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Creating a Meta Ad Account 
It is essential that you have an ad account to participate in the practical exercises 

that occur during the training. Create your ad account on the browser version of 

Facebook via Facebook.com.  

 

Step 1: Go to Business Settings 
• Navigate to your Meta Business Suite. The MBS is accessible from your Facebook 

Page.  Navigate to your page (on your computer browser), and click the link on the 

left for the Meta Business Suite.  

• Choose the correct business if you manage multiple.  Select the correct business 

from the dropdown list at the top left.  

• Click the gear icon (⚙️) in the left-hand menu to access Business Settings/Business 

Portfolio. 

 

Step 2: Go to “Ad Accounts” 
• In the left-hand menu, under Accounts, click Ad Accounts. 

• If you have an ad account, it will be listed under the name section. If you do not have 
an ad account, please create one. 

• Click the blue “Add” button (top right) > then select “Create a new ad account”. 
 

 

Step 3: Enter Ad Account Details 
Fill in: 

• Ad account name (e.g. "Wild Atlantic Tours Ads") 

• Time zone (e.g. GMT+1 Dublin/London) 
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• Currency (usually EUR – Euro) 

• Payment method – you can add this 
later if needed. 

• Click Next. 
 
 

Step 4: Assign Permissions 
• Choose who in the business should 

have access to the ad account. 
Click Assign People and choose 
from the list of people that have 
access to your Business Portfolio.  

• Choose what level of access you want to give them.  
 

If you need to add a new Administrator and give them access to the Ad Account, 
follow these steps.  
 
 

Adding an Administrator 

Step 1: add a new user 
• In the left-hand menu, under Users, click People. 

• Click the blue “Invite people” button (top right). This person must have a Facebook 
account, and they must have an email registered on their account.  

• Add the email address of the new user. This is the email they use to access their 
Facebook account.  

• Decide on the level of access you want to give them  
o Temporary Access 
o Partial Access 
o Full Control  
o Click next  

 



4 
 

 

Step 2: Assign Assets  
• Decide what assets you would like this new user to have access to and at what level.  

o Select the asset type in the first column 

o Select the asset e.g. which ad account would you like them to have access to  

o Select the permissions 

• Click next and review the invitation. Click the blue button Send Invitation  

• The user will be emailed instructions from Meta/Facebook to complete.  

 


