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This special report contains some of my favorite articles and "how to" 

guides including: 

 

• How to Write Press Releases the Media Will Love 

• How to Stand Out at Trade Shows 

• Unique Ways to Market Your Product 

• Joint Ventures - How to Double Your Income Without Double the Expense! 

• How to Spend LESS Time on Facebook, but Get MORE Results! 
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HOW TO CREATE PRESS RELEASES THE MEDIA WILL LOVE 

copyright Wendy McClelland 2016 

 
Press releases are one of the very best ways to publicize your business that cost you nothing 
(if you write them yourself) but your time. If you’re not a great writer, PLEASE hire someone to 
help you write it OR at least edit it after you’ve written the release.  

A press release is basically written as if YOU are a REPORTER writing about YOU. Write from 
the perspective of a reporter doing an interview. 

You want to explain the “5 W’s”  

- the who  

- the what  

- the where  

- the when  
 
- the why of an event that affects you 

PRESS RELEASE DO's and DON'T's 

DO 

• Use a press release to announce a new business opening, a business expansion, 
new owners, new location, participation in a special out of town trade show, 
winning an award, sponsoring a charity event, an owner or employee achieving 
excellence in work or outside interest (e.g. sports) or anything else makes your 
company (or an individual within the company) stand out  

• Send them frequently  once a month is great (you'll begin to be known as an 
expert in your field, and the media will begin to call YOU when a story comes up 
that is relevant to your field and they want a comment)  

• Include quotes from you or others (to add interest and credibility) within the press 
release  

• Have someone proof read them for you  make sure the grammar is good and 
there are no spelling mistakes  
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• Keep them to one page if at all possible  
• Keep them double spaced on white paper with black ink. Most newspapers prefer 

a Word document so they can edit as needed  
• Provide contact information so that a reporter can contact you if they have more 

questions  
• Be sure to identify when the press release can be printed (if you wish it to be held 

by the media source for a week tell them!)  

DO NOT: 

• Use a press release to sell your product, announce a sale or advertise  
• Use coloured paper or ink or fancy “stationery” in your email program  
• Hand write or print with a poor quality printer that is fuzzy or unclear  
• Forget to give your contact information  
• Make your press release longer than one to two pages at most  
• Try to write a press release if your writing skills are poor  hire someone to write it 

for you  
• Call the media after you've sent the press release to ask when it will run (they are 

too busy  and they will consider you a pest)  

Who to send the Press Release to: 

If the event you are writing about affects only your local area send it to the local media, but if it 
is something bigger (e.g. your business has been nominated for a national award) send the 
press release to the media in the closest large major city, as well as your local media. You may 
also send it to radio stations, television stations and specialty magazines. (e.g. business, 
lifestyle, etc  depending on what your press release is about). To find your local, 
state/provincial, national media you can use Google. 

There are also many online free press release distribution sites you can use. Here are a few: 

http://news.prlog.org/ca/ 

http://www.prweb.com/ 

http://www.1888pressrelease.com/ 

http://www.free-press-release.com/ 

http://www.express-press-release.net/ 

http://www.i-newswire.com/ 

http://www.pr.com/ 
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Press Release Format:  

Write your press release with a standard Word doc set up with the standard margin setting. 

TOP LEFT CORNER you want to let the news media know WHEN they can print the Press 
Release. 

• You can put "FOR IMMEDIATE RELEASE" and this means they can print it 
anytime after they receive it.  

• You could put a specific date if you want to hold the press release until a certain 
day. In that case you would put "FOR RELEASE ON JUNE 10, 2013"  

TITLE – you need to create a title that will "grab" readers’ attention 

FIRST PARAGRAPH Start with the City and Date. The first paragraph introduces the person 
and/or situation to us and helps us see a "picture" of the situation. Give three to four details 
about the situation, possibly even a quote from someone involved. 

SECOND PARAGRAPH provides more depth and details, and usually a quote. This paragraph 
helps build a word picture and allows the reader to be drawn into the story you are creating. 

THIRD PARAGRAPH similar to paragraph two  more details and quotes. Pretend you don't 
know anything about the business. Think of ways to ask questions that will answer those 
questions. 

FOURTH &/OR FIFTH PARAGRAPH This paragraph (or two) should pull the story together. 
Refer back to what was started in paragraph one so you can "tie up loose ends" and create a 
conclusion. 

# end # 
 

In the format above, the word "end" shows the END of the story you are telling. 

BOTTOM LEFT put contact information: 

For further information: 

Wendy McClelland  
Phone 778-241-2256 
wendy@wendymcclelland.com 
 
Most newspaper outlets today ask that you send your press release as a Word document or in 

the body of the email. It’s a good idea to find out by emailing or calling the newsroom. 

SEE THE FOLLOWING PAGE FOR A SAMPLE PRESS RELEASE LAYOUT 
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TRADE SHOW SUCCESS 

copyright Wendy McClelland 2016 

So you're planning to have a booth at a trade show. How exciting - or how terrifying - 
depending on your state of mind! 
 
First of all - remain calm - there are lots of ways to ensure you get the best possible results. 
Here's some easy to follow tips that will ensure success at the show, and give you follow up 
business too.  

Making the Decision to Participate in a Trade Show 

Preparation ahead of time is important. The MOST important thing to do before participating in 
any show is a financial projection to see if the show will be worth the investment.  
 
Here's a simple way to calculate it: 

Add up ALL the costs of doing the show; this includes booth rental, signage, travel, hotel, 
food, brochures, business cards, props for your booth and any A/V equipment you will need. 
Don't forget to include time missed from the office for your staff in your calculations. You'll also 
need to consider the cost of renting a 'swipe machine' for the booth. This allows anyone who 
visits your booth to 'swipe' their show card and at the end of the show you get a digital copy 
and/or print out, of everyone who stopped by your booth.  

Note: If you're doing a smaller show that doesn't have electronic swiping you should consider 
having a free draw as an incentive for people to visit the booth. You'll need either paper draw 
entries OR a smart phone app that allows you to simply scan business cards or show cards. 
These draw entries will give you the data base you need to do your follow up. 

Estimate the amount of sales you anticipate from the show (include sales up to 
approximately 90 days after the show that are a result of contacts made at the show). From 
this total, deduct all the expenses from the show. What you are left with is your total.  
 
Divide your total from the number of new customers you anticipate getting. This will give you 
the 'profit per customer'. With this number in mind you will have to decide whether it's worth 
your time and money to do the trade show.  
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If you feel you don't have enough information to predict these numbers, see if you can contact 
exhibitors from previous years (you should be able to find this information on the show 
producer's website).  
 
Contact exhibitors who have a similar "ideal client" as you do. Find out if they felt the show was 
well organized? Were there adequate people in attendance to make it worth the cost? Would 
they participate in the show again? Did they make a profit within 90 days? Was it enough to 
justify participation? 
 
Start with smaller shows if you're new to the trade show world. This allows you to learn how 
they work without spending huge sums of money. Some community shows charge you as little 
as a few hundred dollars for a booth, but larger national shows can cost upwards of $5,000 for 
a booth. 

Note: For some trade shows you will not have immediate profit as your primary goal. The goal 
for some shows is to increase brand awareness, develop strategic alliances and build future 
business.  

After doing your research and making the decision to participate in a trade show follow these 
steps: 
 
• Gather all the supplies you'll need. Brochures, business cards, product samples, entry forms 
for a draw (if electronic options are not available), professional signs and any audio visual 
equipment you'll need. Be sure to reserve electricity from show organizers well in advance if 
you will need it. Also, do not let any piece of marketing literature leave your booth without 
contact information on it - people MUST know how to get in touch with you after the show. 
 
It's a good idea to have your "show box" stocked at all times. It should contain a check list of all 
the items you need for a show so that anyone on your team can make sure you have 
everything you need in the box and ready to go. 

• Promote your attendance at the show (if it's a public show) on your social media network 
(Facebook, Twitter, Pinterest, etc) and share the news on your website and through your email 
newsletter. It's a great idea to post on the same sites while at the show - upload photos, 
comments from booth visitors, etc. 

• Schedule staff for the booth and to "hold down the fort" back at the office. Make sure your 
booth has at least two people in it at all times, so you can handle more than one booth visitor 
at a time. 

• Make your booth look GREAT! You don't have to purchase an expensive booth set up when 
you're starting out. Take a look online at other trade show booths to get ideas - don't copy 
other booths but you can get some inspiration from what others have done. Ask a friend who 
has a great sense of style to help you create something that is eye catching but doesn't cost  
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too much. Don't over crowd your display area because people get overwhelmed and pass by. 
But on the other hand, don't have so little in your space that people think there's nothing to 
see. Make sure your sign is professionally printed and hung straight! Do a 'test run' of your 
booth set up prior to the show to ensure it looks the way you envision it.  

• Once you’ve set up your booth, stand back about 20 feet and objectively take a look at it. Is it 
welcoming? Is your sign easy to read? Can people tell what you do BEFORE they get to your 
booth? These are critical questions that you need to answer before the show. Take some 
photos of the booth set up the way you like it and take them with you to the show to make sure 
your whole team is able to set things up the way you want. 

The Day of the Show 

The night before the show get a good night's sleep. Have EVERYTHING prepared for your 
morning - that includes laying out your clothes in advance and having your bag packed with 
everything you'll need. Eat a good breakfast (some protein and carbs) NOT just coffee and a 
sweet donut! 
 
Arrive early at the show to do a final check that everything is set out properly. At the show be 
friendly - wear a name tag and smile. When people come by your booth, you’ve got a VERY 
short period of time to catch their attention.  
 
This is the time you need to have something to say. Create a 15 – 20 second “speech” you can 
recite.  
 
For example, if you sell children’s wall murals, why not try this, “Hi there, I’m Julie Lewis and I 
use paint to create a magical room for your child or an experience that will take you anywhere 
in the world with my wall murals.” Sounds more exciting that “I paint wall murals”, doesn’t it? 
 
By having something prepared in advance, you’re always ready to gain a new client! If you’re 
unprepared you will look very unprofessional. Encourage everyone who walks by to take a 
brochure, sample your product or enter a free draw.  

One of the great things about the 'swipe' scanners at many trade shows is that you can 
customize them, so they will allow you gather information beyond a name and address. You 
can ask things like: 
 
- Are you planning to buy our type of product in the next six months? 
- Have you heard of our brand before? 
- Are you the person who makes the buying decisions? 

Answers to these questions will give you a conversation starter when you contact people after 
the show.  
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After the Show 

The most profitable part of trade shows is actually AFTER the shows ends. You need to call or 
email all those people who stopped by your booth, and indicated an interest in one of your 
products or services. Try to get in touch with them within a week at the most.  
 
Some trade shows prohibit direct selling at the show - they only allow you to take orders or 
give out information. In this case you MUST do follow up. Do NOT assume that people will call 
you - they WON'T! If you don't believe me - answer this: How many times have YOU called 
someone you met at a trade show, even if you just adored their product?  
 
If you don't like doing follow up phone calls, hire someone to do it for you. If you're not going to 
do the calls at all - don't even bother doing the show - you're wasting time and money.  
 
With the great CRM (Customer Relationship Management) systems available you can 
electronically track all of your contacts you meet at trade shows. The CRM will allow you to 
schedule follow up emails, remind you to do a specific type of follow up and keep track of 
orders. The data file you get from the larger shows (with swipe terminals) allows you to import 
your data directly into most CRM systems.  

Be sure to send a thank you note to the show organizers. If you hand write it (instead of email) 
you'll really stand out from the crowd. If the show has been successful for you, make sure 
you're on the list for next year. If you've been a participant in a show one year, you usually get 
first 'dibs' on the next year's event. 
 
Lastly don't expect immediate results - trade shows take time to pay off (IF you do your 
homework after the show!) 

Some questions to ask the show producers: 
 
- Can you share a booth with another business? This allows you to save on expenses, and 
have an extra person in the booth. 
 
- Can you get a list of show participants from the organizers? This list will allow you to make 
contact with potential business alliances after the show. If you can't get a list, make sure you 
go around the show and introduce yourself to other exhibitors, exchange business cards and 
find potential business partners. 

Each trade show you do will teach you something – be open to learning. Smile, wear 
comfortable shoes, drink lots of water and get plenty of rest before and after the show! AND 
DO YOUR FOLLOW UP! 
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JOINT VENTURES - HOW TO DOUBLE YOUR INCOME  
WITHOUT DOUBLE THE EXPENSE! 

 
copyright Wendy McClelland 2016 
 
Joint Ventures definition = two or more business owners form a (usually temporary) 
partnership for a project that will benefit both parties. Also known as "fusion marketing" or 
“cross promotions”. 
 
By teaming up with another business you can quickly double your market share without 
doubling the cost to reach your customers. You get exposure to new customers that you would 
have never likely been able to reach.  
 
Here’s how to use this marketing strategy to generate customers AND CASH! 
 
First, define the end user (or ideal client) of your product. Many times when I ask people who 
their ideal client is they will tell me “oh everyone can use my product!” Actually the only two 
things that EVERYONE uses are air and water. SO narrow your focus – really key into WHO 
your customers are. What are their age, gender, hobbies, interests, etc. By refining your focus 
you can better serve your customer and become “THE” supplier of choice in your market.  

Once you have identified your “ideal customer(s)” you then need to identify what other 
companies are trying to appeal to that same market as well. Come up with an idea to work 
together and then email or phone them with your idea for a “joint venture”. This means you 
both contribute something to the deal, and you both generate some revenue for your business. 
This will allow you exposure to a whole new batch of customers, without having to spend 
anymore money! Many people have not heard of this type of business arrangement, so be 
prepared to explain how it works! 

EXAMPLES OF JOINT VENTURES: 

1) Are you appealing to people's health with your product or service? Why not approach a 
health related support group or health food store, and offer to give an educational seminar - 
this does not mean a sales pitch. Explain how people with the specific condition these people 
have can take better care of themselves, and how possibly your product may help them.  
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Explain the benefits of your product well but don't “push” the product, or you will very quickly 
turn people off. This way you educate people and they'll naturally want more information.  

A good way to let people see that you are interested in their health and not just selling them 
something is to start a newsletter that you can send out via email or regular mail. It should 
contain good health information, maybe some recipes, tips for fitting exercise into daily life, 
new research into aging, and a “little” bit about the product you sell. By offering information and 
education you become a trusted advisor, not just a salesperson. People are more likely to buy 
from someone they trust. 

2) Do you make something that could tag along well with another product? As an example if 
you make little girls hair bows - why not see if a hair salon will let you package them with the 
children's shampoo or brushes they sell? OR how about customizing hair bows for a children’s 
clothing designer? 

3) Do you have a great new dog food or cookie - why not check out local pet stores and offer to 
give away a free sample with each puppy toy that's sold? Or team up with local dog trainers 
and see if you can sell your doggy treats in bulk to them. Make sure the packaging has contact 
information on it, so dog owners can get in touch with you once their first package is finished 
and they want to buy more. (SALES TIP: MAKE SURE YOU ALWAYS PUT CONTACT 
INFORMATION ON YOUR PACKAGING SO PEOPLE KNOW HOW TO GET IN TOUCH 
WITH YOU) 

4) If you’re a make-up artist, why not put on a make-up demonstration in a bridal salon on a 
Saturday morning when brides are looking for wedding dresses, and girls looking for prom 
dresses are getting fitted. Have a draw for a free makeover, and use the names from the draw 
as a mailing list. This is an ideal way to target your ideal client!  

I've used JV's in other ways too: 

 

1. I will often team up with another speaker to put on a workshop. Why? 

a. By having two workshop leaders and different topics more potential attendees will be 

interested  

b. Both workshop leaders get in front of a whole new group of clients (the clients of the other 

workshop leader)  

c. I get to find out how other people present their information and I learn as much as 

attendees! 

 

2. When I wanted to get more exposure for my services I approached a local radio station and 

suggested a daily radio feature. They thought it was a great idea and so every weekday 

morning I had a feature called "Family Business". It ran for 18 months and though I didn't get 

paid for my show the benefits for BOTH the radio station and I were great! What were the 

benefits for me? 
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a. I got a chance to be heard by thousands of people EVERY day - something that would have 

been impossible any other way!  

b. I gained instant credibility by having a radio program.  

c. I learned how to write scripts, produce and host a radio show! Great experience that I didn't 

have to go to school to get. I've now used some of those scripts in my "51 Tips to Grow Your 

Business" e-book and plan to use the broadcast tapes for audio products!  

d. AND the radio station got a great feature without paying for it, and they were able to sell 

advertising on my show, generate revenue and gain new listeners! 

 

These are just a few JOINT VENTURE IDEAS - by being creative you can come up with 

thousands of ideas!  

 

Think about teaming up with another business owner to:  

 

• Put on a seminar - webinar - tele-summit 

• Exchange ads in each others newsletters  

• Offer special discounts to each other's clients  

• What can YOU think of?? 

 

I often work with my clients to help them find successful ways to create Joint Ventures for their 

business. It's a fun and creative way to get your business moving quickly! Joint Ventures are 

also something I include in every Marketing Plan that I create. They are a sure fire way to grow 

a business! 

 

I hope these tips have given you some ideas that you can custom tailor to suit your business. 

Get excited about your business, take a look around and see what other unique ideas you can 

come up with, and most of all – HAVE FUN! 
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HOW DO PEOPLE KNOW YOU'RE IN BUSINESS? 

copyright Wendy McClelland 2016 

One of the most important things to do now that you’ve started a business is to TELL THE 
WORLD!  

But HOW? It can be very expensive and time consuming if not done properly. Here's some 
inexpensive publicity and marketing ideas to help you get recognition for your new venture.  

You've picked a great name for your company, made a list of your potential clients, 
incorporated your business and you're ready to go. What next? Well, you need to find as many 
ways as possible to tell people you're in business, and why they should do business with you! 

One of the first things to do is to get BUSINESS CARDS printed up and carry them wherever 
you go. Hand them out to everyone you know. It always amazes me how many people forget 
to give their cards to friends and family. Even if you “think” your family knows what you do – 
you might be surprised to find out how little they really do know. Besides, they may have a 
friend who needs exactly what you offer, and it’s much more professional for them to offer a 
business card than a scrap of paper with your name and number scrawled on it.  
 
Make sure your cards are professionally printed and have no spelling mistakes. This may be 
the first impression someone has of your business - make it a great impression - because you 
won't get a second chance to do it better. Make sure your cards have as many ways to contact 
you as possible: snail mail, fax, phone, email, pager, etc. Give people as many contact options 
as you can. It's also a good idea to include links to the major social media platforms you 
participate in, since many people use Facebook, Twitter, LinkedIn, etc to do business. 

Make sure your card also clearly states what you do – if you just have your name and phone 
number on your card it’s likely to be tossed in the garbage. I make sure I give away AT LEAST 
FIVE business cards a day. People ask, “Who can you possibly give five business cards to?”  

How about: leaving one on the tray when I leave my payment and tip for the waitress in a 
restaurant, giving it to the receptionist when I sign in at the dentist/doctor/vet, leave with my 
child’s teacher at school, chat with another parent at the swimming pool watching our kids 
swimming, someone I meet in the checkout line at the grocery store, etc, etc. If you want to 
grow you business quickly this is one way to start!  
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Send out PRESS RELEASES to your local paper - these are free and many times the paper 
may phone for a follow up interview. Have press kits ready when you're asked for them. 
Remember a press release needs to sound like a news story, NOT an advertisement for your 
business. If you’re not familiar with how to write one there are lots of articles online to help you.  

First impressions are so important – did you know that you only have 15 seconds to capture 
someone's attention when they see your advertising in a newspaper or magazine? Yes, 15 
short seconds - not long to make a good impression is it? But you know what? It takes even 
less than that to make a bad impression.  

So, how to make the most of your 15 seconds in the spotlight - and win customers at the same 
time? Make sure that any ADVERTISING REALLY does a terrific job for you – get feedback 
from people you trust. Just because you think something looks good, doesn’t mean it will sell 
your product. Test the ad in the paper one week, make a change to it and put it in the paper 
the next week (on the same day of the week) and see which ad gets the most response for 
you. Always test your ads this way. You’re wasting money if you don’t. 

Review your ad options to include Facebook advertising, Google ads and print ads. It's 
important to TEST TEST TEST to see which ads work the best.  

Create ADVERTISING that has the following traits - well designed (get help if you need it), is 
truthful (don't stretch the truth either) and tells the customer the benefits to them if they buy 
and lastly requests an action - something like - "call now to order", "order today, supply 
limited". 

FIRST IMPRESSIONS count when meeting in person even more! Every person in business 
should have a 15 second “script” explaining what you do ready to tell a prospective client at 
anytime. I know some people say that it sounds too rehearsed to be “ready” – I say it sounds 
like you’re prepared to do business. I’d rather do business with someone who is prepared, than 
someone who is still fumbling around trying to figure out what they’re supposed to be doing.  

An example of a 15 second script might be: 

“Hi my name is Sally Jones and I am a communications specialist who helps ensure your 
technology hardware all speaks the same language, so that when your computer tells the 
printer to print it will!”  

If you met Sally Jones, heard her introduction and got her card, you would likely remember her 
because she explained what she did very clearly, but also in a unique way. Not many computer 
technicians would explain their jobs this way. Find a unique way to explain what you do.  
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Imagine you step into an elevator and right in front of you is the MOST IMPORTANT 
POTENTIAL CLIENT you could ever imagine and it's JUST THE TWO OF YOU. You have 20 
floors (about 15 seconds) to make an impression! What would YOU say?? 

Does everything that leaves your office have your company name and/or web address on it? It 
should! That includes your vehicle, stationery, delivery driver’s t-shirts, etc – everything!  

Every day will provide you with opportunities to tell people about your business – don’t miss 
them!  
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HOW TO PRE-SCHEDULE YOUR FACEBOOK POSTS - AND WHY YOU 
SHOULD! AND HOW TO USE ALL THOSE NEW POSTING OPTIONS! 

Copyright Wendy McClelland 2016 

One of the best marketing tools you can use is Facebook. You can set up a business page in a 

just a few minutes and use it to start connecting with people who may become future clients.  

BUT the most successful people on Facebook post at least 3 - 5 times per day! I know - that's 

a lot isn't it? 

You're probably thinking: 

- WHY??? 

- What do I post?  

- HOW do I find the time? 

Let's take those questions one at a time: 

1. WHY should you post that often? Facebook shares your posts with only about 15% of the 

people who have LIKED your business page. BUT you can increase that amount by posting 

more often. The more you post the better chances are that people will interact with you and 

that signals to Facebook that people are interested in you, so they share your posts with 

MORE of the people who have liked your page. 
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2. WHAT should you post? Research tells us that people respond well to graphics - so think 

about adding photos or other graphics to your posts. This includes graphics, photos and 

inspirational quotes in a graphical form. Ever notice how many "cute animal pictures" people 

post? That's because people will LIKE, SHARE or COMMENT on them - this tells Facebook 

that you have good interaction and gets more of your posts shared with more of your followers.  

More ideas: 

- Links to articles that would of interest to your followers (I tend to spend a half hour a few 
times a week reviewing articles and then schedule posts relating to them) 
 

- Share posts from others who you follow 
 

- Updates on what you're doing (I frequently post updates about what I'm working on, the 
clients I'm working with and events I'm doing) 
 

- If you have a blog (and you should) take a blog post apart and post small chunks of it 
over a week or two. Make sure each post makes sense if read individually - so you may 
need to write a short sentence to introduce each post. This gives you twice the 
coverage for your blog posts without twice the work. 
 

 

 

 

BONUS TIP: Another way to get more of your followers to see more 

of your posts is to remind them to "Get Notifications" of your posts. 

Here's a "copy and paste" write up you can use on your own page to 

encourage more engagement. I post this about once a week (since I 

know not everyone sees it).  

I assume you Liked my Page because you want to read my updates but 

unfortunately, thanks to Facebook's news feed algorithm, I'm sure you 

aren't seeing all of my updates in your news feed. Don't miss any more 

of my posts; the solution is to visit my Page (or mouse over my Page 

name in your news feed) and then mouse over the "Liked" button and 

click "Get Notifications". After you do that you'll get a notification 

every time I post an update, even if the post doesn't show up in your 

news feed. You'll want to do this for every Page you don't want to 
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- Personal notes - people want to know that you're a REAL person - even if you're posting 
from your business page, don’t be afraid to share some personal information. Things 
like a great meal you had in a local restaurant (name the restaurant and link to their 
Facebook page - they will likely share the post which gets you MORE traffic), a photo 
and post about an afternoon walk with your dog or something else of general interest.  
 

- BUT Do NOT post a fight you had with your spouse/boyfriend, posts that contain foul 
language or crazy rants - and NEVER NEVER NEVER post when you've been drinking!  
 

- Video is HUGE now – and people love watching them. You’ll get 9x the engagement by 
uploading DIRECTLY to Facebook vs. linking to your video on YouTube 
 

- Learn how to use Facebook Live which launched early in 2016. This allows you to 
livestream to your followers directly on Facebook. It’s just like having your own TV 
station on your phone.  

 

3. How do I find the time? This is the biggest challenge for most people, but there are a 

number of things you can do that will simplify the task and save you time.  

Hootsuite (www.hootsuite.com) is a great FREE tool that allows you to pre-post on Facebook, 

Twitter, LinkedIn and other social media networks.  

But if you focus mostly on Facebook you can use Facebook's pre-scheduling tool instead.  I 

use both Hootsuite and Facebook's scheduling tool depending on what I'm posting, where I'm 

linking from, etc. 
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Here's how the scheduling function works: 

1. Log onto your BUSINESS page (NOT your personal profile).  

When you put your mouse in the Status update box to type you'll see three options:  Status, 

Photo/Video and Offer, Event +. These allow you to do a variety of things (we'll cover those 

later). 

FIRST - here's how to pre-schedule your posts. When you’ve finished typing your post you can 

click on “Publish” and the post goes live right away. OR you can use the drop down menu and 

schedule the post for later.  

 

 

When you’ve scheduled the post you’ll see this: 

 

If you click on the "See post" button you'll be taken to your Activity Log that shows all the pre-

scheduled posts you have set up.  

You can schedule as many posts in advance as you like.  
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The other buttons on the status update allow you to add more details. 

By adding a location you will have a better opportunity to show when people use the Facebook 

search function to target their geographic area. You will note that when you click on the button 

you are prompted "Where are you?" 

 

You can add what you’re doing or feeling. 

                                                  The time of your post. 

 

 

 

 

 

 

The Photo/Video button allows you to add either media format you like.  

If you click on "Upload Photos of Video" you get the option of choosing a file from your 

computer (either a photo or video): 

Be sure to add a good description of the video or image you're uploading too. Facebook will 

even remind you to do this - once you choose your file you'll see a prompt like "Say something 

about this…" in the status box. You can then choose to Post immediately or Schedule the post.  

 

 

 

 

BONUS TIP - While pre-scheduling posts will save you time it is also recommended 

that you post "live" during the day. If you can pop into Facebook a couple of times a 

day and add a short post, respond to other people's posts and respond to any 

messages you will show more engagement. Remember - More engagement = 

MORE sharing of your posts by Facebook - a good thing! 

You can even choose what audience 

will see the post!  
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When you click on 

Photo/Video you get 4 

options.  

Choose the one that 

best suits your 

purposes for the post.  

 

 

 

 

 

 

 

Give your albums a title and a good description; add your location and a description for each 

photo. 

You can also tag people in your photos, add a date they should be added to the album and 

add a location to each photo.  

Facebook has given business pages lots more options to get that ever important interaction. If 

you click on the Offer, Event+ tab you'll see this:  
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OFFER - if you click on the Offer button you'll see this: 

 

 

You can then choose which option you'd like to use. Once you choose an option you will be 

guided through the set up process. 

This allows you to promote a sale, a coupon or discount and drive traffic to a specific website 

page. 
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EVENT - want to invite people to an event?  

If you click on the Event icon you'll see this: 

 

 

Simply fill in all the information and Publish!  
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If you click on MILESTONE you'll see this: 

 

By adding MILESTONES you are being engaged on Facebook - thus getting more of your 

posts are shared.  

A MILESTONE could be: 

- New product launch 

- Grand opening 

- Special event 

- New staff member 

 

As you can see you can add photos to your Milestones as well. 
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NOTE – this is a fairly new feature that lets you add little bits of information to your timeline.  

 

 
 

 

 

 

Final Notes: 

 

Now you should have a good overview of How to Schedule Your Facebook Posts and how to 

use all the "extra" options when posting. 

Keep in mind that Facebook changes on a regular basis so there are always new options and 
functions. 
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Let's stay connected - follow me: 

 

  

Blog - www.WendyMcClelland.com 

 

 

Facebook - www.facebook.com/WendyJMcClelland 

 

 

Twitter – www.Twitter.com/WendyGetsSocial  

 

 

Pinterest - www.pinterest.com/WendyMcClelland 

 

 

You Tube - www.youtube.com/wendyweb50 

 

Wendy McClelland is the first Certified Guerrilla Marketing Coach in British Columbia. She 

has over 25 years of business building experience and has worked with clients as 

diversified as organic food producers, authors and cosmetics manufacturers. She is a past 

nominee for Canadian Entrepreneur of the Year, and was chosen as “Business of the Year” 

by her local Chamber of Commerce. As an internet early adopter Wendy saw the potential 

of the web in the mid 1990’s and became a leader in teaching others how to use it as a tool 

for business. Her first website was chosen by the NY Times as “one of the best business 

sites on the ‘net” – the same day that Microsoft was chosen! 

If you're looking for marketing assistance, social media help or business coaching 

feel free to get in touch with me to see how we can work together. 

I invite you to sign up for a NO obligation IDEAS TO ACTION CALL with me. 

 

 

P.S. Please feel free to SHARE this guide with your friends and associates. 


