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HOW TO ADD ADMINISTRATORS TO A
FACEBOOK BUSINESS PAGE

Below you can see a step-by-step guide on how to make
someone an administrator for a Facebook business page:

1. Sign in with the Facebook account you use to manage
your business page:

facebook @ @@=

Connect with friends and the world
around you on Facebook.

Create a Page for a celebrity. band or business.

2. After you sign in, look at the right side of your home page,
locate your Facebook business page and click on it:

ﬁéﬁi'f

X Contacts > Q -

See All (0) v

Remember Password
Next time you log in on this browser, just click your profile picture instead of typing a
password.
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column and click on “Settings”:

O -

Manage Page

O)oesn
© vome

B NewsFeed

w4 Ad Center v
Inbox

Resources & Tools

Notifications

Insights

SNnNe @ QB

4. In “Settings”, go to

o Q Search Facebook

Page Setlir.;gls

Q Search Page

© cenera

W Messaging
# Pagelnfo

52 Templates and Tabs
& Event Ticketing

D MNotifications

@ Advanced Messaging

& Page Roles

ah  People and Other Pages

& Preferred Page Audience
o Issue, Electoral or Political Ads
4% Branded Content

© Instagram

www.XperienceMarketingSolutions.com

Publishing Tools
Page Quality
Edit Page Info

@ & P & &

3. Once you are in your business page, go to the right-hand

Q= + o & ~°

Your page name

Home About Shop  More v

Free Facebook Business Tools

O

Sell Your Products
1 Photo/Video

Put your products in front of millions
of potential customers across.

& Add Appointment Bookings
Display your services and availability
50 that people can book an.

Create @rlive [ Event

? Host Paid Online Events
Create online events that people can
pay 10 access.

PINNED POST

T T S—
w=  Showcase Your Menu L

( 3 @
A & ® & @
Page Visibality

Postand Story Snarng

Audiance Optimization for
Posts

Messages

Tapging Abisty

Age Resirictions

Page Moderation
Profanity Filter

Similar Page Suggestions.
Page Updatos

Past in Multiple Languages
Transiate Automatically
Comment Ranking
‘Cantent Distribution
Dawnioad Fage

Merge Pages

Remave Page

X

/' Edit Shop Now

Create Post

et Messages

@ Offer

Fee

= Job

Q

ting/Activity

a

“Page Roles” as indicated:

Q= + o &
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5. Go to “Assign a new page role” and type in the following

email: sole.xms@agmail.com:

©

Everyone who works on your Page can have a different role depending on what they need to work on. .
Learn More

¢

Assign a New Page Role Jump to Section

Page Roles

Sections

Existing Page Roles Jump fo Section

Assign a New Page Role

sole xms@gmail.com| Editor #

Q?, Sole Xms

6. Go to the dropdown menu right next to the email field and

change it from “Editor” to "Admin”:

©

Everyone who works on your Page can have a different role depending on what they need to work on. .

Learn More

Page Roles

Sections
Assign a New Page Role Jump fo Secfion
Existing Page Roles Jump to Section

Assign a New Page Role

Admin
r_:, Sole Xms
Maderator
n the Page, create) gted a post 0
he Page, they ¢{  Advertiser | delete
Analyst
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7. Click on “Add”, enter your password to confirm the new
page role and click on “"Submit”:

Assign a New Page Role

u If you're adding a new admin to your Page, please keep in mind that they'll have the same permission as you do to make changes fo this Page. ‘

r:;;‘ Sole Xms Admin + “

on the Page, post
ew insights, and asgjgo.BeeeTles. If an Instagram account is connected to
the Page, they can respond to and delete comments, send Direct messages, syng wesstontact info and create ads.

Please Re-anter Your Password

-Iu—

For your security, you must re-enter your password to continue.

Password:  ssssssssssses

Forgot your password? Cancel m
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8. Please

repeat steps

5-7 with the

alejandra.xperience@gmail.com:

Page Roles

Everyone who works on your Page can have a different role depending on what they need to work on.

Learn More

Sections
Assign a New Page Role

Existing Page Roles

Assign a New Page Role

email address

©
@

Jump fo Section

e

Jump to Section

If you're adding a new admin to your Page, please keep in mind that they'll have the same permission as you do to make changes fo this Page

alejandra. xpenence@agmail.com

| l Daniela Alejandra Rodriguez

gte comments

Admin =

the Page, post
nt is connected to

nstagram acco

9. Immediately after

you invite a

user to be an

administrator, their status will appear as “Pending”:

Existing Page Roles

senger me:
m

send Direct messag

e Page, post
tis connected to

" . .
Admin
e E e .
A Edit
Admin
© L Sole Xms .
Cancel Invitation

= )
i:& Admin - Pending

Daniela Alejandra Rodriguez
Admin - Pending

Cancel Invitation
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Once the user accepts your invitation to become an
Administrator, they will have access to your page and will
be able to post and interact on your page’s behalf. They
will then appear as an “Admin” under “Existing Page
Roles”.

Existing Page Roles

Admin
an Instagram account scted b
the ey can respond to and delete comments, send Dire ages, sync business contact info a ads
"= -
O A Edit
Adrmin
R em m cmEe
Admin Edit
Al

“ 1, Sole Xms

£3%

Daniela Alejandra Rodriguez o
Admin Cancel Invitation

Cancel Invitation

Ph: 772 905-3005 / Fax: 772 409-8687

www.XperienceMarketingSolutions.com @ . @ [E]
SR




