Granting Access to Facebook Business BY&ALiug

Assets Warrior

1 Navigate to your Facebook Business Page

Click "Meta Business Suite" in the "Manage Page" menu on the left. It is located
under the "More tools" section. Please note in the examples below that Malanda is
a dummy account for the purpose of this tutorial and will not appear on your
screen. Your business name will appear instead.
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Click "Settings"

Planner

Content

Insights

Inbox

Monetization

Ads

All tools

Search
Settings

Help

To-do list

Check unread messages, comments and other things that may require your attention.

Weekly plan @ © 5 days left
. Set your business up for success by completing recommended tasks.

Complete at least 5 tasks to finish this plan.

0 of 7 tasks completed Weekly g
Publish one ad 0/ ’L]:li Publish one story on Instag... 0/ 1 e

Comments

e O E driverfiat Magical

e (0 % driverfiat How calm is the ocean [, lucky buggers

Click "Expand" if the menu doesn't open fully.

=

Facebook. Add them to the portfolio so you can manage everyone together in Meta Business Suite. Learn

& Add person View all suggested people
Name Tl Business portfolio access @

& _ > Full control
Everything

& Full control
Everything

& . Full control
Everything

Expand
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5 Click on "Partners".

m - Sailing Malanda
settlngs . Business portfolio
. £ Business portfo... People o Q Search by name, ID, or email
nJ Users A PP St R Y W St ger W
E‘—] Partners
UU[] System Users -
D Accounts A~ Business portfolio
= Saong 1 access i -
Pages
(e Ad Accounts & W ‘- Full control
Everything
— Business Asset Gro...
Apps —

6 Click on the blue "ADD" button on the right.

Jalanda

portfolio %
Partners o Q' Search by name or ID m

No Partners added yet

You can add a partner to this business portfolio to request or share access to

hiicinace accate
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7 Click "Give a partner access to your assets"
JAalanda *
portfolio (£]
Partners © Q Search by name or ID m

Give a partner access to your assets
Add a partner and assign your business' assets to them.

Ask a partner to assign you their assets
Add a partner and have them assign assets to your business.

No Partners added yet

You can add a partner to this business portfolio to request or share access to

hiicinace accate

8 Click the "Enter Partner Business ID" field and enter the Creative Warrior business
ID# 116757532367741

Add a new partner

Add a new partner to give them access to work on Pages, Instagram accounts and other
business assets in your business portfolio. The assets will remain in your portfolio, and
partners will only be able to work on tasks you assign to them.

They may be able to use an API to manage the assigned tasks.

Enter Partner Business ID

Paltner Business ID

Cancel
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9  Click "Next"

AUU 4 new pdruier A

Add a new partner to give them access to work on Pages, Instagram accounts and other
ousiness assets in your business portfolio. The assets will remain in your portfolio, and
partners will only be able to work on tasks you assign to them.

They may be able to use an APl to manage the assigned tasks.

Enter Partner Business ID

116757532367741

Click the checkbox next to the relevant Facebook and Instagram accounts to
10 3ssi : : . . .
gn the social media accounts to Creative Warrior. Please note in the example
below that Malanda is a dummy account for the purpose of this tutorial and will
not appear on your screen.

Assign assets and permissions
Select assettype @ Select assets Assign permissions @

Pages
9 Q Search by name or ID

Catalogs

Select all
Instagram accounts

Malanda

D I (653 @explore.nature.travel shares
these permissions

No Pages selected
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11  Click on all the toggles starting with the "Content" field.

ssets and permissions

iettype @ Select assets
1
Q_ Search by name or ID
v Select all
iccounts
Malanda

V[ (&3@ @explore.nature.travel shares
these permissions

Assign permissions @ o

Partial access (business tools only) -

Content
Create, manage or delete posts, stories and more as the
Page. Protect your copyrighted content.

Community activity
Review and respond to comments, remove unwanted
content and report activity.

Messages and calls
Send and respond to messages and calls as the Page.

Ads
Create, manage and delete ads for the Page. Manage ad
partnerships.

Insights
See how the Page, content and ads perform.

Revenue
View and export Page Monetization and earnings data
within Creator Studio only.

.00.0@

12 Click the "Content, Messages, Community activity, Ads, Insights" field.

v Select all
iccounts
Malanda
v (603 @explore.nature.travel shares
these permissions
[Rpie S |
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partnerships.

Insights
See how the Page, content and ads perform.

Revenue
View and export Page Monetization and earnings data
within Creator Studio only.

Partial access (business tools and Facebook)

Content, Messages, Community activity, Ads,
Insights

@ Switch into the Page to manage things directly on
Facebook and on business tools like Meta Business Suite.
System users can't switch into the Page or do some
sensitive tasks.

Full control (business tools and Facebook)

Everything (except sensitive actions) @

Switch into the Page to manage everything except the most
‘ sensitive actions directly on Facebook and on business

tools like Meta Business Suite and Creator Studio. Give

arrace tn nthare and ramnva anunna fram tha Dana >



Click the "Everything (except sensitive actions)" field. You will still remain in full
13 . o X

control of your pages and assets as the business owner. This just grants Creative

Warrior access to your business tools to manage content and advertising.

v (0'03 @explore.nature.travel shares Revenue
these permissions View and export Page Monetization and earnings data
within Creator Studio only.

Partial access (business tools and Facebook)

Content, Messages, Community activity, Ads,

Insights

Switch into the Page to manage things directly on
Facebook and on business tools like Meta Business Suite.
System users can't switch into the Page or do some
sensitive tasks.

Full control (business tools and Facebook)

Everything (except sensitive actions) @

Switch into the Page to manage everything except the most
@ sensitive actions directly on Facebook and on business

tools like Meta Business Suite and Creator Studio. Give

arracc tn nthare and ramnva anunna fram tha Dana >

14  Click "Assign assets"

v :;’3) @explore.nature.travel shares Partial access (business tools and Facebook)
these permissions

Content, Messages, Community activity, Ads,
Insights
Switch into the Page to manage things directly on
Facebook and on business tools like Meta Business Suite.
System users can't switch into the Page or do some
sensitive tasks.

Full control (business tools and Facebook)

Everything (except sensitive actions) @

Switch into the Page to manage everything except the most
. sensitive actions directly on Facebook and on business

tools like Meta Business Suite and Creator Studio. Give

access to others and remove anyone from the Page. ¥

| control for at least one of your Pages. People with full control of the Page can manage everything.
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15 Click "Done"

Assets assigned
1 asset was assigned to the partner business.
You can manage this access any time in Partner
settings.

16  Click "Accounts" then "Ad Accounts".

Q i e Creative Warrior
ID: 116757532367741

People Creative Warrior

=
Assets you assigned Assets assigned to

CI[][] System Users
®) Assigned assets
=] Accounts - Creative Warrior can access 1 business asset
. Pages Q Search by name or ID
(e Ad Accounts
Facebook Page
— Business Asset Gro... -
. . “a Malanda
Apps Full control (everything except sensitive actions)

Commerce Accounts
Instagram accounts

Q WhatsApp Accounts
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17 If you do not have an Ad account showing then click this icon to create your Ad
account.

JAalanda *
portfolio (£]

Ad accounts @ Q' Search by name or ID = Filters ‘

18  Click here to create your account.

What do you want to do?

e Create a new ad account
Manage ads for your business, brand or organization.

<> Claim an existing ad account

Move the ad account into this business portfolio. Once claimed, you can't remove the ad
account.

Best for: When you need to manage an ad account in the same business portfolio as other ad
accounts, Facebook Pages or other business assets.

Request to share an ad account
d Don't move the ad account. Access is shared with this business portfolio instead.

Best for: Agencies who need access to their client's ad account.
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19

Click the "Ad account name" field and give it a name relevant to your Business.

Create new ad What are the details for the ad account?
account Manage ads for your business, brand or organization.

O Details Ad account name

O Usage

O Confitm Time zone

O Done

20

ige
1firm

e

Currency
USD — US Dollars

Pick your time zone and set your currency.

What are the details for the ad account? X
Manage ads for your business, brand or organization.

Ad account name

Sailing Malanda

Time zone
v
Currency
USD — US Dollars s
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21 Click "Next"

Correctly selecting this is important - It will ensure the other business’ name

is displayed across Facebook when you create an ad on their behalf,

1e including in the Why Am | Seeing This ad dialog. You may also gain access
to the other business' Audience Manager features including their custom

audience sizes and the audience overlap tool. Learn more

1firm

22  Click this checkbox to agree to Meta/Facebook terms of service.

° Usage Your request
N Sailing Malanda
O Confirm Business portfolio
O Done | @: Sailing Malanda
Ad account

Ad account access

Once created, business admins with full control of this business portfc
will also be able to manage the ad account.

[:] | agree to Meta Terms of Service and Advertising policies on behalf of Sailin
Malanda business portfolio. | understand that these terms and policies appl
activity related to all ad accounts in this business portfolio.
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23 Click "Create ad account" button.

) Sailing Malanda
1firm Business portfolio

e [ @: Sailing Malanda

Ad account

Ad account access

Once created, business admins with full control of this business portfolio
will also be able to manage the ad account.

+ |agree to Meta Terms of Service and Advertising policies on behalf of Sailing
Malanda business portfolio. | understand that these terms and policies apply to
activity related to all ad accounts in this business portfolio.

24 You can enter your payment info for your advertising account here by clicking the
button "Add payment info" or you can add this later. This payment information is
never visible to any Creative Warrior staff. Click "Done"

L/ VVOUIU YUU IIKE LU dUU payInenuinio 1or your dccouriuy

Add payment info
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25 Click "Assign partner" when it takes you back to the Ad accounts screen.

portfolio .O

Ad accounts © Q' Search by name or ID = Filters
Name T. =
Sailing Malanda
E ID: 102802228475629€n in Ads Manager v Deactivate X
E: Sailing Malanda Owned by: Sailing M...
& Assign people & Assign partner & Connectassets
People Partners Connected assets

1 person is assigned to this ad account
You can assign people to the Sailing Malanda ad account, manage assignments
and remove them.

Q Search by name or ID

26 Click the "Enter Partner Business ID" field and enter the Creative Warrior business
ID# 116757532367741

Share this Ad Account with a partner X

Assign Sailing Malanda's Ad Account to a partner by entering their business ID below. The
partner can find their business ID in the Business portfolio info tab.

Enter Partner Business ID

Par‘mer Business ID

Partial access

Manage campaigns (ads)
Create and edit ads, access reports and view ads

View performance
Access reports and view ads

Manage Creative Hub mockups
View, create and edit mockups in Creative Hub

Full control

Manane ad acconints
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27  Click all the toggles starting with "Manage campaigns (ads)"

Share this Ad Account with a partner p .4

Assign Sailing Malanda's Ad Account to a partner by entering their business ID below. The
partner can find their business ID in the Business portfolio info tab.

Enter Partner Business ID

116757532367741

Partial access

@ Manage campaigns (ads)
Create and edit ads, access reports and view ads

® View performance
Access reports and view ads

® Manage Creative Hub mockups

View, create and edit mockups in Creative Hub

Full control

Manage ad accounts
Control ad account settings, finances and permissions. Create and edit ads, access reports and
view ads.

28 Click "Manage ad accounts" under the Full control section then click on the blue
button "Assign"

116/5/53236/7 141

Partial access

Manage campaigns (ads)
Create and edit ads, access reports and view ads

View performance
Access reports and view ads

Manage Creative Hub mockups
View, create and edit mockups in Creative Hub
Full control

Manage ad accounts
Control ad account settings, finances and permissions. Create and edit ads, access reports and

view ads.
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29 If you forgot to add your payment information earlier click "All tools"

@ Planner
) Content

D[]ﬂ Insights

O Inbox

—

nce

Monetization

— Alltools

Q Search
{CC)} Settings

? Help

See all ads

Last 30 days »

T i Ve [

]

1'll see audience insights here when 100 Accounts Center accounts engage with

your ads

engagement audience insights can help you learn about the people taking action on
your ads with a breakdown of age and gender, placements and locations.

30 Click "Ads Manager"

o @ @3 O @

Leads Center
Live Dashboard
Page posts [
Planner

Sound Collection

Advertise

Compare advertising tools

E “d‘

®

D L % &

Ad limits per Page
Ads

Ads Manager [~
Audiences [
Automated rules [
Campaign Planner

Creative Hub
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ol Insights
& Meta Brand Collabs Manager

0  Traffic analysis report

Sell products and services
5] Appointments
Y Commerce [7
Monetization

t® Orders

Manage
0 Apps (7

Billing & payments

&
© Brand safety and suitability (7
0 Business Apps

&

Ricinacs Siinnart Hamea

15



31 Click on "Billings & Payments".

. Sailing Malanda v
anda, focus on politics or on advocating for issues of national importance? We'll use this inf

Account Overview

= -
=== Campaigns

views f Lastmo
@ Ads Reporting
&% Audiences
= Billing & payments } Adsets (3 Ads
T Advertising settings /' Edit & A/Btest More ¥ Il Columns: Performance ¥
69\1 Events Manager

v Delivery T v Bidstrategy
— Alltools
X

method for

or update the

1 publish ads.

32 From this screen, you can now add your payment methods for your advertising
account.

Billing & payments

@: Accounts Payment activity Payment settings Sailing |

| 3

= Payment methods
Q Select a filter...

-/V- Payment activity

& H G

./ Set up your account

808 Simply add your first payment method and billing details
— Get started
=y
d?b Ad accounts WhatsApp Business accounts Meta Verified accounts
— Ad account
P LR 2 B prw . rhe e~ Wy ey Tt
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You will also have to verify the business phone number in the Ads Manager
33 = B " H n
account settings. Click on "Account Overview

QO Meta Malanda v

Ads Manager

Sailing Malanda v Amount spent in last 7 days: $0.1

e Account Overview

= Campalins you'll be ready to publish your first ad.

@ Ads Reporting

0 : - : J
&% Audiences reed to add a verified phone number to your ad account. We won't share this number publi

= Billing & payments

%W Advertising settings

d?o Events Manager + may ask you to confirm this info later when you are ready to publish an ad.
— Alltools ge
n confirmed.

Click "Add phone number" and make sure that all the items on this screen have a
green tick next to them.

w
S

(] RSN Amount spent in last 7 days: $0.!
0 active campaigns

Getsetuptorunads
Confirm the details below and you'll be ready to publish your first ad.

% Verify phone number

S H ®

b=
(=]
o

Before you run ads, you need to add a verified phone number to your ad account. We won't share this number publi

Add phone number

Add payment method
You skipped this step. We may ask you to confirm this info later when you are ready to publish an ad.

N <o A& [ 8

Confirm Facebook Page
Your Page access has been confirmed.

D

Verify email address
Your email has been verified.

o ®

et et R St st e s i Ly e s e g s
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