han 4, the quest shown will be
d randomly.
Your Instant Rep! 250 7 250
EIUBBIII}H #1 ZTED Zawa |LI.EI1'D Wam s2 pEI'I.CJ. Mao2ete nae kontakiratl na 0330000 B pEE|E'_'_ u
Kioja |e vake adna wrjama? IzioZnEnom Ealonu N3 s=El oooo. RA0Na WEme |& 0d 00 00 XX NE vES upi temo
: : odgovort u najkradem rokw. Wis2 o prpatevadima pogledaite na wewaooooooooos. ba
Guestion 22 2560
Gdle && nalazl vak Izic2bend salon? Add Parsenalizaticn
Question #3 = e | [
Gdje mogu pagledatl vase proizvodeT i
Question 24 2ED
Zalim podiatl uplz za ponwdu? T
Question #5 4560
Folrebna mi |& prapaniks I3 agapiEciu doma. i
40d 8 Quastion
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Ukoliko ne Zelite generisati pitanja, jednostavno unesite tekst u automstski odgovor i on ¢e biti plasiran

www.digital2.ba

svaki put kao odgovor osobi koja vam je poslala poruku. Jedna od opcija je i dodavanje personalizacije u
odgovor. Odaberite da li ée odgovoru FB koristiti samo ime osobe, ime i prezime i sl.Klikom misa odredite
gdje Zelite da se personalizacija nalazi. Najbolje je postaviti na pocetak automatskog odgovora. Nravno,
moZzete koristiti automaski odgovor bez personalizacije.

Response Assistant

Send instant replies to anyone who messages your Page On
E0ON ™
L J
L]
L |
- - +m [
1 | € Back i
Hello, | have a question. I 1
L Zahvzljujemo vam sz na W SOEECa000 ba.
poruci. Ma vas upit cemo
odgow u najkracem roku

repoizvodima
pogledaits na
WAL C00000000L DA,

Your Instant Reply 1457 250

Melsz Tll3 x| [Eahvallueme vam B2 N3 parucl. Ma vas up Semo aogovant u

najkratem roiu. Wis2 o prpalzvadima pogledalle na wis oooooooooba.

T Parzon’s fret nams

Persom's 136t name

8 vas uph temo odgovort unajkrsSen ok Vike o Add Parspnalizaticn

booooonooba.

Person’s full name

Faceboak URL ta your Fage

Dodatne opcije kreiranja botova za pitanja i

&dd Parzonalization

odgovore nalaze se u Trening materijalu 2.

Cancel

Za potrebe ovog materijala obradit ¢éemo jos odredivanje izgleda stranice, te opciju podsSavanja kontakt
dugmeta. Ostale opcije iz podeSavanja su obradene u Trening materijalu 2. Za napredne korisnike.

Vradamo se opet a sekciju lijevo i odabiremo opciju Templates and Tabs

#* PageInfo
B8 Templates and Tabs
Post Attribution

Motifications
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Klikom na template otvara se prozor sa opcijama. Na glavhom template-u odaberite onaj u skladu sa

svojim poslovanjem. Svaki template otvara razliCite tabove koji se prikazuju na stranici.

Templates

:- Standard

Tabs

Use default tabs

Home

Services

Shop

Notas

About

Videos

Posts

Bez obzira na template, moZete uvijek dodati tabove koje Zelite ili deaktivirati aktivne.
imate Add a Tab. Deaktivirate tabove ulaskom u settings. Opcijom drag and dro
tabova kako Zelite da se sadrzaj na stranici prikazuje.

Community

Events

Offers

Info and Ads

Agd a Tab

Adresa: Internet:
Stupska 19C I www.digital2.ba
71000 Sarajevo, BiH info@digital2.ba

Epifinge

seifings

setfings

Eetfinge

Eeifings

Eeifings

Eaifings

Eaffinge

Eaffinge

Seffings

Kontakt tel:

tel: + 387 33 97 55 49
mob: + 387 61 10 76 61

a dnu stranice

mjestite redosljed
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Osnovno tehnicko podesavanje stranice ¢emo zavrsiti sa objasnjenjem dugmeta contact/call/learn more

i Like = )\ Follow = # Share

G
M

00
9

Learn More ¢

Rije¢ je o dugmetu kojeg posjetioci vide pored opcije Message. MoZete ga postaviti za poziv, da vodi ka

web stranici ili za upis u newsletter i sl.

Test Button
Edit Button

yatski - Bosanski - Cpnckw +

Delete Button

Odaberite tip kontakta:

[ Book with you

™ Contact you

@ Learn more abeut your business

@ Shop with you or make a donation

see?

take an action. People see it on your P

# Download your app or play your game

Adresa:

Stupska 19C Il
71000 Sarajevo, BiH

Internet:

www.digital2.ba
info@digital2.ba

P nd In search resulls

Cancel

Kontakt tel:

tel: + 387 33 97 55 49
mob: + 387 61 10 76 61
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£ Book with you

™ Contact you

Contact Us Sign Up
Send Message Send Email
Call Now

@ Leamn more about your business

Watch Video Learn More

@ Shop with you or make a donation

Shop Now See Offers
Recimo da Zelimo da nas ljudi pozovu. Odabiremo opciju Call now, a u slucaju da Zelimo generisati
saobracaj ka stranici stavljamo opciju Learn more.

U koraku 2. Popunjavate podatke,telefon, mail i link ka stranici ili online shopu.

~ Your Button Call Now Edit

Step 2: Where would you like this button to send people?

When customers click your button, they will be directed to a place where they can take an action or find more
information.

Add your phone number

The phone number that will be dialed when customers click your button
120f2 Back
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Sjajna stvar kod ovog dugmeta je Sto ga moZete promovirati.

Call Now ¢

i Test Button est Button
Help People Learn Maore Get People to Call
Edit Button Edit Button

| |
Delete Bufton Delete Bution

Klikom otvara se opcija za podeSavanje oglasa i plasiranje oglasa.

Help People Learn More X
AUDIENCE DESKTOP NEWS FEED MOBILE NEWS FEED MORE v
e People you choose through targeting Edit

Location - Living In- Bosnia and Herzegovina: Sarajevo sz Digital2 .o

Federation of Bosnia and Herzegovina Sponsored - @

Age: 18 - 65+ Digitalna agencija - Pretvaramo ideje u

funkcionalna i kreativna online riedenja.
People who like your Page

People who like your Page and their friends

Custom Audiences

publika f
See All (19)  Create New Audience
Instagram digital2.ba [m
§#+ By clicking Promote, you agree to Facebook's Terms & Conditions | Help Center Cancel Promote
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