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OVERVIEW 
By allowing Edge Webware, Inc. (“EWI”) to access your Facebook accounts through Facebook Business 
Manager (“FBM”), we will be able to efficiently review and/or manage your page, ad accounts, and pixels. 

The purpose of this document is to provide clear instructions for you on how to share permissions to areas 
within Facebook and/or Instagram through an existing Facebook Bussiness Manager account you use for your 
company. We welcome your feedback and will continue to update and improve this document over time as 
needed. 

If needed, we can assist in supporting you in establishing these accounts and sharing, however we would 
bill hourly. 
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WHAT IS FACEBOOK BUSINESS MANAGER? 
Business Manager is a Facebook tool that helps you organize and manage your business.  

CREATING A FBM ACCOUNT 
Go to https://business.facebook.com/ and click Create Account 

 

You will need to log into Facebook or create a new Facebook account at this time. 

After logging in,  

1.​ Go to business.facebook.com/overview. 
2.​ Click Create Account. 
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3.​ Enter a name for your business, your name, and your work email address, and click Next.​

 
4.​ Enter your business details and click Submit. 

Then you can start by adding the page of your business that you already have, by clicking Add Page: 
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Then selecting the page you own from the far left button: 
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Start typing the name of your Facebook business page in the text box. Your business page name should 
autocomplete below, so you can just click on it. Then click Add Page. If you do not have a Facebook page, you 
can Create Page. Assuming you have administrator access to the page you’re trying to add, your request will 
be approved automatically. 

 

 

 

31 S. Second St., STE 201, Miamisburg, OH // P: 855.937.9656 F: 937.247.1109 // E: info@edgewebware.com // W: www.edgewebware.com // ©2021 



 

EDGE WEBWARE CLIENT SUPPORT​
FACEBOOK BUSINESS MANAGER SHARING 

PAGE 7 OF 12 
 

MANAGING YOUR FBM ACCOUNT 
ACCESSING YOUR ACCOUNT 
If you sign into the account that you used to set up Facebook Business Manager (or if it was shared with you) 
and go to https://business.facebook.com/select/, you will be able to see all active accounts you have access to 
once you are signed into Facebook. 

 

Click on the Business Manager account name to access Business Settings. 

HOW TO ADD PEOPLE TO YOUR FACEBOOK BUSINESS MANAGER 
Within Business Settings, perform the following steps to give people access to your business: 

1.​ Click Users and then People. 
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2.​ Click the button labeled Add.​

 
3.​ Enter the work email address of the person you want to add. 
4.​ Select the role you'd like to assign them. Be sure to read the description for each role. Choose either 

Employee access or Admin access. You can also select Show Advanced Options to choose Finance 

 

31 S. Second St., STE 201, Miamisburg, OH // P: 855.937.9656 F: 937.247.1109 // E: info@edgewebware.com // W: www.edgewebware.com // ©2021 



 

EDGE WEBWARE CLIENT SUPPORT​
FACEBOOK BUSINESS MANAGER SHARING 

PAGE 9 OF 12 
 

analyst or Finance editor.​

 
5.​ Click Next. 
6.​ Select the asset and the task access you want to assign the person. 
7.​ Click Invite. 

The person will get an invitation to join your Business Manager in their email inbox. 

ADDING PEOPLE TO ASSETS 
If you are looking at the People pane in Users, you will see an Add Assets button. If you click on that on each 
user, you can control the type of assets they have access to. 
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From here, go through the asset types and assign your content to the person you have added: 

 

HOW TO ADD US TO YOUR FACEBOOK BUSINESS MANAGER ACCOUNT 
You can add us as a person within your existing FBM account with the previous instructions (as an 
administrator), or add us as a partner. 
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1.​ Within the Users section, click on Partners. 
2.​ From there, click on the Add button in the middle column, and choose “Give a partner access to your 

assets.” 

 

 

3.​ Enter the following Partner ID in the field provided: 2337622433228629 then click Next 
4.​ On this screen, you can add partners to multiple assets. Choose a type of asset in the first column (.e.g, 

Page, Ad Account, Pixel, Catalog). Select the assets you want to add your us to in the second column. 
Assign a role for us as your partner in the third column. Repeat these steps until you've chosen roles for 
all of the assets you want to assign. 

5.​ Click Save Changes. 

ADDING US TO YOUR ASSETS 
Once we have been added to your FBM as a partner, you will want to ensure we have access to your assets. 
Similar to how you share with people, you will need to go to the Partners area, and click on Share Assets under 
the selected partner panel. 
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We recommend the following asset types and their level of access: 

●​ Page - Create Ads/View Page Performance 
●​ Ad Accounts - Manage Ad Accounts 
●​ Catalogs - Manage Catalog 
●​ Pixels - Manage Pixel 
●​ Instagram Accounts - Ads and Insights 
●​ Domains - View events 

When you have selected everything, you can click Save Changes. 
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