
 
 

Facebook Advertising Process: 
How to Create a Facebook Business Manager 

 
Step 1 of the Facebook Ads Process:​ How to Create a Facebook 
Business Manager  

 
HOW TO CREATE A FACEBOOK BUSINESS MANAGER  
A Facebook Business Manager is a tool that helps organize and manage your 
Facebook business assets (Facebook page(s), Ad Account(s), Facebook Tracking 
Pixels), and allows you to give employees and/or advertising partners access to 
certain assets (like your Facebook Page and/or Ad Account) within the Business 
Manager.  
 
Facebook requires you to have a Business Manager to create custom audiences 
(such as Lookalike audiences and to have the ability to upload email lists for 
retargeting). Plus, it’s a nice way to organize all of your Facebook advertising 
essentials into one place!  
 
Step 1: Create a Business Manager  
 

1. Log into your personal Facebook account - or the account that you created 
your business Facebook page with.   

2. Go to business.facebook.com.  
3. Click Create Account. 
4. Enter a name for your business, select the primary Page, and enter your name 

and work email address. 
Note: If you don't yet have a Business Page for your business, ​create one​ ​with 
these instructions​. 

5. Enter your information in the remaining required fields. 
6. Add your ​Business Page​ and ​Ad Account​ to your business manager. If you 

don’t have an Ad Account, choose to create a new one. Follow each respective 
link for instructions on how to move your Page and Ad Account into your new 
Business Manager.  

a. To add pages and ad accounts to your Business Manager, you must be 
an ‘admin’ of your Business Facebook page and own the Ad Account, 
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meaning you have full control/all permissions over the page and ad 
account. If you created your Business Facebook page, you should 
automatically be the admin on the page and own your Ad Account. 

b. Note:​ Adding an ad account moves it permanently into your Business 
Manager. You must be both the owner of the ad account and an admin 
in your Business Manager to add the ad account. Once you add an ad 
account and it's moved into your Business Manager, this action can't be 
reversed. 

 
Payment:  
If your Ad Account does not yet have a primary payment method (to pay for 
your Facebook Ads), go to your ​Payment Settings in Ads Manager​. In the 
Payment Method section, click ​Add Payment Method​. Choose the payment 
method you want to add, fill in your information, and then click Continue. 
Follow any additional instructions to add your payment method. 
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Step 2: Add people to your Business Manager (optional) 
Add ​employees or coworkers​ to your business manager, as necessary. You may wish to do 
this if you would like your employees or coworkers to post on your Business page or help run 
your Facebook ads.  
 

1. If you’re not already logged in to your Business Manager, go to 
business.facebook.com (while you’re logged in to your Facebook account, or 
the account used to create the Business Manager).  

2. Click the blue “Business Settings” button on the right-hand side of your 
screen. 

3. Click “People” in the left-hand menu. 
4. Click “+ Add.” 
5. Enter the work email address of the person you want to add and select the 

role you'd like to assign them (Employee Access or Admin Access, learn more 
about the differences of these roles at the link below). Then click Next. 
Learn more about roles/permissions, ​here​. 

6. Choose a type of asset in the first column, then select the individual assets you 
want to add this person to in the second column. In the third column, toggle 
on each task you'd like to grant to the user or toggle on “Admin Access” to 
grant the user access to manage the asset and perform all tasks available - 
this is the highest level of access.  

a. (E.g., Enter Employee Email Address > Role: Employee Access > Asset 
Type: Pages > Select Assets: Page Name > Role: Standard Access > 
Invite). You can add people to multiple assets on this screen by 
repeating this step. 

7. Click Invite. 
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All Intellectual Property (“IP”) created by the Impact Academy team, Coach and/or Team of Experts is for Client’s individual use only to apply the 

learnings in the client’s business. All IP shall remain the sole property of Coach, and Client agrees to not reproduce, duplicate, copy, share, sell, 

distribute, trade, or otherwise disseminate or exploit for any commercial purposes any portion of the IP provided in connection therewith. 

The coach does not make any representation or warranties as to the accuracy, applicability, or completeness of materials. 

The coach shall not, under any circumstances, be held liable for any loss or other damages of any kind by use of these materials. As always, 

please seek the advice of a competent legal, tax, accounting, or other professional when needed. All links are for informational purposes and are 

not warranted for content, accuracy, or any other implied or explicit purpose. This manual contains material protected under International and 

Federal Copyright Laws and Treaties. 
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