
 
 
 
 
 
 
 
 
 

 
 
 
Step 1: Go to the Extension Facebook Page you are reporting on and select the Insights tab. 
 

 
 
 
Step 2: By default, the Overview is selected and will show the Page Summary. 
 

 

FACEBOOK MEDIA 
REACH AND CUMIS 

How do you measure the reach of your Facebook page? 

Division of Assessment and Scholarship 

A best practice for recording your Facebook Social Media Reach is to create a Team 
Record within CUMIS with all Admins and Editors who contribute content each Month as 
your Team Members. 
Once you have completed the Team, Accomplishments, and Contacts Tabs as applicable 
you will select the Media Tab. Select Type: Social Media, Publication/Event: Facebook, 
input the Number of Activities, Location will autofill, and finally, input your Reach.  

Below are the steps to determine the reach of your Facebook page.  

 



Step 3: In the top right-hand corner select Export Data. 
 

 
 
Step 4: Select Post Data, File Format: Excel, and the appropriate Date Range  
for the reporting month. 
 

 
 
Step 5: Export the file to Excel. Scroll to Column I: Lifetime Post Total Reach on  
the Key Metrics worksheet highlighted below in yellow. Use the SUM function to  
compute the Lifetime Post total for the entire month and record this number in CUMIS. 
 

 

 

 

 


