How to share content on UVic’s channels using Hootsuite

1. Prepare your materials:
e A photo. (Do not use digital signage, graphics or collages.)
e Ashort, easy to understand blurb describing what you want people to do
e Alink to a webpage (optional)

2. Sign into Hootsuite: https://hootsuite.com/

3. Inthe top right corner, click on the green New Post button.

4. In the top left corner, select your campaign from the drop down list.
New Post: STUA 2019
Ideafest 2019
No link shortener
STUA 2019

Alumni 2019
A campaign lets you easily find and get stats for your posts even though they are on UVic’s

channels. Ask Jes for more info or to set one up for you.
5. Under Post to, select the social networks that you would like to post to.

+# Postto

o University of Victoria ® universityofvictoria

¥ yvicCampusLife

Each one of UVic’s main social media channels has a different audience. Read more about the
ones you should use: https://www.uvic.ca/websites/socialmedia/regular/audience/index.php

You can choose multiple social networks at one time. If you’re just getting started, it’s best to
keep things simple.

As you gain more experienced, you can start making a post for each social network separately.
This lets you optimize each post for that social network. For example, you may want to add
some hashtags to a tweet. Or tag another page on your Facebook post.


https://hootsuite.com/
https://www.uvic.ca/websites/socialmedia/regular/audience/index.php

6. Under Text, type your message.

T Text F11865 (©2065 W 145

Baby goats at Pet Café today! Come join us and get your shoelaces
chewed on by some real sweet kids. t2:3ﬂ—4pm at the Interfaith
Chapel.

©

7. Under Media, upload your photo.

4] Media Open Media Library
55526945_1015613555545809...89943106519 ®
04000_o.jpg
Via Upload
1mb

Edit Image Edit image details

If you’re not sure where to get a photo, check out this page for tips:
https://www.uvic.ca/websites/socialmedia/submit/content/index.php



https://www.uvic.ca/websites/socialmedia/submit/content/index.php

8. If you have a link, go back to the Text box. Add your link after the last sentence. This is
optional.

T Text Fl1505 @2005 W 121

Baby goats at Pet Café today! Come join us and get your shoelaces
chewe ; ; ;
Chapel https://events.uvic.ca/interfaith/view/event/date/20190327/

® 1 ¢? STUA2019applied  Edit

Do NOT include link to download a poster or PDF. Read more:
https://www.uvic.ca/websites/socialmedia/submit/content/index.php

9. Look at the right hand side of your screen to see a preview of your posts. Scroll down to see a
preview for each social network you’ve selected. Make any corrections that you need to by
returning to the previous steps.
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Baby goats at Pet Café today! Come join us and get your shoelaces
chewed on by some real sweet kids. 2:30-4pm at the Interfaith
Chapel. hitp:/fow.ly/auSI500hqdU

s Like 8 Ccomment 4 Share



https://www.uvic.ca/websites/socialmedia/submit/content/index.php

10. If you want your post to go out tomorrow or later, click the Schedule for Later button and pick
a date and time for your post. Then hit the green Schedule button.
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If you want your post to go out TODAY, click the green Post Now. Then email Jes at
jes@uvic.ca to let them know.

11. You’re done! Thank you so much for submitting content!

What'’s next? Your post will likely be approved as is or with minor changes. The date and time
may be shifted so it fits better with the other content that has been scheduled.

If your post needs significant revisions or is not a good fit for a channel, Jes will follow-up by
email with suggestions.
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