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Social media guidelines 
How many times per day should I post on Facebook? 
Two Facebook posts per day is the optimal amount to generate engagement with your audience. Make sure to post  
a minimum of three times per week while keeping your maximum posting frequency to 10 times per week.

What should I do with a comment?
ALWAYS respond to any comment made on your posts. It’s important for users to feel like
there’s actually a person behind the business account. Don’t simply “like” their comment and
move on. Respond in a professional, friendly manner.

What should I do with a positive review?
Don’t simply “like” a positive review and move on. Respond in a professional and friendly manner and 
thank them for their positive feedback. Here’s an example of an acceptable response: “Thank you for
the kind words, Frances! We appreciate you choosing Open MRI of Pueblo. It puts a
smile on our face to know our patients are pleased with their experience!”

What should I do with a negative review?
It’s important to respond to negative reviews without sounding defensive. Ensure your response
is apologetic/understanding and offer the contact information of the marketing representative  
at your center as a means to reconcile the situation. 

How do I grow Facebook following? 
1. Invite friends to like your page.
2. Always check who liked your post and click the Invite button next to their name.
3. Create engaging content that entertains and provides value so people will want to follow your page.
4. Comment on posts that are relevant to your industry, patients, and doctors. 
5. Send out posts inviting users to like your page to stay tuned for updates and fresh content.
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How do I become the admin  
of a Facebook page?
In order to perform all management duties on your company page, you need to become and admin. Luckily, it can be  
easily done in couple simple steps. Just have a current admin of the page to do the following: 

If the page is managed from personal account: 
1. Click Settings at the top of the page you are managing.
2. Click Page Roles in the left column.
3. Type a name or email in the box and select the person from the list that appears. Make sure the person you are 

trying to add has accepted your friend invitation. 
4. Click Editor to select a role from the drop-down menu.
5. Click Add and enter your (current admin) password to confirm.

If the page is managed from Business Manager: 
1. Go to Business Manager of the page you are managing. 
2. Click Business Settings at the top right corner of the page. 
3. Click Pages in the left column.
4. Choose the page you want to add a new admin to. 
5. Type a name or email in the box and select the person from the list that appears. Make sure a person you want 

to add to this Page has already been added to your Business Manager.
6. Click Editor to select a role from the drop-down menu.

How to add someone to Business Manager: 
7. Go to Business Manager Settings.
8. Under the People and Assets tab, click People.
9. Click Add New People.
10. Enter the work email addresses of the people you want to add and select the role you’d like to assign them and 

click Save. Those you add will receive an email that tells them you’ve invited them to join your company’s  
business on Facebook. Once they accept the request, you’ll be able to assign people to Pages, ad accounts and 
other assets in your business. 
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How do I POST ON Facebook page?
Once you become the admin of a page, you’ll be able to switch between personal and business pages to post  
content to the appropriate page. 

Post original post to a Facebook timeline: 
1. Go to the page you want your post to appear at. 
2. Under the FB banner of a page, you will see the following window:

3. Check the right upper corner of the window to make sure you 
are posting from a company page, not your personal page. If 
you see your personal profile photo in a little bubble on the 
right, just click the drop down menu and switch to the  
company page. 

4. Write your post in the white window. Add the link and drag 
and drop, or upload any image or video you want to include  
in the post. 

5. If you are adding a link to your post, FB will  
auto-generate a clickable window with the details on the link 
that your viewers will be able to click on to follow the link. 

6. If for some reason you don’t want the clickable window to appear, just add an image to the post, which will  
override it.

7. If the link is too long, consider using the bit.ly service to shorten the link. Just go to the website, paste the link 
you want to shorten and click Shorten. It will generate a short link you can copy and paste. If you want to  
customize your link with a certain name, you can sign up to bit.ly (it’s a free service). 
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How do I POST ON A Facebook page?
How to share/repost content from someone’s Facebook timeline to a page: 
1. Scroll down to the bottom of the post you want to share/repost.
2. Check the right bottom corner of the window to make sure you are posting from the company page, not your 

personal page. If you see your personal profile photo in a little bubble on the right, just click the drop down menu 
and switch to the company page. 

3. Then click Share and choose Share to a Page option. 
4. In the window that appears, on the left top corner, choose 

Share on a Page You Manage; confirm the page name you 
are about to share the post on; confirm that you are posting 
from a company page; write your comment in the white  
window to appear above the post you share and hit Post.

5. Make sure the little World icon on the right bottom corner is 
set to Public, so all page visitors can see your post.  
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How do I find quality content to 
post on Facebook?
There are a bunch of great places to pull social media content from. If you’re struggling to come up with content, be 
sure to check each of these for some inspiration. 

Local News
Keep tabs on a local news source in your center’s community (ex: Kerrville Daily). This is a great way to stay in the 
know about local events, etc.

Radiology-Specific Information
http://www.radiologytoday.net/
https://www.asrt.org/main/news-research/radiologic-technology-news
https://www.auntminnie.com/index.aspx?sec=rca&sub=ecr_2018
https://www.news-medical.net/medical/search?q=mri&t=news&sort=date
https://www.radiologyinfo.org/
https://www.itnonline.com/
https://www.medicalnewstoday.com/categories/radiology
https://www.medpagetoday.com/radiology/diagnosticradiology

Radiology-Specific Information on Facebook
Type any keyword of interest in the Facebook Search window on top of the page and browse through all pages, 
groups and posts that FB suggests. Consider liking the pages of particular interest to be able to see their posts in 
your timeline. That way you’ll be able to repost or re-purpose any posts right from your timeline if you find  
something attractive. 

General Healthcare News
https://www.medicalnewstoday.com/
https://www.healthline.com/
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examples of acceptable posts
• Alternate between center specific, radiology related, and fun posts.
• Interact with followers by responding to questions or comments.
• Always check for spelling and grammatical mistakes. 
• Alternate between original posts and shared material.
• Create unique, fun image content.
• When writing a copy for the post, make sure to keep a friendly tone of voice.  

Don’t forget to include #hashtags, so people can find your content. 
• Post something your target market will want to read, like, share, and comment on.
• Always include visuals to your posts (graphics, images, videos, boomerangs) and make sure they support and 

enhance your post content.
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Examples of Unacceptable posts
• Not using punctuation or capital letters where necessary. 
• Posting irrelevant content - not related to center’s services or radiology.
• Content lacking substance.
• Using slang, and/or overuse of emojies.
• Offensive content - political, sensual, crude humor, etc.
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FACEBOOK ANALYTICS 
The amount of information you can get from Facebook on the performance of your posts, audience demographics, 
and campaign tracking is amazing. You can see what posts are performing better than others, the number of times 
someone took action on your posts, the number of people your content is seen by on Facebook, and more.  
To find all this data, do the following:
 
1. Open the page you manage. 

2. On the top row under the blue Facebook search row, click the tab Insights. 
3. Choose the time period for the report next to Page Summary. 
4. Mouse over “i” icon on the top right corner of each reporting block to see what each measurement means. 
5. Analyze each reporting block. 
6. Scroll down to Your 5 Most Recent Posts and click See All Posts on the bottom of the block with posts. 
7. When a new window with all posts opens, analyze each post for reach and engagement to see what type of  

content, visuals, and posting times may generate the most user activity. 
8. Analyzing your Facebook posts will help you to figure out the best content and optimal times to post, as well as 

ways to improve your company page and grow social following. 
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