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Getting started with Instagram 
  
Instagram is a social media platform with an emphasis on images. It’s a great way 
for your group to connect with like-minded people through the sharing of 
photographs and video. Getting started with Instagram is simple, firstly, you will need 
to set up an account. You can set up your account using a computer or phone app. 
(Please note that when posting you will only be able to do this from your phone app.) 
 
Setting up an account (from a computer) 
 
The platform itself guides you through the process, starting here:  
https://www.instagram.com/ 
 

 
 
 

If you have a Facebook account, you can use this to log in to Instagram, or fill in your 
details to set up an account: 

 

 
 
Change your account to  a Business Account on Instagram 
 
On Instagram, you can convert your personal profile to a business account. It is 
advisable at this point to follow this step for your Friends Group as you'll be able to 

Click button to 
create a new 

account 

Enter your 
details here 

Click ‘Next’ 
when complete 
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access insights that can help you understand who is engaging with your group on 
Instagram. You also have access to the Professional Dashboard, where you can 
track your performance, access and discover professional tools, and explore 
educational information curated by Instagram. 

To switch your profile to a business account: 
 

1. Go to your profile and click  in the upper right corner. 
2. Click Settings. 
3. For some accounts, the Switch to Professional Account option will be listed 

directly under Settings. 
4. Click Account. 
5. Click Switch to Professional Account, click Continue. 
6. Select a Category for your business and click Done, then OK to confirm. 
7. Click Business, then Next. 
8. Add Contact details and click Next. Or click Don’t use my contact info to skip 

this step. 
9. If you'd like, you can follow the steps to connect your business account to a 

Facebook Page associated with your group. This step is optional, and will 
make it easier to use all of the features available for businesses across the 
Facebook family of apps. At this time, only one Facebook Page can be 
connected to your business account. 

10. Click X on the top right corner to return to your profile. 
 
You also have the option to display or hide your business category and contact 
information on your profile. After setting up, go to your profile and click Edit Profile. 
Go to Profile Display under Public Business Information to choose whether you 
want to hide or display your category label and contact info. Then, click Done. 

 
Your Instagram Profile 
 
Profile shows your bio (a few words about your group) and Instagram posts. It's also 
where you can edit your profile information and adjust your Account Settings. To go 
to your profile: 

Click your profile picture in the top right corner, then click Profile. 

 
Adding your bio or a website to your Instagram profile 
 
(You can write a bio of up to 150 characters on your profile. Please keep in mind that 
it will be public.) 
 
To edit your bio:  

1. Click Edit Profile at the top of the screen, then click Bio. 
2. Write your bio and add the URL to your website. 
3. Click Submit. 
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Creating a post 
 
At this point you’ll need to use your phone app. Strange as it may be, Instagram do 
not allow you to post from your computer/browser page!  An Instagram post is 
primarily a photo or video with a short caption. However, you will notice that it has 
become more common place to add a large quantity of text, similar to a Facebook 
post. Please remember that most Instagram followers will only look at your photo or 
video and will more often than not, scroll up without reading long paragraphs of text. 
 

1. On your phone app, click  at the top. 
2. To upload a photo from your phone's library, select the photo you'd like to 

share.* 

3. To take a new photo, tap  above your phone's library.* 

4. Tap Next (iPhone) or  (Android), then add a caption and location. 

5. When you're done, click Share (iPhone) or  (Android). 
 
*If you would like to crop, straighten, rotate or add filters and effects your photos 
before posting, then please refer to the Instagram help here: 
https://help.instagram.com/608433622656862/?helpref=hc_fnav&bc[0]=Instagram%20Help&
bc[1]=Instagram%20Features&bc[2]=Sharing%20Photos%20and%20Videos 
 
 
Combine multiple photos into one Instagram post 
 
You can add multiple photos to one post: 
 

1. Click  at the top of your phone app screen. 

2. Click  and select multiple photos (maximum 10.) 

3. Tap Next (iPhone) or  (Android), then add a caption and location. 

4. When you're done, click Share (iPhone) or  (Android). 
 

 
 
Editing and Deleting Posts 
 
To delete a photo or video that you've posted (using your phone app): 
 

1. Click  (iPhone) or  (Android) above your post and then tap Delete. 
Tap Delete again to confirm. 

2. You can also archive posts to hide them from your profile and make it so your 
followers and other people on Instagram can't see it. When you archive a 
post, it keeps all its likes and comments. 
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To delete a comment: 

1. Tap  below the post or tap any comment. 
2. Swipe left over the comment (iPhone) or tap the comment (Android) you'd like 

to delete. 

3. Tap  (iPhone) or  (Android). 
 
 

Add, edit or delete the caption of an existing Instagram post: 
 
You can add a caption to a photo or video you've already shared, or edit or delete 
the caption you originally included. To add, edit or delete a caption: 
 

1. Tap  (iPhone) or  (Android) above your photo or video. 
2. Tap Edit. 
3. Edit, delete or add a caption to your post, then tap Done (iPhone) 

or  (Android). 
4. When you tap  below a post, the word Edited may appear below captions 

that have been edited. 
 
 
This guide was designed to get you up and running on Instagram, giving you the 
basics. Instagram has more to explore and therefore for further information/help 
please visit the Instagram Help Centre: https://help.instagram.com/ 
 
 
 
 
 
 
 
 
 


