
Meta Business Suite
Challenge 3

https://business.facebook.com/latest/home

https://business.facebook.com/latest/home


Step 1 - Login

• Visit - https://business.facebook.com/latest/home
• Login to your personal Facebook account

https://business.facebook.com/latest/home


Step 2

• Navigate to the dropdown in the top left corner of the screen and 
select your Facebook account



Step 3

• Once you have selected your business account, select Insights 
tab on the left



Step 4

• Once you have opened Insights, close the pop-up box that 
appears and then click on Content tab on the left



Step 5

• Here, you can view all of the content you have published on 
Facebook and any linked Instagram account.



Step 6

• For Challenge 3 you will need to filter for content published in 2024. 

• Filter by dates in the Top right corner and select Custom and choose 1 Jan 2024 – 31 Dec 
2024 to be shown all content

• Click on column headers to then sort by highest/lowest eg click on Reach to see the posts 
which reached the most users in 2024



Step 7 – Duplicating a post

• Choose a post you would like to re-publish. Ensure it is a top performer (big reach, lots of 
engagements – Likes, comments etc)

• Make note of the date you published the post.

• Navigate to Planner in the left column and then find the date using the Week and Month tabs.



Step 7 – Duplicating a post

• Once you have found the post, click on it. It will open a window where you can then select 
the three dots in the top right corner.

• This will allow you to duplicate the post. Once clicked, you will have the opportunity to edit 
the caption and image of the post prior to publishing.



Step 8 – Publishing Post

• Update caption and select the channels which you want to publish the post to.

• You can schedule the post to publish at a time you select in the future (see Set time and date 
button) or Publish now.
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