Hopatcong Borough Schools
Social Media Privacy Settings 101

Learning Today. Leading Tomorrow.
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Security Settings

1. Log into your Facebook Account

2. Click on the triangle on the top right
hand corner

3. Click on “settings”

4. Click on “security”
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5. Verify that
you are logged
into the devices
listed.

6. When logging into
your account from
another device make
sure your profile
picture matches.
7. Set up alerts when
someone logs into
your account.
8. (OPTIONAL)
Select 3 – 5 friends as
contacts to assist you
with accessing your
account if you ever
get locked out.
9. (IMPORTANT, OPTIONAL) Use two-factor authentication – add an extra layer of
protection by selecting two additional security options to assist you with keeping your
account protected.

10. (OPTIONAL) Legacy Contact – select an individual who you would like to manage
your account after you pass away. (They will not post as you or see your messages)

11. Click on “privacy”
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Privacy Settings

1. Select who you want
to see your posts.
- friends
- public
- friend except (specific
individual you select)
- specific friends
- only me
* “Friends” is the most commonly
selected option.

2. Review all posts that
“friends” are tagging you in
or posting to your timeline.
* Select “Use Activity Log” you can
select what you want to “add to
your timeline” and what you want
to “hide” from your timeline.

3. Limit Past Posts – this
option allows you to
limit the audience of old
posts made to your
timeline.
* Select “limit old posts”

4. Who can contact me? (who
can send you a friend request)
- friends
- everyone

*Typically individuals select
everyone because they still need
to “approve” or “deny” a friend
request until someone can see
your profile.

5. Who can look you up using the email address you provided?
- friends
- friends of friends
- everyone
6. Who can look you up using the phone number you provided?
- friends
- friends of friends
- everyone
7. Do you want search engines outside of Facebook to like to
your profile.
* Typically “No” is the best option to select.

Timeline & Tagging

1. Click on “Timeline & Tagging”
2.
Who can see your timeline
-

Typically “friends” is the option
that is selected.

By clicking “edit” you can verify that
you will have to approve all posts prior
to being made visible to your timeline.

3. This option lets you see how other
Facebook users see your profile.
(remember not “everything” is blocked so
choose what you post wisely.

4. Who can see posts you have been
5. Review “tags” people add to your posts before the tags appear on Facebook. –Select “On”
6. When you are tagged to a post who do you want to add to the audience if they aren’t already in it.
- friends
- only me
- custom
7. Who sees a tag suggestion when photos that look like you are uploaded.
- no one
- friends

tagged in on your timeline. –
“friends” is the most commonly
selected option.
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Privacy& Security Settings
1. Log into your Instagram Account
2. Click on the gear to get to your account settings

3. To make your account “private” simply
click on that button which will then turn
green verifying your account is now
private.
-

Highly recommended.
With this privacy setting, other Instagram
users will have to send you a friend request
that you can approve or deny.

Settings & Privacy
1. Log into your twitter
Account.

2. Click on your profile photo
on the top right corner.

3. Click on Settings and
Privacy

(Continued)

4. Verify Login Request –
simple set up as another way
to verify log in information.

5. Set up information that will
be requested upon password
reset.

6. Select Privacy and Safety.

(Continued)
9

7. Select who you want to tag you in photos.
(Tag – you are then connected to that information,
picture or message)

8. Protecting your tweets is a great option
because you will need to “approve” who
you want your tweets to be visible to.
9. It is recommended to NOT add location to
your tweets. Individuals can then see
where you are at the time your tweet is
posted.
(leave blank)

10. Let others find me by:
- Email address
- Phone number
*email address is common.
11. Managing your contacts allows you to
download your contacts from your phone
to find friends who have connected their
phone numbers to their accounts.
12. These settings allow you to personalize
twitter based on websites you like to visit
or displays ads you have shown interest in.
13. If you are a part of an organization you can
allow individuals you work with to add
you as a part of their “team.” If you are not
a part of an organization that utilized
twitter it is best to keep this setting to “Do
not allow anyone to add me to their team.”
14. Direct messages are private message
15. Read receipts allow the other individual in
the message to see when you read the
message.
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This section is directly
below the privacy settings
on the same screen.

16. These two options are left for you as the user to
check or leave unmarked.
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