
 
Revised 3-28-2021 How to sign up and write a Facebook(FB) Tip: 
 
  

1. On the GPMGA.org  web site under the About/ Members Only tab,  locate the Facebook 
Tips Sign-up sheet.   (Fig #1 below) 

2. Open the sign-up sheet and fill out the following information. 
a. Select a date and subject for which you commit to writing the FB Tip. 

i. The first date column is the date you commit (deadline) to submitting your 
Tip. 

ii. The second date column is the date you will see your Tip posted. 
b. Fill in your name next to the date you commit to submitting your Tip. 
c. Fill in the name/topic of your Tip. 
d. Note if you include a photo with your Tip. 

 
3. Close the spreadsheet and go to the FB Tip Form. (Fig #2 below) 
4. Fill in the information in the form. 

a. The first date column is the date you commit to submitting your Tip. 
b.  The second date column is the date you will see your Tip posted.  
c.  Fill in your name and email address next to the date you commit to submitting 

your Tip.  
d. Type in the name/topic of your Tip and  type the text of your tip. Include pertinent 

references and/or website for further information. 
e. Upload a picture if you have one by clicking on the “Upload” button.  
f. Tips should be between 50 and 250 words. Suggest a link for more information 

that is consistent with researched based information per the VEC. Upload a 
photo with your Tip if you have one.  

5. When you finish writing the Tip and attaching an optional photo, select the submit box. 
This will send it to Kitty Williams and Martha Nichols. Kitty and Martha are the co-editors 
for the Tips. 

6. If updates to the information are needed, FB Tip submitter and/or Co-editors, Kitty and 
Martha, will use the direct link to website form and data to update the  Tip submitted 
before posting to Goochland-Powhatan Master Gardeners FB. (NOTE: The link is in 
each form email confirmation and notification so the FB Tip submitter and the co-editors 
Kitty and Martha should keep these emails.) 

7. One of the editors will then post the information to the Goochland-Powhatan Master 
Gardeners FB on the next Monday.   



Fig #1 – Example Facebook Tips Sign-up sheet 
 
 
 

 
 
Fig #2 – Example FB Tip Form 
 
 

 
 


