Automatically Reposting Your Event Posts to UCA Socials — A Brief Guide Event Directors

(Current as of 18 March 2026)

Purpose: You make posts about your UCA event on Facebook and Instagram. You’d like those posts to repost
automatically on UCA Facebook and Instagram accounts. Here’s how.

"Automatic reposting" works through the Collabs feature on Instagram and the Collaborator feature on
Facebook. These features allow one person (you, the author) to create a post and "invite" another account
(the UCA account) to repost it as a collaborator. Once the UCA account accepts your invitation, the post
automatically appears on both profiles/feeds, sharing all likes, comments, and views.

What you need first
For Instagram, an Instagram account.

For Facebook, a Facebook Page (not a Facebook Personal Profile) and the Meta Business Suite. These
distinctions are explained in the next section. If you already know about these, skip to the section titled
“Facebook Step-by-step Collaboration.”

Overview of Facebook Pages, Personal Profiles, and the Meta Business Suite

Facebook terminology can be confusing — when most people talk about their “Facebook page,” they’re
referring to what Facebook calls a “Personal Profile.” What Facebook calls a “Facebook Page” is a bit
different. To use the Collaborate feature, you’ll need Facebook’s version of a “Facebook Page.” Here’s the
difference:

Facebook Personal Profile: intended for personal use, sharing photos with friends, and joining groups.
There’s a new option called “professional mode” for Personal Profiles. It’s irrelevant here because it doesn’t
allow you to use the Collaborate feature. Here’s how to tell if you're looking at a Personal Profile:

e Maximum of 5,000 "Friends."

e The Action Button: You will see a button that says "Friends" or "Add Friend."

e Intro Section: It usually lists "Works at," "Studied at," or "Lives in."

e Mutuals: It shows "Mutual Friends" you share with that person.

o Sidebar: You'll see a "Friends" grid on the right with photos of real-life contacts.

Facebook Page: represents a business, brand, public figure, or organization, like your cycling event. It’s a
public profile that anyone can follow. You're looking at a Page if you see:
e Unlimited followers.
e The Action Button: A "Follow" or other specific business button like "Contact Us," "Shop Now," or
"Message."
o Category Label: Right under the Page name, it will say something like "Product/Service," "Public
Figure," or "Musician/Band."
e Transparency Box: A section called "Page Transparency." It tells you when the page was created and
if it’s currently running ads.




o Likes/Followers: It explicitly lists the number of "Followers" or "Likes" at the top.

You need a Personal Profile to create a Page. Creating a Page is simple — log into you Personal Profile and
follow the steps here.

Meta Business Suite: often called the “back office” for organizations’ Facebook Page and Instagram
accounts. This is not something people see when they visit your profile; it’s a management tool for the
owner of a Page and/or Instagram account. Do you *have* to use the Meta Business Suite for
Collaboration? Not technically, but it’s highly recommended — it’s much simpler than creating a post for
Collaboration from your Page, which has different Collaboration procedures for different types of posts
(photos, text, videos). For Collaborations, we also recommend using the Business Suite on a desktop or
laptop. There is a mobile app you can download but its features are limited. Aside from Collaboration, you
can use the Meta Business Suite to:

e Schedule Posts: Set a post to go live next Tuesday at 9:00 AM (or whenever).

e Cross-Post: Write one post and have it go to both your Facebook and your Instagram simultaneously.
(Not the same as Collaboration with another account owner.)

e Unify Your Inbox: See and reply to comments/DMs from both platforms in one window.

o Get Insights: See exactly how many people clicked on your links or watched your videos.

To access the Meta Business Suite:
e Login to your regular Facebook account.
e Open a new tab and type business.facebook.com.
e Since you’re already logged into Facebook, the new tab should automatically recognize you and bring
up the Business Suite dashboard for your Page.

Here is the step-by-step process for both platforms.

Instagram Step-by-Step Collaboration Guide:
1. Create your Post or Reel as usual (add photo/video, filters, and caption).
2. Click/Tap Tag People.
3. Tap Invite Collaborator (don’t just use "Add Tag," ensure you tap the collaborator option).
4. Search for the username of the second account (e.g., the UCA).
5. Tap their name to add them. You will see their profile picture appear next to yours.

6. Tap Done and then Share.

The Acceptance Step (Required):


https://www.facebook.com/business/help/1199464373557428?id=418112142508425

¢ The second account (that’s us, the UCA) receives a Direct Message (DM) saying: "@/[username] invited
you to be a collaborator on their post.”

o We select View Request > Review > Accept.

e Once accepted, your post instantly appears on our profile grid and feed as if we posted it ourselves.
To add a collaborator after posting, go to the post on your profile and:

1. Tap the three dots (...) in the top right.

2. Tap Edit.

3. Tap Tag People > Invite Collaborator.

4. Send the invite.

Facebook Step-by-Step Collaboration (from Meta Business Suite — Desktop or Laptop)
1. Go to the Content tab and create a post.
2. Toggle the "Collaborator" option (often looks like a handshake icon or distinct toggle switch).
3. Type the name or paste the URL of the second page (e.g., the UCA Community Page).

4. Copy the Invite Link provided (sometimes Facebook requires you to manually send a generated link to
the other person if the notification fails).

The Acceptance Step:
e The second Page/Profile will receive a notification.
e If you used Meta Business Suite, they might need to click the specific link you sent them.

e Once accepted, the post appears on both Timelines/Pages.

Troubleshooting
If the "Invite Collaborator" option is missing or failing, check these common issues:
e Public vs. Private:

o Instagram: If your account is private, you can usually only invite people who follow you. If you
are public, you can invite almost anyone.

o Facebook: Your account should be Public.

e Business/Creator Accounts: On Instagram, switching your account type to "Professional" or "Creator"
in settings may unlock this feature if it’s missing.



o Tagging vs. Collab: Be careful not to select "Tag" by mistake. A "Tag" just puts another account’s name
on the photo; a "Collab" or “Collaboration” actually posts the content to their feed.



