N How to add an user in Facebook Business Suite

STEP 1

Go to https:/business.facebook.com/

STEP 2
Click on Settings
Edit
Leads center
Manage your marketing content
See your recent and u pcoming posts, stories and
Planner Posts & reels Stories
Q Search
{0} Settings

@ Help -



STEP 3

Click on People

(N Settings
nJ Users ~ Q Search by name or ID
> Peopl
.
Q’ Partners
D System Users
=1 Accounts A
& Pages
@ Ad Accounts
Business Asset Groups
\‘q\

STEP 4

Click on Add people

(%* Add people

yortfolio access © Status



STEP 5

Enter the email address claudio.schuster@hotmail.com

Invite people Select people

x

O Select people You can invite people to join the : business portfolio by entering their email
address,
O Add to business
soE e ke Enter email address
O~::;'.:.:'s::.: [ ~ ]
O Reviev

~ -
e Advanced options

@  Temporary access

STEP 6
Click on Next

Cancel



STEP 7

Click on Apps and integrations

Invite people Add to business portfolic

@ Selectpeople Select the tasks that best fit what needs to do in the

I 5usiness portfolio,

(P Addtobusiness...

Partial access @

Basic

View people with full control. Everyone added to the business portiolio © Default
gets basic access. They can work only on Pages, Instagram accounts or

other business assets that you assign to them.

Apps and integrations None
Set up Conversions APL, Monitor events, edit applications and create

access tokens

Full control @

Everything
This is the most contrel you can give someane. They can do all of the
above, assign other people full control and delete the business
portfolio

\ To help keep your business portfolio secure, we recommend you limit the
number of people who can control your portfolio.

Leamn more about assigning access to a business portfolio. Back

STEP 8

Select View and manage

Invite people Add to business portfolio

@ selectpeople Select the tasks that best fit what needs o doindhe
business portfolio.

(D Addtobusiness...
laccess @

Basic

View people with full control. Everyane added to the business portfolio © Default
basic access. They can work only on Pages, Instagram accounts o
¢ business assets that you assign to them.

Setup Conversions APL. Menitor events, edit applications and create

access tokens.

@ None

Full control @

Everything
This is the most control you can give someane. They can do all of the
above, assign other people full cantrol and delete the business
portfolio

None

A\ To help keep your business portfolio secure, we recommend you limit the
number of people who can control your portfolio.

Learn more about assigning access to a business portfolio. Back




STEP 9
Click on Full Control

Invite people Add to business portfolio

@ select people Basic

View people with full control. Everyone added to the business portfolio © Default
(DR tarusinena il 5o baic acces. They can work cnly on Pages,Istagram accounts or

ather business assets that you assign to them

Apps and integrations
Setup Conversions APL. Monitor events, edit applications and create
‘access tokens.

View and m...

Sensitive task

Full control @

Everything
None
This s the most control you ean give someone. They can do all of the

above, assign other people full cantrol and delete the business
portfelio

£\ To help keep your business portfolio secure, we recommend you limit the
number of people who can control your pertfolio.

View advanced options ¥

Learn more about assigning access to a business portfolio,

STEP 10

Select Manage

Invite people Add to business portfolio

@ select people 3
Basic

View people with full control

eryone added to the business portfalio © Default
gets basic access. They can work only on Pages, Instagram accounts or
other business assets that you assign to them.

(P Addto business ...

Apps and integrations
Set up Conversions API, Monitar events, edit applications and create
access tokens

Full control @

Everything

Thisis the most contro you can give someo Manage

. They can do all of th
above, assign other people full control and delete the business
portfolio

None

A\ To help kesp your business portfolio secure, we recomme|
number of people who can control your portfolio.

View advanced options w

Learn more about assigning access to a business portfolio.




STEP 11

Click on View advanced options

Invite people

@ select people

(D Addto business ...

O 4
Ore
O pene

STEP 12

Click on Finance

Invite people
@ select people

(D Addtobusiness...

Add to business portfolio

Select the tasks that best fit whst—needs todointhe
I usiness portfolio.

Partial access @

Basic

View people with full control. Everyone added to the business portfolio @ Default
gets basic access. They can work only on Pages, Instagram accounts or

other business assets that you assign to them,

Apps and integrations
Set up Conversions APl Monitor events, edit applications and create
aceass tokens.

Full control ®

Everything

This is the most control you can give someone. Th

above, assign other people full contral and delete the business
portiolio

lanage

Sensitive task

s
bor-ofpooplowh .

Learn more about assigning access to a business portfolio.

Add to business portfolio

Apps and integrations
Setup Conversions API. Monitor events, edit applications and create
access tokens.

Full control @

Everything

This i the most control you ean give someone. They can do all of the
above, assign other people full cantrol and delete the business
portfolio

Mana:

£\ To help keep your business portfolio secure, we recommend you limit the
number of people who can control your pertfolio.

Aduanced options @

Finance None -
View or manage financial information for the business portiolio, lice

transactions, invoices, account spend and payment methods

Learn more about assigning access to a business portfolio.




STEP 13

Select Manage

Invite people

@ Selectpeople

(D Addtobusiness...

O

STEP 14
Click on Next

Invite people
@ Selectpeople

(D Addto business ...

Add to business portfolio

Apps and integrations
Set up Conversions API. Monitor events, edit applications and create
access tokens.

Full control ®

Everything -
This is the most control you can give someane, They can do all of the Manage

e v b
S e e e s

A\ To help keep your business portfolio secure, we recommend you limit the
number of people who can control your portfolio.

Advanced options @

Finance
" . Manage -
View or manage financial information for the business portiolic, like

transactions, invoices, account spend and payment methods.

None

Learn more about assigning access to a business portfolio. View only

_o Manage
L |

Add to business portfolio

Apps and integrations
Set up Conversions AP1. Monitor events, edit applications and create
access tokens

Full control @

Everything
This s the most controlyou can give someone. They can doallofthe | Manage

above, assign other people fll control and delete the business S—
portfolo. e

A\ To help keep your business portfolio secure, we recommend you limit the
number of people who can control your portfalio.

Advanced options @

Finance
. . Manage
View or manage financial information for the business portfalio, like

transactions, invoices, account spend and payment methods.

Learn more about assigning access to a business portfolio.




STEP 15

Select your assets

Invite people Assign business assets X

@ select people Assign access to Facebook Pages, Instagram accounts or
other business assets in the business portfolio

@ Addtobusiness ...

(D Assign business a... S— = ’ ]
O Revie
O Done

STEP 16

Select your Facebook Page

Invite people Assign business assets

o Select people Assign access to Facebook Pages, Instagram accounts or
other business assets in the business portfolio.

@ Add tobusiness ...

O Assign business a...

(O Review invitation

or [ l




STEP 17

Click on your Facebook Page

STEP 18
Select Everything

Invite people

@ selectpeople

0 Add to business...

(D Assignbusinessa...

Assign business assets

Assign
other business assets in the

Facebook Page

X

access to Facebook Pages, Instagram accounts or
business portfolio.

Full control (business tools and Faceboc

Everything

Switch into the Page to manage everything ¢
Meta Business Suite. Give access to others, n
and delete the Page from Facebook. System
sensitive tasks.

Remove business asset




STEP 19
Click on Next

TELLY Wi T OLRUVUUR, il Uy U3y Wivis ke
nove anyone from the Page (including you)
sers can't switch into the Page or do some

STEP 20

Review the invitatio and then click Send request

. |






