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Create a Facebook Ads account using
Business Manager

Last Updated / Reviewed: Jan 10th, 2023
Execution Time: 10-15 minutes
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Log in to access your professional tools

® Log in with Facebook

© Log in with Instagram

Goal: To create a Business Manager account and Facebook Ad Account for your
business.

Ideal Outcome: You will have a Business Manager account ready to manage all your
Facebook Assets and share them with your employees securely. You will have created
your Facebook Ad Account and set your Payment Method.

Prerequisites or requirements: You will need a personal Facebook account.

Why this is important: Facebook’s Business Manager allows you to easily manage
multiple pages and ad accounts, while also being able to safely assign roles to your
employees or contractors. Your Facebook Ad account will allow you to set up your first
campaigns promoting yourself to the 2.85 billion active Facebook users worldwide in
2021.
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Where this is done: In Facebook’s Business Manager.
When this is done: The first time you are creating a Business Manager account.

Who does this: The business owner or the person responsible for paid advertising on
his behalf.

O Create a Business Manager Account

1. Go to https://business.facebook.com in your browser.
2. Click on “Create Account” on the top right corner.

- oG CREATE ACCOUNT
K3 Business Manager

Busmess Manager

3. If you are not logged in to your personal Facebook account, you'll be asked to log
in:
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n You must log in to continue.

Log into Facebook

You must log in to continue.
FIETPRTS . Th ERRT ]

x

Forgot account? - Sign up for Facebook

4. You are now creating your Business Manager Account:
a. Enter your Business name.
i.  Note: This name is visible to your employees or other people that
you allow managing your assets.
b. Press Continue, and enter your name and your business email, and click
“Submit”.

Create Your Business Manager Account

Your Business and Account Name
This should match the public name of your business since it will be visible across
Facebook. It can't contain special characters,

Retroaddict Shop

Your Name

Your Facebook Name

Your Business Email

Thiz should be an email you uge to conduct company business, We'll send an email to
verify it. You'll also receive communications regarding your business account at this
email.

retroaddict@ s mmcom|

When you add people to your business, your name and business email will be

visible to them.

c. Your Business Manager is now created! Click the link you received on
your email to confirm your account.
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Emoji Market was Created

= Confirm Your Email Address

Click the link sentto ™=m = & =m pm B to receive full
access to this account.

d. After confirming, you will be taken to your Business Manager setting with
email verified at the bottom most right portion:
FACEBOOK = People
Business Settings

R Refroaddict Sh - Filter by name or 1D or Email A\ m Your Facebook Name
elroaddict shop ’ Admin access - retroaddict@

Your Facebook Name ® A Add Assets
Ay users ~
Peaple Assigned Assets
Partners Here are the assets can access.

remove assels.
Systern Users

=] Accounts ~
Mo assets are assig

Pages

@ Your email address has been verified.

Ad Accounts

Business Asset Groups

O Create an Ad Account on Business Manager

1. When in your Business Manager Home page, click on “Go to Business Settings”:
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FACEBOOK

#r Introducing Your New Insights Tool

Home You can track paid and organic reach, learn about your current and potential audience, and see he

R Retroaddict Shop - See All Insights

Good evening, |

® Ads Manager

Ads Reportin
o 4 g Ad Account Performance
£ Events Manager

(—
¥ -
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No Ad Accounts

You can create a new ad account or add an existing one to Retroaddict Shop in Busines:

=

Go to Business Settings

2. Click on the ‘Add’ dropdown:
I

=

A wm: T N

Retroaddict Shop doesn't have any ad accounts yet.

Manage Your Ad Accounts

All the Facebook ad accounts you've added to Business Manager will be listed here.

>

3. Click “Create a New Ad Account”
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t{ Create a New Ad Account
You need a new ad account for your business.

4. Insert the details for your new Ad Account:
a. Note: Pay attention to the currency you want to be used for your account
as you cannot edit this in the future. You can always create a new Ad
Account If you want to do so.
Create a New Ad Account X

€ Payment Information Has Moved

You'll be able to add payment information after you create your account,

Ad account name

Retroaddict Game Shop|

Time zone

(GMT-07:00) America/Los Angeles -

Currency

USD — US Dollars -

By creating anad account, you agree, on behalf of Retroaddict Shop as its authorized representative to
Facebook’s Terms including the payment terms for the gelected payment method.

Cancel
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5. Select whether you are creating this Ad Account for your business, or to
advertise on behalf of another business.

Who Will This Ad Account Be Used For

This ad account will be used for
@ My business (Retroaddict Shop)
iness or client

Correctly selecting thi important - It will ensure the other

business' name is displayed a ‘stcebook when you
create an ad on their behalf, 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

2

6. You will now be prompted to assign people to your Ad Account, for now, you will
only add yourself.
a. In the future, you might want to add employees or contractors to that Ad
account as well.
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Add People and Set Permissions

Search & Filter Ad Account 1

1 Person Selected & | Portl
ge campaigns
Your Facebook Na meo

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 2

Manage Ad Account

Control ad account settings, finances and permissions: Create af

ti
edit ads, access reports and view ads.

3

Cance Assign

7. Your ad account has been created! If you don’t have a Payment Method set
up, you will want to do it now. Click on ‘Add Payment Info’:

Account successfully created!

Bly™ =362 has been created and added to vour Bus Manager account. You can now add payment information

aeoount

8. Make sure your ‘Location and Currency’ is correct, you can fill up your ‘Business
and Tax Info (optional), choose your preferred payment method, then click on
‘Next’:
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Add Payment Information X

Location and Currency Edit

United States of America, US Dollars (USD)K 1

Business and Tax Info 2 Edit
Optional - Add a tax |ID or address K

Add Payment Method 3

Debit or Credit Card ) IENESS = \* ®
PayPal ® O
Online Banking © = Bl © Bl «more O

D | have an ad credit o claim.

@ Your payment methods are saved and stored secur
Terms Apply

Close

9. After successfully adding your payment details, you can now input your business
address details.
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@ B N successfully added ~

You can now use on your account.

Business Name

Adda name

Retro Addict Shop

Enter your own name if you don’'t have a business name.

Business Address

The legal address registered with your government and tax agency. If you're not a registered
business, enter your mailing address

Street address 1

1281 Ninth Avenue

Street address 2

2507

City or town

San Diego

State ZIP code
California @ ~ 92101

Facebook is required to share your business information with local tax authorities who
request it.

Clo

O Checking Your Facebook Payment Settings

1. Go to your Eacebook Ad Account Settings, under Business Payments, click on
‘Open Payment Settings.’
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FACEBOOK

Ad Account Settings

Payments
R Retroaddict Shop -

iments, manage payment methods and edit your business information.

Open Payment Settings

@E Ad Accounts e Ad Account

Pages 2

i]j

= Payment Settings 1
@ Notifications
o

Name Templates

2. Check if ‘Payment Method’ is showing the correct details, if it is blank — you may
have to add it again like you did in Step #8.

Payment Settings

Current balance
No payment due at this time.
How you'll pay

P PayPal

Your other payment methods will be charged for any amount spent beyond the available balance or
credit limit of this payment method.

Adceeciis If 'Payment Methods' is blank,
[0 $0.00 you may have to add it again.
Payment Methods (&) Add Payment Method

P PayPal (m ;ngail.cnm) Primary

Added on 07/25/21

Payment Activity
You have no recent spending. Create Ad
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3. That’s it! If you now go to your Business Manager Home page you should now
be able to see your new Facebook Ad Account:

Good evening, im

Ad Account Performance Recently Updated = Last7days w

Retroaddict Game Shop $0.00 0 0

10— 362 Spend Reach Impressions

£

IS} Create Report
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