Directions for Creating a Facebook Event

1. Start from your Facebook page.

2. Click on “Events” in the left margin.

3. Click on the grey box “+ Create an Event” at the top right of Events.

4. Fill in the title of the event: Screening of “Life in Occupied Palestine: Eyewitness Stories & Photos”
5. Optional: You can also add a “Tagline” with a subtitle, website, sponsors, etc.

6. For location, fill in venue name. 
7. Click on the blue link, “Add a Street Address” and enter:

a. Street Address

b. City/Town (make sure Facebook recognizes the name)

8. Enter the date and time.

9. Leave the privacy option at “Open”

10. Click on “Create Event”. This will bring you to Step 2: Add Details.

11. Click on “Browse” to add a picture from your computer. I’ve included photo options in your publicity email, which you can download to your desktop. 

12. Select the appropriate Category & Event Type
13. Fill in a Description of the event: 
“Come see Anna Baltzer’s acclaimed film on the Middle East conflict. Baltzer is a Jewish American award-winning lecturer on human rights, the granddaughter of Holocaust refugees, and the author of Witness in Palestine. Her film documents the realities of the Occupation, as well as joint Palestinian and Israeli nonviolent resistance and other topics rarely heard in the US.”
Feel free to enter anything else you want (sponsors, more links, etc).
14. Leave the Event Options checked as they are. 

15. Click “Save and Continue”

16. A pop-up window will ask if you want to post the event on your Wall for everyone to see. Click “Yes” if that’s ok with you. 

17. Now you’re in Step 3 (the last step!) to Invite Friends. 

a. Click on the Facebook friends you’d like to invite (hold the control button down on a PC to select multiple people). 
b. If you would like to invite all of your friends but don’t want to go through and select each one, try entering this code in the page URL: javascript:elms=document.getElementById('friends').getElementsByTagName('li');for(var fid in elms){if(typeof elms[fid] === 'object'){fs.click(elms[fid]);}}
c. You can also send the invitation to email addresses. Type them in or click “Import Email Addresses” 

d. Fill in a personal message if you want. 

e. Click “Send Invitations”

18. Congratulations—you’re finished! You will be directed to your newly created event page, where can optionally do more things like:
a. Edit the event

b. Post a link

c. View people who RSVPed
d. Cancel the event

If you have any questions or trouble creating a Facebook event, please contact Anna Baltzer’s assistant Rob Flahive at raflahive@gmail.com.
