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Introduction 

If you are joining in with the Open Up Sheffield (OUS) open studio event for the first 
time in 2024, welcome aboard!  

The purpose of the event is to showcase your art and your studio to the people of 
Sheffield and beyond. We want the event to be successful for you and everyone 
taking part and therefore engage as many people as possible. 

With a local population in Sheffield of 746, 000 a similar number in Derbyshire and 
1, 378, 000 across South Yorkshire, we have a large potential audience. The 
brochure is a great tool for promotion and legacy value, and we print about 5,000 
of them. We rely on participants in OUS to distribute all of them out to the local 
communities, however, we rely on social media to reach a wider audience. 

Facebook and Instagram and the Power of Social Media Networking 

Facebook and Instagram are huge. In 2023, the total number of social media 
users in the United Kingdom stood at 62 million. There are other platforms, but we 
will confine ourselves to the biggest ones in this guide. If you crack these, the 
world’s your oyster! 

Facebook and Instagram both reach slightly different audiences and demographics.  
Facebook is useful to reach and share directly to your local neighbourhood and 
community/interest groups, whereas Instagram focuses on visual content with text 
but enables us link to find audiences through ‘hashtags’ which enable people to 
find your content.  

Chronology  

This document is designed to make understanding and using Facebook and 
Instagram as effective as possible in the promotion of OUS so that you can help us 
publicize and share your artwork and your studio event. These are the steps to 
guide you through the process:  

 

 

 

 

Beginners – Setting Up Your Account & Profile 

Profiles v Pages - What’s the difference? 

Instagram and Facebook ‘profiles’ are platforms on which we can socialise with 
friends and family. From your Facebook Profile, you can also connect and share to 
your neighbourhood and interest groups. Once you have set up your Facebook 
Profile, you can then set up your Facebook Page;  

Facebook Pages & Instagram Business pages are more sophisticated designations 
which allow us to share our art separately from your social or family life.  What we 
don’t want is for a viewer who comes across your page to find holiday snaps or 
pictures of the grand bairns on your feed. Be professional, take your artwork 
seriously, and your audience will do the same. 

Step 1 - Setting up your profiles 

Facebook: Instructions on how to set up your Facebook account and Profile can be 
found at: https://www.Facebook.com/help/396528481579093/?helpref=uf_share  

You should also download the Facebook App from the Apple Store or Google Play 
Store etc to your mobile phone or tablet. You can create your account/s here if you 
wish, or if you already have an account then you can simply sign in to your app to 
have it on your phone and on the go! Here is the Facebook info page on mobile 
apps: https://www.Facebook.com/help/866249956813928/?helpref=hc_fnav 

Instagram: first download the Instagram App to your phone and/or laptop. 
Instructions on how to set up your Instagram account can be found at:  
https://help.instagram.com/155940534568753      

Step 2 - Set Up a Business Account or Page 

We recommend that you set up a business account (see below) which will enable 
both you and us to promote, highlight and showcase your work and gain insight 
into who is seeing your work.     

If a potential collector sees an image of your work that we have posted and tagged 
you in (I’ll explain these terms later) and they like what they see, they may want to 
visit your page directly to see more. Help to open a Facebook Page: 
https://www.Facebook.com/business/help/1199464373557428?id=418112142508425 

Help to open an Instagram Business Account/Page 

https://business.instagram.com/getting-started?locale=en_GB 

The links will give you a much better set of reasons for having these types of 
accounts. I’m only here to help you promote OUS. 
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Step 3 - Sharing between Facebook and Instagram 

Linking your accounts will save you time and effort because one post will appear on 
both platforms. You can start with Instagram and share to Facebook or post from 
Meta in Facebook to both platforms. 

Link Your Facebook & Instagram Accounts  

Go to settings in IG and enable Crossposting or Enable Automatic Post to Facebook 
and make sure these are on.  

Posting and Scheduling from Meta Business Suite 

The Meta Business Suite is accessed through your Facebook Business Page  and 
through this you can post and schedule posts for your Facebook page  or to 
Instagram or to  both. You can do this from your laptop, desktop or tablet, where 
you can also create and plan posts or from your phone where you can schedule a 
created post. You will need to download the Meta app to your device.  

• Go to your page in Facebook 

• Click on your profile picture (top right)  

You should see Meta Business suite appear in the menu – select that 

Tap ‘Create Post; This gives you a selection of functions:  

• Post to:  The top one offers you your FB and IG accounts if they are linked -
make sure both are selected.  

• Media: Click Add photo or video and follow the instructions to upload an 
image(s) from your computer. Square images suit Instagram better  

• Post details: Write your text for both Facebook and Instagram and then 
select ‘Customise post for Facebook and Instagram’ which will give you the 
option to add hashtags etc for Instagram and write your tags, which you 
may not want to appear in Facebook.  

• Scheduling options:  you can elect to publish your post now or schedule it 
for a time when more may be seeing it. Facebook often recommends times 
your audience is more likely be active. 

• Review – ignore this unless you are sharing a page with other managers.  

• Privacy Settings: - ensure this is set to PUBLIC.  

• Boost: this is a paid for advertising service on Facebook and Instagram  

• Publish:  - self-explanatory! 

Using the Meta Planner 

You can also schedule posts through the Planner – selected from the drop-down 
menu on the left of your page. The Create Post process is the same, but it does give 
you an overview of when your posts are going out so that you can plan them ahead 
of time. 

 

Posting across both platforms from Instagram – Step by Step 

I have a flow of actions to make sure I am reaching as many people as possible 
(described in detail in following pages) and this is by far, the easiest way to do it 
IMHO and this is what I do. 

1. I post first on my IG page 

2. Because I have enabled Facebook sharing, my post will automatically show 
up on my Facebook Page. You may need to edit this to remove hashtags 
and @ links and tidy it up.  

3. I then share (copy and paste) this from my Facebook Page to my Profile 
because many community groups do not allow professional pages to post. 

4. I can now share my post to the local community groups of which I am a 
member. 

5. Voila! You can now ensure that all the bases are covered and you can reach 
as many people as possible. This might seem like a lot of work to you soon 
get into a rhythm with it. 

Here is my method in chronological form: 

 

 



 

Posting on Instagram 

So, let's start at the beginning of the journey and make a post to Instagram. I have 
shown a graphic of my own page and yours will look similar. It would help you to 
have Instagram open on your phone while you read this to compare. 

How to Post a single image  

Tap Plus/+ (on home screen) and this screen appears. Tap Post 

 

 

 

 

 

 

 

POST 

To post a single image  

tap on the image you want to use.  

It will turn Grey 

and it will also appear as the main 

image on your screen 

Camera Roll 

These are all the photographs in your 

phone., You may wish to put images of 

your work in a separate folder in 

advance, instead of having to scroll 

through your whole camera roll to find 

the right image. You can see Recents 

shown here but if you tap the small 

down icon after Recents, it will show 

you a list of your folders in your camera. 

If you only want to post a single image it appears in your Camera Roll 
like this - you may have to scroll down to find it, as I have here. Once 
selected it greys out and you can click Next  



 

How to Post multiple images as a Carousel 

You can choose up to 10 images. Tap on the Collage symbol which turns Blue. You 
can either scroll through your photos to find the images you want, or you can tap 
on Recents which reveals a list of other folders. Tap Next 

As you can see the small collage symbol denotes multiple image/s. If it’s not 
present, then it's a single image. 

It can help you to organize your photos in a folder in advance, Here I’ve selected a 
folder named A-Todays Carousel). You can then select the images in the order that 
you want them to appear in your post as a Carousel (this is what Instagram calls 
multiple images in a post)) 

This is what the next screen looks like:  

 

 



 

What to do Next  

1. Write your caption 
2. Add hashtags  
3. Tag people or organisations (see below) 
4. Add your location ie Sheffield, Walkley, Nether Edge etc 
5. Make sure Share to Facebook is ON 
6. Then tap Share. 
 

1 Write a Caption 

Here’s where you tell people about your work or piece of work that is in the 
image/s. Tell the story of it, how it was made & what it’s about.  Also tell them 
about your involvement in OUS. Where can people visit you? When are you open? 
What can they expect when they get there? Make it friendly and inviting. A list of 
dry facts will not compel people to visit. It helps to write out your text first and then 
you just have to copy and paste. 

You might want to do several different posts over time, with different images to 
attract more attention. We suggest you include: ‘See my work as part of the Open 
Up Sheffield Event this May @openupsheffield’ or maybe ‘See my work on the 
Open Up Sheffield website at www.openupsheffield.co.uk @openupsheffield’ 

2 Add #Hashtags 

These are traditionally used on Instagram (and increasingly so on Facebook) and 
they are intended to help people find your content.  They are very important! It 
used to be that you put lots of them in but these days Instagram suggests 3-8 only. 
Write your caption first and then make space by repeatedly using a full stop and 
return 5-6 times. This creates space between your main message and the hashtags 
and then put your hashtags in as below. Google is very helpful on the subject 
#hashtags. 

Use #openupsheffield as well as others that refer to medium (eg #print #painting 
#sheffieldmakers), locations (#sheffield #sheffieldissuper #sheffieldissuperinsta 
#sheffieldbusiness #sheffieldart #sheffieldartists #sheffieldcity #sheffieldevents  
#peakdistrict #derbyshire) We’ll post more suggestion onto the OUS Artists Group 
page 

 

3 Tag people And Organisations (tags are different to hashtags!) 

If you take no notice of anything else in this guide please, please, please take notice 
and act on this. You must use the Tag People function, tagging @openupsheffield 
so that the lovely folk on the OUS Social Media Team know that you have posted 
and can then repost you onto the OUS page, thus enabling your post a window to 
the 2800 OUS followers. It’s safe to say that the OUS page gets tons of views and 
activity in the run-up and during the OUS annual event. 

A tag - an @mention - is accomplished by placing the @ symbol in front of a person 
or organisation’s Instagram username in a comment or your caption to mention 
them and get their attention. Tagging someone on Instagram is done in/on the 
image of your original post, and you can tag several other accounts in that image. 
If you start with@ and type the name - it will appear if you are following them.  

The more @mentions you add, the more individual accounts or organisations know 
that you have posted and may share your post.  

4 Add Location 

Sheffield. Simples!! Or it could be the Art House Sheffield, or any other venue Make 
sure location services are switched on for Instagram in your main phone settings.  
You can also input a location if you are showing elsewhere. Only 1 location is 
allowed. 

5 Share to Facebook 

Make sure you have tapped the button at the bottom for automatic sharing to 
Facebook.  

6 Share your post! 

This (next page) is what your finished Instagram post should look like. We’ve added 
some notes so you can see what the symbols denote and how the hashtags should 
display. 

Your post might take a little time to load - do not try to switch screens!  

  



 

 

 

Sample caption with hashtags 

Old St. Paul’s and the New Millennium Bridge 

Old meets new. Both are now iconic symbols of the 
changes London is constantly experiencing. Sadly, 
at the time of painting, only one of them works 
properly as intended! 

About A Painting a Day by Denise Wrightson 

Hello, I’m a professional artist making original 
paintings every day. I paint cloudscapes, 
landscapes, cityscapes and flowers. 

The work I create is domestic in scale. I work ‘alla 
prima’, that is, quickly and intensively. Happily, this 
means that they come with a domestic-sized price 
tag!  

I sell them from my website with no 3rd party 
commissions in between and they come directly to 
you from my studio. It means that for most first-
time and seasoned collectors, this art IS affordable. 

. 

. 

. 

. 

. 

#dailypainter #lononview #londonart 
#cityscapepainting #londonpainting 
#openupsheffield 

 

And now, if you close Instagram and go 
over to Facebook you’ll see something like 

this: 

 



 

Instagram Stories 

You should post to Stories!  More temporary and typically more casual, they're 
used as a real-time engagement strategy rather than a perfect, polished Instagram 
post. Stories are where you get to give your followers a more light-hearted, behind-
the-scenes look at your brand. They are a great way to make followers feel included 
in your inner circle. I'm using the same image for consistency. 

Do not share a photo to Stories on its own - you must add text, links etc as you 
would with a post!  

How to Post to Stories 

1. At the bottom of your Home Screen, Tap + 

2. Screen 1 Tap Story (you could share to another platform if you wish)  

3. Tap the tiny square image in the bottom left corner. This will reveal the 
latest images in your photo library/camera roll.  

4. Screen 2 Select an image. You can also select multiple images. You’ll see 
that an image will be given a background automatically.  

Do not just post a Post to stories. It won’t make sense because the caption will be 
missing.  

The Text Screen 

Screen 3 Tap to start adding text and make adjustments to text size, colour, 
orientation and style. 

Screen 4 You can put a colour fill behind the text to make it stand out or you can 
tap the reveal button. Check it out!!! Remember to tap Mention and select 
@openupsheffield so the SM Team know you’ve posted a story. We will then 
repost it to OUS stories.  

Don’t forget the Location and select Sheffield  or your specific location! 
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Stickers 

Screen 5 Stickers (see labels below) are powerful little 
b****s and there are millions of them. They are an engine 
that drives engagement with your posts and more. 

There are too many for me to explain and guide you 
through here so here’s a link that you might find useful.  

https://www.unum.la/blog/ultimate-guide-to-instagram-
stories-stickers 

However, for our purposes ie OUS you really want to 
utilize 

@mention @openupsheffieldmeans we can see your 
story and repost it to our OUS story. 

5 

Post to FB 

Stories 

So, here’s my story, Posted and ready to be seen by my followers. I wrote a message to 

my followers, added a  emoji, @mention’ed @openupsheffield and added a thank you 
sticker. 

Who will see it? Stories are where only your followers will see your post. You can be a bit 
more playful and relaxed in this part of Instagram. 

Why are Stories Important? 

It reaches your target audience directly without getting lost in the noise  

So, well done, mission accomplished!!   

 

https://www.unum.la/blog/ultimate-guide-to-instagram-stories-stickers
https://www.unum.la/blog/ultimate-guide-to-instagram-stories-stickers


 

The Power of Facebook Community Groups 

Right at the beginning of this guide, we talked about reaching as many people as 
possible to promote our Open Up Sheffield Event.  

Remember the population of 1, 378, 000 in South Yorkshire? Of course, not all of 
the above are interested in art or artists, and we can’t get a brochure in front of all 
of them, but we can reach people in other ways by actively seeking out new 
audiences through Facebook Community Groups.  

About Facebook Groups 

All over Sheffield, Derbyshire and South Yorkshire (and beyond) local community 
interest groups have grown on Facebook to share information, give advice, offer 
and seek help, and support neighbours and friends.  

They are normally closed groups. By identifying Facebook Local Community Groups 
in our neighbourhoods and beyond, we can reach many more people than we can 
just by posting to our existing friends and followers,  or indeed putting up a poster 
locally. 

Because they are community pages, many of them do not allow (business) Pages to 
post to them directly. There are some exceptions but assume that this is the case. 
So, you can only post from your (private) Profile page. Furthermore, many Groups 
restrict posting about business or promotion posting and allow those types of posts 
to a particular day or days of the week, or so many per week. The rule of thumb is 
to read the group’s rules carefully and adhere to them rigorously. Because OUS 
itself is a community group on Facebook it is worthwhile contacting the admins of 
the group to plead your case and clarify what they would be happy with.  

Remember the OUS Social Media Team won’t have the time 
to cover all the groups in the city, so we rely on you to 

identify, join and post to your local groups. 

Finally 

Just to remind you, the graphic below shows the order in which you should post 
and to where so that we can reach as many people as possible! 

  

  

How to Post from your Facebook Page to your Facebook Profile 

Facebook Page Screen 

Start from your Facebook page. Go to the post that you wish to share.  

Screen 1 - Tap Share                                  Screen 2 - Tap Copy link 

 

Now, switch over to your Profile (remember this is your 
private/personal space on Facebook) by tapping the image at the 
bottom right of the home screen. 

 



 

You have now posted to your profile and you can now share this post 
to a group or groups.  

Note also, the difference in profile and Page images. You should also 
choose different images so that you don’t get confused (I am now in 
my Profile)! You can only post to a group if you have already joined 
and been accepted. 

 

 

Profile screen 

Screen 3 - Tap What’s on your mind? 

Screen 4 - A hyperlink will appear and the post from your Page will appear below.  

Select the hyperlink only and delete. This will leave your post without the ‘noise’ of 
the link getting in the way. 

You can say something here once the hyperlink is deleted (I haven’t said anything). 
Tap Next 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      

Private 

3 

Hyperlink 

4 5 



 

 

 

 

 

 

 

 

 

2 1 

Group Screen 

I have selected Dore & Totley Community 

Screen 1 - Tap Write something. 

Screen 2 - the same happens as before. The hyperlink will 
appear. Remove the hyperlink and tap the space to say 
something like: 

 

I will be opening my studio during the Open Up 
Sheffield Open Studio 2024 Event. Please come and 
have peek and bring your friends too. You’ll get a 
warm welcome and a cuppa if you like and you never 
know, you may be a bee to grab yourself a bargain! 

 

Because you have already copied the text into the post, all 
you have to do to post to another group is to click and paste 
into the next group and as many groups as you have joined. 

 

Well done! You made a post on your Instagram Page, shared 
it onto your Facebook Page and shared it to your Profile. 
Furthermore, you have posted to your local Facebook 
Group/s. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

You and the Open Up Sheffield Social 
Media Team 

Screen 1 Remember way back when you tagged 
@openupsheffield in your Instagram post?  

 

1 

Screen 2 Well, over on the OUS Page our SM Team sees the 
Notification of your post which looks something like this. 
We tap on the post notification (which takes us to your 
post). We copy and Repost it to our own OUS feed using a 
Repost App. OUS has some 2800 followers so, of course, 
this represents even more exposure for you and your 
event. Its why you must make sure that you tag 
@openupsheffield on every post that you make about your 
event.  

 

2 

Open Up Sheffield Artists’ Facebook 
Group 

Please remember, if you have any questions, 
use the new Open Up Sheffield Artists Group 
on Facebook. It’s a private forum where you 
can get help with anything to do with your 
event. Just ask! Here’s the link: 

https://www.facebook.com/groups/10093106
80132856 

 

 

Good Luck! 

I have shown you how to post to Instagram, 
share to Facebook, share to Profile and then 
share to a Group. 

You’ve also learned how to make and post 
Stories in Instagram and how to make and post 
an Event. 

We look forward to seeing OUS tagged in your 
posts and being able to share them.  

So, Good luck everyone, and we hope you have 
a wonderful Open Studio’s event! 

All the best 

Denise and The OUS SM Team  
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