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PURPOSE:

To provide instructions for the Clerk’s designees to access and post official messages to the office’s social media and community outreach accounts.
OBJECTIVE:
· Ensure designated staff can post official messages when convenient or required.
EVENT DRIVER:

· Coverage and continuity of operations.
PROCEDURES: 
I. Twitter:
1. To post a message, open an internet browser and do the following:

A. Type the URL www.Twitter.com.
B. Click on the “Log In” button in the top right corner. 
C. Type “@MaricopaClerk” in the username field.
D. Type the password in the password field, then click the “Log in” button. The password is updated every month and is available from the Clerk’s designee and the Executive Assistant.
E. Click in the “What’s happening?” box in the top center of the page and a shaded box will open.

F. Type the official message, including any links, in the space allowed in the “What’s happening?” box.
G. To include an image, video, or other content, click the appropriate icon in the bottom of the shaded box and browse to and upload the desiredcontent.

H. When the official message and any links and content are final, click “Tweet” in the bottom right corner of the shaded box. The message will post immediately.
I. Confirm the message appears (“posted”) by looking directly below the “What’s happening?” box. If the message did not post, repeat steps E. through H.
2. To remove a message, open an internet browser and do the following:
A. NOTE: Tweets are public record and subject to retention and the Clerk’s Use of Social Media policy. Before deleting a Tweet, copy it to an internal location where it will stay during the retention period. Note the date and time of the original posting and the date and time of its removal from the Twitter feed.

B. Type the URL www.Twitter.com.
C. Click on the “Log In” button in the top right corner. 

D. Type “@MaricopaClerk” in the username field.
E. Type the password in the password field, then click the “Log in” button. The password is updated every month and is available from the Clerk’s designee and the Executive Assistant.

F. Click on “Tweets” under the Clerk’s image on the top left of the page.

G. Scroll to the intended Tweet and click on the down-arrow dropdown at the top-right corner of the Tweet.

H. Click on “Delete Tweet.”

I. Confirm the Tweet is deleted.

II. Facebook:
1.  To post a message, open an internet browser and do the following:

A. Type the URL www.Facebook.com. 

B. Type “” “nasha@cosc.maricopa.gov” in the email field.
C. Type the password in the password field, then click the “Log in” button. The password is updated every month and is available from the Clerk’s designee and the Executive Assistant.

D. Select the “Clerk of Superior Court in Maricopa County” shortcut to get to the Clerk’s page.

E. Click in the “Write something” box on the page and a box will open.

F. Type the official message, including any links, in the box.
G. To include an image, video, or other content, click the appropriate icon in the bottom of the box and browse to and upload the desired content.

H. When the official message and any links and  content are final, click “Publish” in the bottom right corner of the boxand the message will post immediately. Or click the down-arrow dropdown next to “Publish” and schedule a time for the message to post.
I. Confirm the message appears (“posted”) by scrolling down the page and viewing the message. If the message did not post, repeat stepsE. through H.

2.
To remove a message, open an internet browser and do the following:
A. NOTE: Facebook posts are public record and subject to retention and the Clerk’s Use of Social Media policy. Before deleting a post, copy it to an internal location where it will stay during the retention period. Note the date and time of the original posting and the date and time of its removal from the Facebook page.

B. Type the URL www.Facebook.com. 

C. Type “nasha@cosc.maricopa.gov” in the email field.
D. Type the password in the password field, then click the “Log in” button. The password is updated every month and is available from the Clerk’s designee and the Executive Assistant.

E. Scroll to the intended message and click on the ellipsis (three dots) in the top right corner of the message.

F. Click on “Delete from Page.”

G. Confirm the message is deleted.

III. The Brief (via GovDelivery):
1.  To post a message, create the content in MS Word, then open an internet browser and do the following:

A. Type the URL https://admin.govdelivery.com. 

B. Type “nasha@cosc.maricopa.gov” in the email field.
C. Type the password in the password field, then click the “Sign In” button. The password is updated every month and is available from the Clerk’s designee and the Executive Assistant.

D. Click “Bulletins” on the top left of the panel on the left side of the page.

E. To the right of the panel on the left, click “Create Advanced Bulletin.”

F. Scroll to the image of “The Brief 2018,” hover the mouse pointer over it, and click “Use this Template.”
G. In the “From Address” field, click the down-arrow and select “Clerk of Superior Court.”

H. In the “Subject” field, type “The Brief – [month] [year]”.

I. In the “Preheader” field, type “A brief look at news in the Clerk of Superior Court’s office”

J. Scroll to the body of the template.

K. Click on the “Placeholder date” content box and type the month’s information in the following format: “Vol. X, No. X” then push the spacebar until the cursor moves to the right within that content box and type the month and year. For example, the “Placeholder date” content box will read:





 “Vol. 14, No. 7                      July 2018”
L. Click the shaded box below the “Placeholder date” section until a black circle with a white x appears in the top right corner of that box, then click the x to delete that block.

M. Click in the “Placeholder headline goes here” content box and highlight the template text.
N. Copy the official message from the MS Word document and paste it into the “Placeholder headline goes here” content box.

O. Click the next “Placeholder headline here” content box that has a shaded box within it until a black circle with a white x appears in the top right corner of that box, then click the x to delete that block.

P. Click the next content block, then click outside that block. No changes are needed in this block that summarizes what The Brief is, but it has to be clicked to move on to the next step.

Q. Scroll to where the page says “Send Test,” click that button, enter your email address and send a test message to yourself.

R. Check your email, review the message, edit in GovDelivery and repeat until the message and formatting look right.

S. In GovDelivery, click “Save and Next.”

T. In the “To” field, click the down-arrow, then click the plus sign next to “Newsletters,” then check the box for “The Brief.”

U. Scroll down to “Publish to Facebook,” click on the down-arrow and select “Clerk of Superior Court in Maricopa County.”

V. Enter a comment for the official Facebook page. When The Brief is sent, the message entered here will post automatically to the official Facebook page and will include a link to The Brief.
W. Scroll down to “Publish to Twitter,” click on the down-arrow and select the send from Clerk’s Office option.
X. Enter a comment for the official Twitter post. When The Brief is sent, the message entered here will post automatically to the official Twitter account and will include a link to The Brief. This field will count-down the number of characters that will fit in the message.

Y. Scroll to where the page says “Save and Next” and click it.

Z. Review the page for any notices and make corrections as needed.

AA. To send, select a future date and time to send The Brief -- or to send it immediately -- click “Send Now” and The Brief will be distributed immediately by email.
2. To remove a message, contact Maricopa County’s communications office for administrator access.
POLICIES / RELATED DOCUMENTS:
· POL-ODIR-1011: Use of Social Media
OTHER PARTIES INVOLVED:
· Clerk, Chief Deputy, Human Resources oversight
TIME / VOLUME:
· Varied
FREQUENCY:
· As needed or desired
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Internet
· GovDelivery: Third-party vendor for Maricopa County official communications.
REPORTS / FORMS:
· The Brief template (https://admin.govdelivery.com) 
DEFINITIONS:
· Twitter: A social media communications website. 

· Tweet: A message posted by and attributed to the account of the Twitter user. 

· URL: Uniform Resource Locator. Also known as web address.
· Twitter feed: The chronological list of Tweets posted to a user’s account.

· Facebook: A social media communications website. 
· The Brief: A monthly email newsletter for internal and external customers.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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