
Account handoff · Meta (Facebook / Instagram)
Last checked: October 2026 · Managed by: ____________________ (organisation fills this in)

What this is
The organisation's Facebook Page and, often, its connected Instagram account.

Who owns the login?
• Business / Page owner: ____________________

• Primary person with full control: ____________________

• Agency / volunteer access: ____________________

Assign staff via Meta Business Suite with individual Facebook accounts. Never share a personal Facebook password.
Full control can add people, remove people (including you), or delete the Page.

Before you start
Use only an account you have permission to use. If you do not know which account to use, or cannot sign in, stop and
ask the named account owner. Never share or write down a password or sign-in code.

Steps to follow
1 Do not share someone's personal Facebook password.

2 Open business.facebook.com and sign in with the profile that has Page access. Check the right Page is selected.

3 The person with full control gives other people the access they need.

4 Give ordinary helpers task or partial access when that is enough.

5 Use full control only for people who must manage access or settings.

6 To reply to a review or message: open Inbox, pick Reviews or Messages, write a short calm reply, then Send or
Post.

7 When someone leaves, remove their Page / business access. If Instagram is linked, check that access too.

If the screen looks different, stop before changing settings. Use the official help link below or ask the account owner for help.

Official help (US links; region may differ)
Add people and assign a business asset: https://www.facebook.com/business/help/2169003770027706
About Facebook Page access: https://www.facebook.com/business/help/152071822895768
Give, edit or remove Facebook Page access: https://www.facebook.com/help/187316341316631

Warning / troubleshooting

• Full control is powerful. Someone with full control can remove you or delete the Page.
• If you cannot see reviews, make sure you are toggled into the Business Page, not your personal profile.

Do not
• Do not share personal Facebook credentials across the team.

• Do not delete negative feedback unless it violates community standards.

• Do not offer money or free items in exchange for removing a negative review.

• Never put passwords or MFA codes on this sheet.

Longer guide
https://jadexzhao.github.io/jadexzhao/handoff-meta-facebook.html

Footer: Who owns this account? ____________________ · Backup: ____________________ · Credentials live in the password manager only · When
someone leaves, remove their access · When something is wrong, use Official help above · Last checked: October 2026 · Checked by:
____________________ · Jade Zhao · independent guide, not affiliated with the platform · Never put the password on this sheet.
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