
  
Google Business Page Training 

 

1 
CONTACT ME TO SET UP & OPTIMIZE YOUR GOOGLE BUSINESS PAGE FOR YOU! 

randi@rajemarketing.com or 949-484-5929 

 

Learn how to use  

GOOGLE MY BUSINESS to GROW your 

customer base, trust and online 

presenceéand enhance your ROI today! 
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Google My Business results have become a big part of the online presence of brick and 

mortar businesses and service providers. )Æ ÓÏÍÅÏÎÅ ÓÅÁÒÃÈÅÓ ÆÏÒ ȰÅÌÅÃÔÒÉÃÉÁÎ ÎÅÁÒ ÍÅȱ 

ÏÒ ȰÅÌÅÃÔÒÉÃÉÁÎ Ϲ ,/#!4)/.ȟȱ ÔÈÅÙ do not want to explore websites. They want to find an 

electrician. 

Google understands this and shows real businesses at the top of their search results. 

Our complete guide to Google My Business will show you how to master the platform and 

get the best results for your business in 2020 and beyond. We will show you how to create 

your Google My Business account, list your business, optimize your listing, and more. 

This step-by-step guide will help you understand Google My Business inside and out so 

that you can improve your Google Map rankings, communicate with customers, control 

your online presence, and generate more leads. 

Happy Learning! 
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What Is Google My Business? 

Google My Business (GMB) is a free tool  which allows business owners to manage how 

their business appears on Google Search and Google Maps.  

When prospective customers or clients perform a Google search, they will see a map and 

a list of three to five local listings which are typically nearby and relevant to their query. 

This is called the Local 3/5 Pack and is the Google My Business profile of each business. 

You can see how much information your customers can attain about your business almost 

immediately. Most online users will choose one of the businesses listed at the top of Page 

one.  

The main information a business owner can showcase in their listing includes the 

business name, category, address, hours, phone, website, appointments, reviews, photos, 

videos, questions and answers, products, services, business description. Other 

information can be available for other industries such as hotels and restaurants which 

may have additional options.  

Below is a Knowledge Panel which relays all the information you can provide in your GMB 

profile. The more the profile is filled out, the more information the Knowledge Panel will 

show. 
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This is the Google Local Pack. Most of this information is being pulled from the Google My 

Business listing as well. Ranking in the Local Pack provides a huge boost in reputation, 

recognition, and sales for your business. 
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Google My Business Listings Top Local Search Results 

! ÌÏÃÁÌ ÓÅÁÒÃÈ ÐÈÒÁÓÅ ÉÎÃÌÕÄÅÓ ËÅÙ×ÏÒÄÓ ÌÉËÅ ȰÎÅÁÒ ÍÅȟȱ ÏÒ Á ÓÐÅÃÉÆÉÃ ÌÏÃÁÔÉon like a city, 

district, or address. For local searches, Google no longer gives websites the prime real 

estate. Right beneath the ads, at the top, you do not see the top SERPs. You see the top 

local business listings. And that is a big deal. 

Local ÓÅÁÒÃÈÅÓ ÈÁÖÅ ÂÅÃÏÍÅ Á ÑÕÁÌÉÆÉÅÄ ÓÔÅÐ ÉÎ ÔÈÅ ÂÕÙÅÒȭÓ ÊÏÕÒÎÅÙȢ -ÏÓÔ ÏÆ ÔÈÅ ÔÉÍÅȟ 

consumers that look for more product information on their phone end with a local Google 

search. 

! ×ÈÏÐÐÉÎÇ ψςϷ ÏÆ ÓÍÁÒÔÐÈÏÎÅ ÓÈÏÐÐÅÒÓ ÍÁËÅ Á ȰÎÅÁÒ ÍÅȱ ÏÒ ÌÏÃÁÌ ÓÅÁÒÃÈ ÂÅÆÏÒÅ 

deciding on a business. You do not want to miss out on more than 8 out of 10 potential 

customers. Together with Google Ads for local businesses, this helps you cash in on local 

searches. And that is not the only benefit. 

Knowledge Panel for Branded Searches  

7ÉÔÈ Á 'ÏÏÇÌÅ -Ù "ÕÓÉÎÅÓÓ ÌÉÓÔÉÎÇȟ Á ȰËÎÏ×ÌÅÄÇÅ ÐÁÎÅÌȱ ÆÏÒ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ×ÉÌÌ ÓÈÏ× ÕÐ 

on the right side of the search results for branded or relevant searches. 

You can see the same summary of your business available on Google Maps. Your address, 

average rating, business hours, directions, and some general business information. 

If competitors are running ads against your business name, the knowledge panel can be 

a great way to grab the attention of potential customers instantly. The panel helps draw 

their attention away from Google ads directly below the search bar, to your business. 

Features of Google My Business 

What does Google My Business offer business owners? Here is a few of the most popular 

features: 

Insightsȡ 'ÏÏÇÌÅȭÓ ÄÁÓÈÂÏÁÒÄ ÐÒÏÖÉÄÅÓ ËÅÙ ÃÕÓÔÏÍÅÒ activity and interaction, allowing 

businesses to learn what is workingɂand what is notɂon their listing. In addition, it can 

help them understand their community better as they target new customers. How did 

searchers find your business? Where did they come from? How are your photos 
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performing? Google My Business insights highlight the answers to these questions and 

helps businesses optimize and improve over time. 

Posts: Easily post custom updates and offers on your local listing, inviting customers to 

make return visits and engage further with your business. Updates can be made anytime 

from your phone, tablet, or computer for on-the-go maintenance. Not sure what to post 

about? Try a few ideas we know customers will love, like limited-time offers, contest 

promotions, and partnership announcements. 

Bookings : Allow customers to schedule an appointment or book services directly from 

your listing with a simple click. Integrated scheduling partners help you easily organize, 

track, and manage your bookings in one place. 

Review Management : Did you know? 91% of consumers read online reviews, and 84% 

of people trust reviews as much as personal recommendations from friends. 

Online, reviews are everything. Engage customers in two-way communications as you 

receive and respond to reviews. 

Q&Aȡ 2ÅÓÐÏÎÄ ÔÏ ÃÕÓÔÏÍÅÒÓȭ ÄÉÒÅÃÔ ÑÕÅÓÔÉÏÎÓ ÁÂÏÕÔ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÁÎÄ ÐÉÎ ÆÒÅÑÕÅÎÔÌÙ 

asked inquiries for easy viewing. 

Photos: Strong visuals are crucial for good first impressionsɂand they are key to a more 

well-clicked business listing. Google My Business allows you to upload your best photos 

and videos to entice customers to visit you. 

Accuracy Across the Web: Google is Google. It powers so much of the internet, and many 

third -party sites use Google for their info. Meaning, the business info you post on your 

Google My Business listing helps disseminate consistent and accurate info about your 

business across the web. 

Research shows that 60% of consumers have searched for a business at least six times in 

the last year. So if your business checks these initial boxes, Google My Business could help 

you become a more accurately represented, visible, and visited business. Ready to set up 

ÙÏÕÒ '-" ÌÉÓÔÉÎÇȩ ,ÅÔȭÓ ×ÁÌË ÔÈÒÏÕÇÈ ÔÈÅ ÐÒÏÃÅÓÓ ÓÔÅÐ-by-step. Read further to learn 

how to create, verify, and optimize your Google My Business listing. 
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4ÈÁÎËÓ ÔÏ ÔÏÄÁÙȭÓ ÔÅÃÈÎÏÌÏÇÙȟ it is now faster and easier to promote your product or 

service. According to Search Engine Watch, 50% of the people who use mobile phones for 

local searches end up visiting a store. Considering almost everyone uses a smartphone 

nowadays, can you imagine the potential sales you can get just through organic search 

and Google My Business? 

Creating, verifying, and properly optimizing your Google My Business account is an 

invaluable opportunity, which is why you should utilize this feature to its fullest extent. 

What else can GMB give you? Here some of the other benefits of Google My Business. 

1. GMB Allows You to Appear in Maps and Local Pack Listings 

Notice the highly visible map and the list of business names that appear right on top of 

the page whenever you search for places on Google? That is called the Local Pack, and 

there are two reasons why you should pay attention to it. 

1. It is  Highly Visible  

The Local Pack takes up huge real 

estate on page one of Google search 

ÒÅÓÕÌÔÓȟ ÁÎÄ ÉÔȭÓ ÔÈÅ ÆÉÒÓÔ ÔÈÉÎÇ ÁÎÙ 

Google user will see after they type 

in their query. 

2. It Enables Users to See the 

Information They Need 

briefly  

The Local Pack is a Search Engine 

Results Page (SERP) which 

displays the places related to your 

search. It also includes a bunch of 

other relevant information that 

any potential customer might want access to ɂ ×ÈÅÒÅ ÉÔȭÓ ÌÏÃÁÔÅÄ ÏÎ ÔÈÅ ÍÁÐȟ ÔÈÅ 

ÂÕÓÉÎÅÓÓȭÓ ÃÏÎÔÁÃÔ ÎÕÍÂÅÒ ÉÎ ÃÁÓÅ ÐÏÔÅÎÔÉÁÌ ÃÕÓÔÏÍÅÒÓ ÈÁÖÅ ÁÄÄÉÔÉÏÎÁÌ ÑÕÅÓÔÉÏÎÓ ÏÒ ×ÁÎÔ 
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ÔÏ ÍÁËÅ Á ÑÕÉÃË ÒÅÓÅÒÖÁÔÉÏÎȟ ÓÔÏÒÅ ÈÏÕÒÓȟ ÁÎÄ ÅÖÅÎ ÔÈÅ ÅÓÔÁÂÌÉÓÈÍÅÎÔȭÓ ÓÔÁÒ ÒÁÔÉÎÇȢ )ÔȭÓ Á 

convenient feature for both the business and the customers. 

According to Moz, GMB is the biggest determining factor of local pack rankings. So, if you 

are aiming to connect to your target audience ɂ in this case, the people who are within 

your service area ɂ verifying, updating, and optimizing your online information through 

Google My Business can help. 

2. GMB Allows People to Leave Reviews of Your Business 

One must never underestimate the power of customer reviews, especially when it comes 

to search rankings. Another study by Moz shows that online reviews are thought to make 

up 10% of how search engines rank results. 

Thus, if you want your business to be visible in the search results, using GMB to make it 

easy for your customers to leave positive feedback about your business is a must. Here 

are other reasons why you need people to leave reviews. 

Reviews Improve Local SEO 

Many rely on reviews when 

making decisions about their 

purchases. In fact, as much 

as 93% of customers might be 

influenced by online reviews. In 

other words, almost all of them. 

It is because these little blocks of 

text are testimonies of actual 

ÃÏÎÓÕÍÅÒÓ ×ÈÏ ×ÅÒÅÎȭÔ ÐÁÉÄ ÂÙ 

the company to promote their 

product or service. Thus, people feel that they are more credible, and so, many believe 

what they say. 

More and more people are checking out customer reviews before choosing a local 

business. Since people love reading reviews, search engines use them to rank search 
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results. If you can properly utilize this GMB feature, it can have a huge impact on your 

business. 

Reviews Increase Sales 

Positive reviews matter. They not only improve your search engine ranking but also serve 

as free and reliable ads for your products or services. For instance, customers are more 

confident to try out a product with many positive reviews as opposed to one with a lot of 

criticisms. 

It is important to gain positive reviews but remember that even the best businesses get 

negative reviews. If this happens to you, handle them in a professional matter. Do not take 

these criticisms personally. Instead, use them to improve your product or service. 

Negative reviews, when properly utilized, can provide useful information to help your 

business advance. 

Reviews Show What Customers Think About Your Business  

Reviews provide business owners with a glimpse of how customers see your brand. They 

allow you to view how consumers are taking your products or services, what strategies 

you ought to keep, what things you must change, or the areas you should improve on. 

Whether they are good or bad, reviews can help you understand what your clients think. 

View them logically and take them into consideration. 

3. GMB Provides Insights That Give You Helpful 

Information  

GMB is a helpful tool for your business. It not only 

promotes your product or service; it also helps you 

understand the market. How is this possible? 

Google My Business comes with powerful features that 

provide insights on important areas to assist you in 

creating strategies and in making decisions. This tool 
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enables you to access statistics and insights that can help determine where your audience 

is coming from. 

Views 

GMB can show you the number of views that your business profile, photos, and posts are 

getting. This is especially important to verify the effectiveness of your campaigns ɂ 

×ÈÅÔÈÅÒ ÔÈÅÙ ÁÒÅ ×ÏÒËÉÎÇ ×ÅÌÌ ÁÎÄ ÇÅÔÔÉÎÇ ÔÈÅ ÁÔÔÅÎÔÉÏÎ ÙÏÕ ×ÁÎÔ ÏÒ ÁÒÅÎȭÔ ÄÏÉÎÇ 

anything for your business. 

Search Queries 

GMB provides a report where you can learn and understand how consumers find your 

business. It shows how people are searching ɂ specifically what keywords they input ɂ 

to find your listing. 

Knowing what keywords are relevant to your online presence can help you significantly 

boost traffic. For example, you can dominate relevant long-tail keywords to seriously 

increase clicks to your webpages. GMB can provide this information. 

Engagement 

GMB can show you just how your audience is interacting with your posts. It enables you 

to see what posts they share and what types of comments they leave. This way, you will 

have an idea of the types of material that work well for your business. 

Audience  

GMB has a section where you can find a summary of the profile of people following you. 

9ÏÕ ×ÉÌÌ ÂÅ ÁÂÌÅ ÔÏ ÃÈÅÃË ÏÕÔ ÔÈÅ ÁÇÅ ÇÒÏÕÐÓȟ ÇÅÎÄÅÒȟ ÁÎÄ ÅÖÅÎ ÔÈÅ ÃÏÕÎÔÒÉÅÓ ÔÈÅÙȭÒÅ ÆÒÏÍȢ 

These are all helpful when you are building a campaign. 

Clicks on Website Link  

GMB can also show you the number of clicks on your website link. 
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Quantifying the information and knowing these statistics can help you create sound 

strategies. If you want to improve your audience engagement, website traffic, and boost 

company sales, you should take some time to study the numbers. 

 

 

4. It is Free and Easy to Use 

No matter how helpful a product is, its potential will not be maximized if it is overly costly, 

impractical, and difficult to use. Fortunately, that is not the case when it comes to Google 

My Business. 

This efficient tool is free and easy to use, so even start-ups can utilize it to promote their 

business. Creating and verifying your profile can be done in a matter of hours. In fact, 

there are tools that can get you instantly verified. Once that is done, you are ready to rock 

page one of Google. Plus, it has great tools to help you analyse performance so you can 

ÆÉÎÄ ×ÁÙÓ ÔÏ ÉÍÐÒÏÖÅ ÙÏÕÒ ÂÕÓÉÎÅÓÓȭÓ ÒÁÎËÉÎÇȢ 

Google My Business makes it easy for start-ups and local businesses to promote their 

products and services online by increasing visibility and improving their chances of 

showing up in search results. It can help potential customers to quickly find and contact 

you. It is a free tool that you can make use of to improve your online presence, connect 

×ÉÔÈ ÙÏÕÒ ÃÕÓÔÏÍÅÒÓȟ ÁÎÄ ÉÎÃÒÅÁÓÅ ÙÏÕÒ ÂÕÓÉÎÅÓÓȭÓ ÒÅÖÅÎÕÅȢ 
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Google recently placed the following notice on each listing within the Google My Business 

dashboard. Due to this announcement, update your listings as soon as possible to inform 

your customers of your COVID-19 business operations. See April 22, 2020 for updated 

information.   

 

 

 

Google also placed an alert on all listings to 

bring attention to customers of COVID-19 

effects on business operations. This alert you 

cannot remove from displaying on your 

listings. 

 

Knowledge Panel Covid-19 alert example 

 

 

KEEP YOUR BUSINESS LISTING UPDATES CONSISTENT 

'ÏÏÇÌÅ ÉÓ ÃÏÎÔÉÎÕÁÌÌÙ ÃÒÁ×ÌÉÎÇ ÔÈÅ ×ÅÂ ÔÏ ÇÁÔÈÅÒ ÄÅÔÁÉÌÓ ÁÂÏÕÔ ÙÏÕÒ ÂÕÓÉÎÅÓÓȭ 7ÅÂ 

presence. That said, it is key to keep your GMB and other directories NAP (Name, Address, 

and Phone number) consistent and accurate. Your business details, such as hours and 

links, also play an essential role in listing rank. Search engines will use this data to trigger 

ÙÏÕÒ ÌÉÓÔÉÎÇ ÔÏ ÄÉÓÐÌÁÙ ÉÎ ȰÎÅÁÒ ÍÅȱ ÒÅÓÕÌÔÓ ÁÎÄ ÐÏÔÅÎÔÉÁÌÌÙ ÉÎ ÔÈÅ ,ÏÃÁÌ-3 Pack results. All 

in all, keep your COVID-19 updates constant, accurate, and relevant across all directories. 
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Timeline of March 12, 2020 through April 7, 2020 Suggested Covid -19 updates for 

your Google My Business local listings . 

On March 12, 2020  

1. Change your business hours  

If COVID-19 has caused a change to your business hours, you can log into your 

GMB account to update the times when you will be open or closed. Your new 

operating hours will show when the customer visits your live listing[s].   

2. Update your business description  

Explain whether your business operations have been affected by COVID-19, such 

as delays in order processing, unavailable items, etc. It is also a good idea to 

share information about extra precautions your business is taking, whether it is 

providing additional services to the community or instituting new sanitation 

measures inside your storefront.   

3. Create a post  

Use Posts to share detailed and timely updates about what is going on with your 

business as it relates to COVID-19. For example, add information about what 

products and services you have available, and link to other resources. You can 

continue to use Posts to directly communicate with your customers on a regular 

basis as your business makes necessary adjustments.   

4. Update your phone number  

Make sure your phone number is correct so that customers can reach you.   

 

5. 2ÅÓÐÏÎÄ ÔÏ 1Ǫ!ȭÓ ÐÒÏÍÐÔÌÙ 

Sign into the Google account tied to your Google My Business listing. To answer a 

ÑÕÅÓÔÉÏÎȟ ÎÁÖÉÇÁÔÅ ÔÏ ÙÏÕÒ ÌÉÓÔÉÎÇ ÖÉÁ 'ÏÏÇÌÅ 3ÅÁÒÃÈ ÁÎÄ ÃÌÉÃË Ȱ3ÅÅ ÁÌÌ ÑÕÅÓÔÉÏÎÓ ɉΠɊȟȱ ÕÎÄÅÒ 

ÔÈÅ Ȱ1ÕÅÓÔÉÏÎÓ ÁÎÄ ÁÎÓ×ÅÒÓȱ ÓÅÃÔÉÏÎȢ .ÁÖÉÇÁÔÅ ÔÏ ÔÈÅ ÑÕÅÓÔÉÏÎ ÙÏÕ ×ÁÎÔ ÔÏ ÁÎÓ×ÅÒ ÁÎÄ 

ÃÌÉÃË ȰÁÎÓ×ÅÒȱ ÔÏ ÒÅÐÌÙȢ 
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March 20, 2020 ɀ April 3, 2020  

 

'ÏÏÇÌÅ ÄÉÓÁÂÌÅÄ 2ÅÖÉÅ×ȭÓ ÁÎÄ 1Ǫ!ȭÓ ÓÅÃÔÉÏÎ ÔÅÍÐÏÒÁÒÉÌÙȟ ÏÒ ÕÎÔÉÌ ÆÕÒÔÈÅÒ ÎÏÔÉÃÅȢ 

If your listÉÎÇ ÉÓ ÓÔÉÌÌ ÄÉÓÐÌÁÙÉÎÇ ÔÈÅ ÒÅÖÉÅ×Ó ÁÎÄ 1Ǫ!ȭÓ ÓÅÃÔÉÏÎȟ ÉÔ ×ÉÌÌ ÓÏÏÎ ÂÅÃÏÍÅ 

ÄÉÓÁÂÌÅÄȢ 7ÈÙ 'ÏÏÇÌÅ ÄÉÓÁÂÌÅÄ ÔÈÅ ÒÅÖÉÅ×ȭÓ ÁÎÄ 1Ǫ!ȭÓ ÓÅÃÔÉÏÎ ÉÓ ÂÅÃÁÕÓÅ ÔÈÅÙ ÄÅÔÅÒÍÉÎÅÄ 

ÉÔ ×ÁÓ ÕÎÆÁÉÒ ÆÏÒ ÂÕÓÉÎÅÓÓÅÓȭ ÒÅÐÕÔÁÔÉÏÎÓ ÔÏ ÂÅ ÔÁÒÎÉÓÈÅÄ ÄÕÅ ÔÏ ÔÈÅ ÕÎÆÏÒÅÓÅÅÎ #/6)$-19 

issue. To stay connected with your customers, download the Google My Business app, 

and turn on messaging so your customers can reach you. 

1. Google temporarily brought back the option to mark your business as 

Ȱ4ÅÍÐÏÒÁÒÙ #ÌÏÓÅÄȢȱ 

If your business has temporarily cÌÏÓÅÄȟ ÙÏÕ ÈÁÖÅ ÔÈÅ ÏÐÔÉÏÎ ÔÏ ÕÓÅ ÔÈÅ Ȱ4ÅÍÐÏÒÁÒÙ 

#ÌÏÓÅÄȱ ÏÐÔÉÏÎȢ )Æ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÉÓ ÎÏ× ÄÉÓÐÌÁÙÉÎÇ ÁÓ Ȱ4ÅÍÐÏÒÁÒÙ #ÌÏÓÅÄȱ ×ÈÅÎ ÙÏÕÒ 

listing is live contact your local SEO manager. At this point, listings that are marked as 

Ȱ4ÅÍÐÏÒÁÒÙ #ÌÏÓÅÄȱ ÁÒÅ ÓÔÉÌÌ ÒÁÎËing in the search results. If you make your business 

ÁÓ Ȱ4ÅÍÐÏÒÁÒÙ #ÌÏÓÅÄȟȱ )Ô ÉÓ Á ÇÏÏÄ ÉÄÅÁ ÔÏ ÁÄÄ ÉÎ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÄÅÓÃÒÉÐÔÉÏÎ Á ÍÅÓÓÁÇÅ 

to your customs on why you are temporarily closed due to COVID-19. 

 

2. Update your Business Name  

Google is allowing businesses to edit their business name field to reflect that they 

are offering curb side ÓÅÒÖÉÃÅȟ ÔÁËÅÏÕÔȟ ÁÎÄ ÄÅÌÉÖÅÒÙȢ &ÏÒ ÅØÁÍÐÌÅȟ Ȱ"ÕÓÉÎÅÓÓ .ÁÍÅ 

ɂ $ÅÌÉÖÅÒÙ !ÖÁÉÌÁÂÌÅȢȱ   
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3. Update your special hours or update your business hours  

ǒ If you did not change your business hours on your website, then only update 

your special hours to reflect your COVID-19 hours of operation.  

ǒ If you adjusted your business hours on your website, then you will want to 

update your GMB business hours.   

4. Update your business description  

Explain whether your business operations have been affected 

by COVID-19, such as delivery only, temporarily closed, and 

delay details. Bottom line use the business description to 

inform your customers about extra precautions your 

business is taking, whether it is providing additional services 

to the community or instituting new sanitation measures 

inside your storefront.   

5. Update your attributes   

Select attributes that your business 

provides and attributes your business does 

not provide currently. For example, 

provided are attribute updates for 

ÒÅÓÔÁÕÒÁÎÔÓȡ Ȱ$ÉÎÅ-In, Order-ahead, 

Delivery, Catering, Takeout, Curb side 

pickup, and coming soon In-ÓÔÏÒÅ ÐÉÃËÕÐȢȱ  

 

 

6. Create a Covid-19 post  

Use the new COVID-19 post option to share 

detailed and timely updates about what is 

going on with your business as it relates to COVID-19.   
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April 7, 2020  

 

1. Reviews are back and Q&A section is soon to come!  

Review replies are now available. Over the coming weeks, new user reviews, new 

user photos, short new names, and Q&A will be available. Their availability will 

gradually expand by country and business category. Be sure to respond to all 

positive and negative reviews!   

2. New COVID-19 and Telehealth GMB links for healthcare providers are now  

available.  

Healthcare providers like doctors, therapists, and other medical practitioners can 

ÕÓÅ 'ÏÏÇÌÅ -Ù "ÕÓÉÎÅÓÓ ÔÏ ÃÌÁÉÍ ÁÎÄ ÍÁÎÁÇÅ ÔÈÅÉÒ ÐÒÁÃÔÉÃÅȭÓ ÉÎÆÏȢ '-" ÏÆÆÅÒÓ ÔÈÅ 

option to add details about services like telemedicine and personalize your 

Business Profiles on Google Search and Maps.  

 

April 14, 2020  

 

1. Business description  

Adding a COVID-19 message from the business in your GMB business description is 

no longer an option. If you did not update your business description to include COVID-

19 business details prior to April 7, 2020, then you are now stuck with the business 

description currently implemented. What you can do is use the COVID-19 Google Post 

to inform customers of your current operations. 

2. Business name 

In the early stages of COVID-19 Google recommended to update your business name 

to reflect your business operations, but now Google has become stricter  with business 

ÎÁÍÅ ÃÈÁÎÇÅÓ ÓÉÎÃÅ ÔÈÅ ȰÔÅÍÐÏÒÁÒÙ ÃÌÏÓÅÄȱ ÆÅÁÔÕre was reinstated. For example, you 

ÃÁÎÎÏÔ ÕÐÄÁÔÅ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÎÁÍÅ ÔÏ Ȱ"ÕÓÉÎÅÓÓ .ÁÍÅ ɀ #ÕÒÂÓÉÄÅ ÏÎÌÙȱȢ 'ÏÏÇÌÅ 

experts suggest using the attribute area to provide details regarding your COVID-19 

mailto:randi@rajemarketing.com
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ÂÕÓÉÎÅÓÓ ÏÐÅÒÁÔÉÏÎÓ ÓÕÃÈ ÁÓȡ Ȱ#ÕÒÂÓÉÄÅ ÏÎÌÙȱȟ Ȱ$ÉÎÅ-ÏÕÔȱȟ Ȱ4ÁËÅ-ÏÕÔȱȟ ÁÎÄ Ȱ/ÒÄÅÒ 

ÁÈÅÁÄȱȢ 

April 22, 2020  

1. Google removed listing notice  

4ÈÅ ÆÏÌÌÏ×ÉÎÇ ÎÏÔÉÃÅ Ȱ,ÉÍÉÔÅÄ 'ÏÏÇÌÅ -Ù "ÕÓÉÎÅÓÓ &ÕÎÃÔÉÏÎÁÌÉÔÙȱ ×ÁÓ ÒÅÍÏÖÅÄ ÆÒÏÍ ÅÁÃÈ 

listing within the Google My Business dashboard. Since the alert removal we have noticed 

ticket response times from Google Support have become faster and more frequent.  

It is imperative to incorporate local business listings updates to your digital marketing 

plan during the COVID-19 pandemic. It is the fastest and easiest way to connect with your 

customers, returning and new. Just stay updated with the new rules on 'ÏÏÇÌÅȭÓ main 

website and your listing and business will not be affected during these times. 
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Google My Business is constantly announcing innovative and exciting new features that 

can help both local and national business owners make the most of their listings. We have 

put together a list of our top new elements that Google has rolled out from early 2019 

through mid-2020.  

COVID-19 UPDATES 

Support Links  

Google has rolled out a new feature where businesses can ask for the financial support of 

their customers via gift card purchases or donations.  

Utilizing the COVID-19 Support feature in the posts section of the GMB back end, owners 

can create a post that includes gift card and/or donation links for customers accompanied 

by a short message from the business.  

As of June 2020, Google supports the following providers: for gift card purchases, the 

business website, Square, Toast, Vagaro and Clover; for donations, GoFundMe and PayPal. 

To be eligible for use of this feature, the business must have a physical storefront and the 

GMB listing must have been verified by March 1st, 2020. 
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COVID-19 Scheduling, Hours and Posts 

With social distancing requirements changing 

the way we do business; many businesses have 

adjusted their business operations and hours. 

Google has revamped existing features and 

added new ones to allow business owners to 

share these changes with their customers. In the 
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back end of Google My Business, listing managers are invited to update their online 

estimate links and business hours and add a COVID-19 post.  

The Online Estimate feature draws attention to the 

Appointment Links section of the listing. If your 

business already makes use of the Appointment Link 

feature, selecting the Online Estimate button will 

autofill your existing Appointment Link URL. If your 

business does not already have an Appointment Link, 

you are prompted to one to the appropriate page on 

your website.  

Business hours can be updated in three locations 

in the GMB back end, normal business hours, 

special hours (for holidays, etc.) and under the 

newest feature ɀ More Hours. The More Hours 

section provides space for a business to describe 

business operations such as delivery, takeout, and 

drive-through. For restaurants, the main dining 

services may be closed, but making use of the More 

Hours section alerts customers of these socially 

distant services. 
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Adding a COVID-19 specific post to your Google My Business profile is another new 

feature Google has rolled out because of the pandemic. Accessed under the Posts tab in 

ÔÈÅ ÂÁÃË ÅÎÄȟ ÕÓÅÒÓ ÃÁÎ ÓÅÌÅÃÔ ÔÈÅ Ȱ#/6)$-ρω 5ÐÄÁÔÅȱ ÏÐÔÉÏÎ ÔÏ ÈÉÇÈÌÉÇÈÔ ÂÕÓÉÎÅÓÓ 

updates related to the virus. These posts are prioritized at the top of your GMB profile, 

just below the business name and website link.   

 

Temporary Business Closures  

If your business is temporarily closed due 

to the COVID-19 outbreak, you are now 

able to disclose this information on 

Google My Business. Marking your 

ÂÕÓÉÎÅÓÓ ȰÔÅÍÐÏÒÁÒÉÌÙ ÃÌÏÓÅÄȱ ×ÉÌÌ ÔÒÉÇÇÅÒ 

a red bar below your business name on 

your GMB listing that alerts customers of 

your temporary closure. From an SEO 

standpoint, this change will not affect 

local search ranking and it will be 

treated like open businesses. If your 

business is operating at a modified 

capacity and still offering services such 

as pickup or delivery, do not mark the 

ÂÕÓÉÎÅÓÓ ȰÔÅÍÐÏÒÁÒÉÌÙ ÃÌÏÓÅÄȱ ÁÓ 

functionality showing these services 

will be limited.   

  

ATTRIBUTES 

Under the Info section in GMB, owners can now list attributes of their business as another 

way to stand out to customers and highlight specific services, features, and other business 

qualities. Attributes provide customers with helpful information about your business, 
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featuring amenities such as online-scheduling and Wi-Fi, or wheelchair accessibility, if 

the business is women- or veteran-led. The availability of these attributes depends on the 

type of business you operate, ensuring different types of businesses provide information 

that is relevant to their industry. 

Below is a list of some of the Attributes Google My Business currently offers, but keep in 

mind your business category determines the attributes available for your Business 

Profile, so you will not  see all of these. 

¶ Accessibility 

o Wheelchair accessible elevator 

o Wheelchair accessible entrance 

o Wheelchair accessible parking lot 

o Wheelchair accessible restroom 

o Mobility scooter rental 

¶ Amenities 

o Gift wrapping 

o Online scheduling 

o Wifi (Free or Paid) 

o Restroom 

o Unisex restroom 

o Bar onsite 

o Good for kids 

o Restaurant 

o Baggage storage 
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¶ Highlights 

o Veteran-Led 

o Women-Led 

o Active military discounts 

o Live performances 

o Play area 

¶ Offerings 

o Same-day delivery 

o Assembly service 

o Installation service 

o Repair services 

o Coat check 

o Help desk 

¶ Payments 

o Cash only 

o Checks 

o Credit Cards (American Express, China Union Pay, Diners Club, Discover, 

JCB, MasterCard, VISA) 

o Debit Cards 

o NFC mobile payments 

¶ Planning 

o LGBTQ friendly 
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o Transgender safe space 

SHORTNAME 

Sharing your GMB profile is now easier than ever. The short names feature has cleaned 

up long, messy URLs. Located in the Info tab on GMB, you can add a short name for your 

business by clicking on the @ symbol. Once completed, you are ready to share your new, 

clean listing URL. 

SERVICE AREAS 

3ÔÒÕÇÇÌÉÎÇ ×ÉÔÈ ÌÏÃÁÌ 3%/ ÂÅÃÁÕÓÅ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÄÏÅÓÎȭÔ ÈÁÖÅ Á ÐÈÙÓÉÃÁÌ ÌÏÃÁÔÉÏÎȩ 4ÈÅ 

new Service Areas feature on GMB addresses that problem. Service Area Businesses can 

now define their service areas by region, city, or ZIP code without having a physical 

business address. 

PRODUCTS 

Google recently rolled out their new Products feature, which allows businesses to 

catalogue their products right on their GMB profile. This feature is a great way to 

stimulate consumer interaction, all without leaving your GMB profile. Users can scroll 

thr ough a carousel of product images, each opening into their own page with more 

details, pricing, and related products from your business.  

Each individual product page is an opportunity for a link to its relative page on your 

ÂÕÓÉÎÅÓÓȭ ×ÅÂÓÉÔÅȢ 0ÒÏÄÕÃÔÓ ÃÁÎ be grouped into Collections, allowing businesses to 

organize the listing as you see fit.  
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SOCIAL ICONS 

Google My Business has been hot and cold about linking social profiles to local business 

listings, but it looks like they are here to stay! Located at the very bottom of the 

knowledge panel, icons for Facebook, Instagram, LinkedIn, Twitter, YouTube, Myspace, 

Pinterest, SoundCloud, and Tumblr can be displayed. The process of adding these social 

links deviates from the norm, requiring some quick coding that will alert Google which 

social profiles are associated with your business website. With the help of 'ÏÏÇÌÅȭÓ 
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https://www.google.com/webmasters/markup-helper/u/0/
https://searchenginesmarketer.com/wp-content/uploads/2019/08/GMB-Products-3-The-Fence-Guys.png


  
Google Business Page Training 

 

35 
CONTACT ME TO SET UP & OPTIMIZE YOUR GOOGLE BUSINESS PAGE FOR YOU! 

randi@rajemarketing.com or 949-484-5929 

Structured Data Markup Helper, generating this code is as easy as copying and pasting 

ÁÆÔÅÒ ÙÏÕÒ ÓÉÔÅȭÓ ЃÈÅÁÄÅÒЄ ÃÏÄÅȢ 

 

GOOGLE MARKETING KIT 

The Google Marketing Kit gives businesses the ability to showcase outstanding customer 

reviews from Google My Business on other platforms and in real life! Users can now 

create custom posters, social posts, and videos that highlight 5-star reviews, and other 

business details. The Google Marketing Kit even offers free stickers to businesses that 

promote interaction with their GMB profile, inviting customers to review, follow, or book 

with the business on Google. 
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PHOTOS & VIDEOS 

GMB now offers businesses more control over photos displayed on their profile. 

Businesses can choose the logo and cover photo that will be highlighted at the top of the 

GMB listing, as well as a variety of additional photos throughout. Logos were previously 

only displayed at the top of the listing but are now featured on Google Maps and search 

results. 

APPOINTMENT URLs & ONLINE RESERVATIONS 

Google My Business now features the ability to provide a second link to your site, known 

as the Appointment URL. This link is meant to direct search users directly to the place on 

your site where they can schedule an appointment, place an order, or contact you for 

more information. User experience is prioritized with this feature, as they are sent exactly 

where they want to go ɀ minimizing the time users spend clicking around on your site in 

search of your contact page or form. For businesses that offer Online Reservations, GMB 

partners with your site to allow users to book without ever leaving your listing! 
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GMB APP EXCLUSIVE FEATURES 

Welcome Offers 

Welcome Offers are a new feature that are, as of now, available exclusively to business 

owners who utilize the Google My Business app. Owners can now create special Welcome 

Offers as a way to incentivize search users, on any platform, to become new followers of 

their business by offering a unique promotion. 

Request a Quote Communications  

Google has rolled out a new messaging feature that allows search users to directly contact 

businesses without ever leaving the Google My Business listing. Business owners now can 

communicate with their customers directly from their GMB app. Once this feature is 

ÔÕÒÎÅÄ ÏÎȟ Á Ȱ2ÅÑÕÅÓÔ Á 1ÕÏÔÅȱ ÏÒ Ȱ'ÅÔ Á 1ÕÏÔÅȱ ÂÕÔÔÏÎ ×ÉÌÌ ÁÐÐÅÁÒ ÏÎ ÔÈÅ '-" ÌÉÓÔÉÎÇȢ 

When clicked on, the button prompts users to select a Service Type, Date and Time 

(When), input their Zip Code and provide optional project details. Service Types are 

determined based on the Services that the business listing has already provided. 

mailto:randi@rajemarketing.com
https://searchenginesmarketer.com/wp-content/uploads/2019/08/GMB-Appointment-URL-Decor-and-Unique-Pieces-DDI.jpg


  
Google Business Page Training 

 

38 
CONTACT ME TO SET UP & OPTIMIZE YOUR GOOGLE BUSINESS PAGE FOR YOU! 

randi@rajemarketing.com or 949-484-5929 
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How to Verify Your Google My Business Listing  

After you have created your listing, you need to convince Google that you are the actual 

business owner. The standard option is to validate your business by receiving a 

confirmation code in a snail mail letter to your business address. 

¶ Verify Via Postcard  

Log in to your Google My Business dashboard. 

Make sure you select the right Google User when logging in. 

If you have just created your listing, you should still see a prompt like this at the top of 

the page: 

 

For most businesses worldwide, a postcard is the only way to verify your business. 
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4ÙÐÅ ÉÎ ÔÈÅ ÃÏÎÔÁÃÔ ÎÁÍÅȟ ÙÏÕÒ ÎÁÍÅ ÏÒ ÔÈÅ ÂÕÓÉÎÅÓÓ Ï×ÎÅÒȭÓȟ ÁÎÄ ÃÌÉÃË Ȱ-ÁÉÌȱ ÔÏ ÐÒÏÃÅÅÄȢ  

After requesting the letter with the verification information, your listing status will still 

look the same, ÁÎÄ ÉÔ ×ÉÌÌ ÓÁÙ Ȱ6ÅÒÉÆÉÃÁÔÉÏÎ ÎÅÅÄÅÄȱ ÕÎÔÉÌ ÙÏÕ ÈÁÖÅ ÒÅÃÅÉÖÅÄ ÔÈÅ ÐÏÓÔÃÁÒÄ 

and entered the code. 

Once you have received the postcard, follow the instructions and enter the code on the 

card to verify your account. 

¶ Verify by Email or Phone  

Select businesses may be able to verify their business by phone or email instead. If your 

ÂÕÓÉÎÅÓÓ ÉÓ ÅÌÉÇÉÂÌÅȟ ÙÏÕ ÍÁÙ ÓÅÌÅÃÔ ÅÉÔÈÅÒ ÏÐÔÉÏÎ ÆÒÏÍ ÔÈÅ ȰÍÏÒÅ ÏÐÔÉÏÎÓȱ ÓÅÃÔÉÏÎȢ 

Confirm that your email or phone number is correct, and then select the verify option. 

Enter the verification code you receive to verify your Google My Business listing. 

How Do you Optimize your  Business Listing on Google? 

To optimize your Google My Business listing, you should focus on three main things: 

¶ Showcase pictures that appeal to your ideal customers. 
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¶ Highlight information that is relevant to your ideal customers. 

¶ Actively respond to and manage your reviews. 

If you want to get to the next level, use business posts to keep customers up to date on 

menus and offers, get a booking button, add a product catalogue, and handle messages 

directly through your profile.  

Choosing the Right Google My Business Category 

If you are unsure of what category is the right category, you can search for the type of 

business you run in Google and 

see what categories your 

competition selected. If you see a 

trend them amongst all of them 

then you can probably assume 

that is the category you should 

choose. 

In the example above we can see 

that most construction 

businesses in the Murray area 

have themselves categorized as 

some type of contractor. 

Feel free to be specific if you 

primarily provide one type of service. 

 

 

Optimizing the Service Section  

¶ From your Google My Business Dashboard go to the Info Screen 

¶ Scroll down until you see the section titled  Services, click on it. 
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¶ You can create a section or add a service to a pre-existing section. 

¶ Once a section is made you can add a Service that you offer. 

¶ You are given the option of listing a price as well. 

¶ Click Add once you have added the info and ÔÈÁÔȭÓ ÉÔȦ 

 

Attributes & Highlights  

The Attributes/Highlights  section allows you to add items depending on the industry 

your business falls into. 

These can include things like: 

¶ Woman-Led 

¶ Veteran-Led 

¶ Wifi  

¶ Wheelchair Accessible 
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Google My Business Photo Guidelines  & Optimization  

¶ Format: JPG or PNG 

¶ Size: Between 10 KB and 5 MB 

¶ Minimum Resolution: 720px × 720px 

¶ Quality: Use high-quality images. They should be in focus and well-lit and have no 

significant alterations or excessive use of filters. In other words, the image should 

represent reality. 

It is especially important to add a profile photo to your listing. Customers who see a nice 

profile photo are a lot more likely to click on your 

listing than another one that does not include a 

photo.  

Ensure that your photos are optimized for SEO by 

naming them appropriately with keywords. You 

can also optimize the photo by geotagging it with a 

location by using free software such as 

https://tool.geoimgr.com/  

Do not upload images with generic file names (or 

fil e names like IMG2018_05_21). Instead, think of 

a proper name like (boxing-up-pizzas-for-hungry-

customers.jpg).  

What Types of Photos Can I Add to Google My 

Business? 

¶ Cover Photos 

¶ Profile Photos 

¶ Other Photos 
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Other people can add photos to your listing as well. Do not just upload random photos of 

your business. Make sure they are high-quality photos with good lighting and 

relevant. Your photos should portray what your business does. 

Also use photos that perform well in both square and landscape mode because your 

images will be formatted as rectangles on phones and squares on desktops. So, make sure 

the primary focal point of your photo is near the middle. 

 

 

 

Profile Photo Size  

 

250 x 250 pixels (minimum 120 x 120; 

maximum 5200 x 5300) 

Cover Photos 

Choose your cover photo carefully as it will be the primary image that appears whenever 

your business is viewed in the search results. 

Get a professional cover photo that will appeal to your ideal customers and as always, 

make sure that it accurately represents your business. 
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A new photo module has also been added to listings. Photos uploaded by the business will 

show up instantly in this module. 

Cover Photo Size 

 

1080 x 608 pixels (minimum 480 x 270; maximum 2120 x 1192) 

Shared Images Size 

 

497 x 373 pixels (minimum width 497; maximum 2048 x 2048) 

Logos 

If you have your logo set it will begin being displayed in the listing as well (like the way 

your favicon is being displayed next to your website listings on mobile searches). You can 

set your logo by going to your GMB Dashboard and clicking on Photos in the left-hand 

menu. 

If you do not already have one set, go ahead and so. You can click the pencil icon next to 

your logo if you want to modify one you have already set in the past. 

Google My Business Video Guidelines 
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Video content performs very well online and is growing rapidly. Do not just add random 

videos. Ensure your videos are not shaky and are not shot in portrait mode. 

Google My Business Video Requirements  

Video posted on your listing must be: 

¶ 30 seconds or shorter 

¶ 100 MB or smaller 

¶ 720p resolution or higher 

Google My Business Review Guidelines 

You want your customers to leave online reviews. You can encourage customers to leave 

reviews by simply asking them and by also responding to reviews that customers to leave 

you. Make sure you are following the rules though. Do not forget to get reviews across 

other major online platforms as well.  

When customers see that you engage with the people who post on your listing it makes 

them much more likely to say something as well. 

¶ If a review is positive, thank the customer. 

¶ If they are negative, be kind and attempt to make things right if you can. 

Do not get into a war with someone just because they leave you a bad online review. 
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How Can I Remove Negative Reviews from My Listing?  

You cannot remove customer reviews from your listing just because it is negative. 

However, Google does allow you to dispute fake reviews. Note that there is no guarantee 

that it will be removed just because you dispute it though. 

How Do I Dispute a Fake Review on My Google Listing? 

¶ From your Business Dashboard click on Reviews (located on the left side) 

¶ Find the review you want to flag, click on the three little dots in the upper-right 

hand corner of the review. 

¶ #ÌÉÃË Ȱ&ÌÁÇ ÁÓ ÉÎÁÐÐÒÏÐÒÉÁÔÅȱ 

¶ You can follow up on the status of your dispute by clicking on the Support option 

from the left-hand menu. 

¶ You can also file a legal removal request form as well. But be aware, the standard 

is set high for libel. If it is something that is extreme, you may want to get legal 

counsel to reach out the legal department at Google. 
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How Do I Turn Off Reviews for My Google Listing?  

There is no way to turn off your reviews on Google. If you do not like the reviews people 

leave your best bet is to respond kindly to those reviews and attempt to resolve the issue. 

Even if it is a fake review; respond to it as if it were a legitimate complaint while you are 

waiting for Google to decide after you have flagged it for a dispute. 

While it may seem unfair or scary to let 

the reputation of your business be in the 

hands of the consumer ɂ the truth is, it 

has always been this way. It is just more 

apparent now. Do not live in fear of 

reviews. Instead, handle yourself 

professionally online when responding to 

them and you will  still look good to the 

people who matter ɂ your ideal 

customers. 

Can I Embed My Google Reviews on My 

Website? 

Yes. There are a variety of options to 

embed your Google reviews on your 

website. 

Activate Your Booking Button  

Having a booking button on your GMB listing can be a powerful addition to your ability 

to generate leads. Businesses in supported regions that have integrated with one of 

'ÏÏÇÌÅȭÓ supported booking/reservation partners will be eligible to active this enhanced 

GMB feature. 

Google My Business Messaging 
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If your business listing has been verified, you can enable messaging. Messaging is a 

powerful tool to utilize, especially if you are trying to attract younger audiences to your 

business. 

)Æ ÙÏÕȭÒÅ ÕÎÃÏÍÆÏÒÔÁÂÌÅ ÈÁÖÉÎÇ ÃÌÉÅÎÔÓ ÔÅØÔ ÙÏÕÒ ÃÅÌÌ ÎÕÍÂÅÒ ÙÏÕ ÃÁÎ ÄÏ×ÎÌÏÁÄ ÔÈÉÒÄ-

party applications or even the official Google Voice app and let them text that application 

instead. They will never know the difference and you can usually restrict the times in 

which an app will send you notifications by 

tweaking your app settings on your phone. 

Do not underestimate how many leads you could 

lose out on by not enabling this option. It is not 

uncommon for a person under 35 to never become 

a lead because they just do not like talking on the 

phone. 

To Enable Messaging for GMB: 

¶ From the Dashboard click on Messages on 

the left-hand side. 

¶ Click Enable 

Google provides extensive guidelines to abide by 

for business owners using the Messaging feature. 

Once enabled, the option to message you will show up for users on mobile. 

Can I Manage GMB Messages from My Desktop Computer? 

Update for June 2020: It is now possible to manage your messages from your desktop 

computer (laptops as well). Google has allowed potential customers to message business 

from Google Maps and Google Search so long as they had Google My Business set up.  The 

downside was that you had to message folks back using your GMB app, as there was no 

way to do it via a computer.  

Google My Business Posts 
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Think of GMB Posts in a similar fashion to posts on Facebook. 

Google offers another avenue to provide potential customers with info about your 

business. Keep things active on Google and maintain an omnichannel approach to 

marketing. 

Where Do Google My Business Posts Appear? 

These posts appear in the posts tab for users on mobile and on Google My Business 

Websites. According to Google, posts may also appear on Maps, Search, and the Overview 

tab for listings based on various signals. 

What Can Google My Business Posts Contain? 

Google My Business Posts can contain text, photos, and videos. 

Types of Posts 

Right now, there are 4 types of posts: 

¶ 7ÈÁÔȭÓ .Å× 0ÏÓÔÓȡ These are posts containing general info you want to provide to 

the public. 

¶ Event Posts: If you are planning on hosting an event, you can use this post to 

promote that. These are great for venues and restaurants, but Universities can 

take advantage of this feature as well. These types of post require: 

o Title 

o Start/End Dates/Times 

You can also add a photo/video to posts like this, CTAs, and other information. 

¶ Offer Posts: If you are offering any type of promo deal you can use this type of post 

to let people know. 

¶ Product Posts: You can use these to really highlight a specific product your 

business sells. For example, a clothing store may highlight a line of shoes they 

carry. 
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How to edit your business on Google 

.ÅÅÄ ÔÏ ÅÄÉÔ ÉÎÆÏÒÍÁÔÉÏÎ ÏÎ ÙÏÕÒ 'ÏÏÇÌÅ -Ù "ÕÓÉÎÅÓÓ ÐÒÏÆÉÌÅȩ (ÅÒÅȭÓ ÈÏ×ȡ 

¶ Sign in to Google My Business. 

¶ /ÐÅÎ ÔÈÅ ÌÏÃÁÔÉÏÎ ÙÏÕȭÄ ÌÉËÅ ÔÏ ÅÄÉÔȢ 

¶ In the menu on the left, click Info. 

¶ Click the pencil icon to make your edits. If you want to remove a section, click 

the X. When you are finished, click Apply. 

Keep in mind that it can take up to 60 days for the edit to appear. There may be some 

information, from other sources, that cannot be edited. 

How to add multiple locations on Google  My Business 

If you have opened a new location or just created a profile and need to add additional 

locations, follow these steps. 

¶ From your Google My Business dashboard, click Manage locations in the left-

hand menu. 

¶ Click the blue Add location button on the right. 

¶ Type in your business name and click Create a new business with this name. 

¶ Fill in the information and request verification. 

Another option is to go to Google Maps and drop a pin on the location you would like 

to add. Click Add a missing place in the left menu. Fill in the details then select Claim 

this business. If you have more than 10 locations, you can add them in bulk. 

How to mark a business or location as temporarily closed  

If you need to close seasonally or temporarily, mark your business as temporarily 

closed. Doing this ensures customers are up to date without affecting your local search 

ranking. 

How to mark your business as temporarily closed:  

1. Sign in to Google My Business. 
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2. Click Info  in the left menu. 

3. Look for the Close this business on Google section on the right. 

4. Click Mark as temporarily closed . 

To set special hours for holidays or other circumstances, click Info  in the left menu, 

then Special Hours. 
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If you have not already created a business listing on Google My Business, it is time for you 

get started and create one. Below, we quickly outline all the necessary steps to creating 

your first listing.  

Step #1: Log in to Your Google Account 

¶ The first thing you need to do is visit google.com/business and click the manage 

now button. 

 

¶ Next, the website will prompt you to log in to an existing Google account. 

¶ The email and username you use for Gmail, Google Docs, Google Analytics, or any 

other Google product will work. 

¶ If you ÄÏÎȭÔ already have a Google account, you need to create one. 

¶ Once logged in, Google will automatically start the process of creating your first 

listing. 

 

 

 

Step #2: Find Your Google Maps Listing if It Exists  
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%ÖÅÎ ÉÆ ÙÏÕȟ ÔÈÅ ÂÕÓÉÎÅÓÓ Ï×ÎÅÒ ÏÒ ÍÁÎÁÇÅÒȟ ÈÁÖÅÎȭÔ created an official business listing 

for Google, your customers may have created a profile for you. It is particularly common 

in typical consumer-facing brick-and-mortar businesses like restaurants, hair salons, 

shoe stores, etc. 

¶ Type in your exact business name and location to check if your business already 

exists on Google Maps. 

¶ If you find an existing listing, select it and move on. 

¶ )Æ ÔÈÅÒÅ ÉÓ ÎÏ ÅØÉÓÔÉÎÇ ÌÉÓÔÉÎÇȟ ÃÌÉÃË ÔÈÅ Ȱ!ÄÄ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÔÏ 'ÏÏÇÌÅȱ ÌÉÎË ÁÔ ÔÈÅ 

bottom of the page. 
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Note: Do not 

Search on Google 

Maps 

¶ If you are 

trying to 

claim 

ownership 

of your 

listing, do 

not do the 

searching 

from within 

Google 

Maps and 

click the 

Ȱ3ÕÇÇÅÓÔ ÁÎ ÅÄÉÔȱ ÏÐÔÉÏÎȢ 

4ÈÉÓ ÆÕÎÃÔÉÏÎ ÔÁÐÓ ÉÎÔÏ 'ÏÏÇÌÅ -ÁÐÓȭ ÓÙÓÔÅÍ ÆÏÒ ÕÓÅÒ-generated content for new 

information  about businesses. 

You can suggest edits, and Google may implement the changes, but you will not have any 

ownership over your profile. 

You will not be able to answer questions or messages or set specific cover images. 

Step #3: Set Your Business Name 

The next step is exceedingly simple. All you must do is type in the name of your business 

ÁÎÄ ÃÌÉÃË ÔÈÅ Ȱ.ÅØÔȱ ÂÕÔÔÏÎȢ 
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If you have a common business name, or if you are managing a chain store/restaurant, 

make sure you include the location in the name. 

Depending on the size of your city, a city, district, or street name will be appropriate. 

Step #4: Choose Your Business Category 

¶ Once you have set the name for your business, Google wants to know how to 

categorize it. 

¶ Focus on getting it right from the get-go, as it will help searchers find your 

business. 

¶ 4ÙÐÉÎÇ ÓÏÍÅÔÈÉÎÇ ÉÎÔÏ ÔÈÅ Ȱ"ÕÓÉÎÅÓÓ ÃÁÔÅÇÏÒÙȱ ÆÉÅÌÄ ×ÉÌÌ ÐÒÏÍÐÔ Á ÄÒÏÐ-down 

menu of related options. 
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¶ Make sure you select a specific option that is relevant to your ideal customers. 

¶ For example, if you are ÍÁÎÁÇÉÎÇ Á ÒÅÓÔÁÕÒÁÎÔȟ ÕÎÌÅÓÓ ÙÏÕȭÒÅ ÉÎ Á ÓÍÁÌÌ ÔÏ×Îȟ ÙÏÕ 

ÐÒÏÂÁÂÌÙ ÄÏÎȭÔ ×ÁÎÔ ÔÏ ÓÅÔÔÌÅ ÆÏÒ Ȱ2ÅÓÔÁÕÒÁÎÔȱ ÁÓ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÃÁÔÅÇÏÒÙȢ 

¶ Choose a suitable option that reflects your cuisine or theme of your restaurant, for 

ÅØÁÍÐÌÅȟ Ȱ*ÁÐÁÎÅÓÅ ÒÅÓÔÁÕÒÁÎÔȱ ÏÒ Ȱ!ÒÔ ÃÁÆÅȢȱ 

¶ /ÎÃÅ ÙÏÕ ÈÁÖÅ ÓÅÔÔÌÅÄ ÏÎ ÔÈÅ ÒÉÇÈÔ ÏÐÔÉÏÎȟ ÃÌÉÃË ÔÈÅ Ȱ.ÅØÔȱ ÂÕÔÔÏÎ ÔÏ ÐÒÏÃÅÅÄȢ 

Step #5: Add Your Business Location  

¶ If you have a physical location for your business, other than a home office, you 

need to add the address of your business. 

¶ First, seleÃÔ Ȱ9ÅÓȱ ÁÎÄ ÃÌÉÃË ÔÈÅ Ȱ.ÅØÔȱ ÂÕÔÔÏÎ ×ÈÅÎ ÐÒÏÍÐÔÅÄ ÉÆ ÙÏÕ ×ÁÎÔ ÔÏ 

register a location. 
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¶ Then, type in your registered street address, including street numbers, building 

names, and floor/room number. 

 

¶ 0ÒÏÃÅÅÄ ×ÉÔÈ ÔÈÅ Ȱ.ÅØÔȱ ÂÕÔÔÏÎȢ 

¶ Google will now show you a list of potential businesses that might be your listing. 
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¶ !ÎÓ×ÅÒ ÔÈÅ Ȱ)Ó ÔÈÉÓ ÙÏÕÒ ÌÉÓÔÉÎÇȩȱ ÐÒÏÍÐÔ ÁÎÄ ÃÌÉÃË Ȱ.ÅØÔȱ ÔÏ ÍÏÖÅ ÏÎȢ 

¶ Finally, Google will want to confirm your location by dropping a pin on the map. 

¶ If you work from home and provide a service, you can set up a box at the UPS store 

ÏÒ ÐÏÓÔ ÏÆÆÉÃÅȢ "Å ÓÕÒÅ ÔÏ ÕÓÅ ÔÈÅ ÆÕÌÌ ÁÄÄÒÅÓÓ ÎÏÔ Ȱ0/ "/8ȱȢ 5ÓÅ Πρπρ ÉÎÓÔÅÁÄȢ 9ÏÕ 

can cancel the box after you receive your verification code if needed. 
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¶ If the original pin Google suggests is ÃÏÒÒÅÃÔȟ ÃÌÉÃË Ȱ.ÅØÔȱ ÔÏ ÃÏÎÆÉÒÍ ÔÈÅ ÌÏÃÁÔÉÏÎ ÏÆ 

your business and move on. 

Step #6 (Optional): Set Your Delivery/Service Area  

¶ If you offer delivery or have a set service area for your business, you can choose 

to register this as well. 

¶ &ÉÒÓÔȟ ÓÅÌÅÃÔ ÔÈÅ Ȱ9ÅÓȟ ) ÁÌÓÏ ÓÅÒÖÅ ÔÈÅÍ ÏÕÔÓÉÄÅ ÍÙ ÌÏÃÁÔÉÏÎȱ ÏÐÔÉÏÎȟ ÁÎÄ ÃÌÉÃË ÔÈÅ 

Ȱ.ÅØÔȱ ÂÕÔÔÏÎȢ 
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¶ From here, you can search and select larger areas in your city that your business 

serves. 

 

¶ /ÎÃÅ ÙÏÕ ÈÁÖÅ ÓÅÌÅÃÔÅÄ ÔÈÅ ÍÁÉÎ ÁÒÅÁÓȟ ÃÌÉÃË ÔÈÅ Ȱ.ÅØÔȱ ÂÕÔÔÏÎ ÔÏ ÓÁÖÅ ÁÎÄ ÍÏÖÅ 

on. 
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¶ You can also edit or add more areas after you have already created your listing. 

Step #7: Set Your Contact Details 

The next step is to register your contact details. 

 

¶ 3ÅÔ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÐÈÏÎÅ ÎÕÍÂÅÒ ÁÎÄ ×ÅÂÓÉÔÅ 52, ÁÎÄ ÃÌÉÃË ÔÈÅ ȰÎÅØÔ ÂÕÔÔÏÎȱ ÔÏ 

move on to the next step. 

Step #8: Toggle Email Notifications  

The last step before you can take your listing live is to toggle whether you want to receive 

tips, recommendations, and notifications about your business profile by email. If you are 

a consumer business with a lot of clients that leave reviews or ask questions, having email 

notifications turned on can help you be prompt with responses. 
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¶ )Æ ÁÌÌ ÙÏÕ ×ÁÎÔ ÉÓ ÔÏ ÃÒÅÁÔÅ ÁÎÄ ÏÐÔÉÍÉÚÅ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÐÒÏÆÉÌÅȟ ÁÎÄ ÙÏÕȭÒÅ ÁÎ ÉÎÂÏØ 

ÚÅÒÏ ÆÏÌÌÏ×ÅÒȟ ÓÅÌÅÃÔ Ȱ.Ïȱ ÁÎÄ ÃÏntinue. 

Step #9: Finalize Your Listing  

¶ You have reached the final step. 

 

#ÌÉÃËÉÎÇ Ȱ&ÉÎÉÓÈȱ ×ÉÌÌ ÓÁÖÅ ÙÏÕÒ ÂÕÓÉÎÅÓÓ ÐÒÏÆÉÌÅ ÁÎÄ ÄÁÔÁȟ ÂÕÔ ÙÏÕȭÒÅ ÎÏÔ ÏÆÆÉÃÉÁÌÌÙ ÉÎ 

control of the listing yet. 
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But before you get full control over your Google listing, and can interact with your 

customers through answering reviews, questions, and messages, you need to verify that 

you are the owner of the business that you created the profile for. 
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Reviews are incredibly important to your business and they can influence customer 

decisions in several ways. This includes both positive and negative reviews. Positive 

reviews may be sponsored or false, whereas no company will pay for negative reviews. 

However, public negative reviews are a way for a business to showcase their customer 

service. These complaints work as a powerful counterweight to increase the validity of 

positive reviews. All of this depends on your business receiving any reviews at all. How 

do you increase Google reviews? 

Here Are Our 11 Tricks to Inc rease Google Reviews 

1. Make Sure Users Can Leave Reviews 

The number one thing you need to do to build up your Google reviews is to make sure 

you have a Google My Business (GMB) page. It may seem obvious, but many small 

businesses do not realize they are not obviously and immediately given a GMB page 

simply because they exist. They need to register the page and fill out the information 

completely.  

Once that page is created, fleshed out and verified, it can begin to collect reviews. Older 

businesses with a Google Places page will find that it has been transferred to a local GMB 

page, offering a solid starting point for a fleshed-out profile.  

2. Ask! 

Most times, the easiest way to get more reviews is to ask for them. Often, your customers 

will purchase a product and have a satisfactory experience using it, but they will never 

think to go back to your page and leave a review. The same goes for services, though some 

industries ɂ hospitality and restaurants in particular ɂ find it easier to accumulate 

reviews. Ideally, they will have followed one of your social media accounts or signed up 

for your newsletter as part of the purchase process. These are avenues you can use to ask 

your customers for honest reviews. Even mediocre reviews are better than no reviews at 

all. 

3. Make it Easy to Leave a Review 
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To gather as many reviews as possible, link as closely to the review form as you can. 

Instead of linking to your basic GMB page or your website itself, link directly to the review 

page. Ensure a user must click as few times as possible to reach the review page. If they 

must hunt through your profile or your website for your GMB Local page and then hunt 

through that page for where to leave a review, they will  turn away.  

Consider each additional step a point of failure where you will lose some percentage of 

your possible reviews.  

4. Avoid Buying or Faking Reviews  

Writing reviews of your own business from personal accounts, buying reviews from 

accounts that leave purchased reviews are all signs that your business has something to 

hide. It is also illegal in many industries such as the medical field. An additional risk of 

purchased reviews is that, when those false accounts are removed, your reviews may be 

removed as well. At the very least, they lose credibility. Do not buy fake reviews. 

5. Get Reviewed Elsewhere 

Bringing in reviews through GMB is one thing, but you do not want to put all your eggs in 

ÏÎÅ ÐÒÏÖÅÒÂÉÁÌ ÂÁÓËÅÔȢ 0ÌÅÎÔÙ ÏÆ ÕÓÅÒÓ ÐÒÅÆÅÒ ÔÏ ÆÉÎÄ ÒÅÖÉÅ×Ó ÔÈÒÏÕÇÈ 9ÅÌÐȟ !ÎÇÉÅȭÓ ,ÉÓÔ ÏÒ 

one of the many other sites offering business reviews.  

If you have no reviews on any of these sites, but plenty on GMB, your reviews look 

purchased. When asking for reviews, ask for them through any popular review site, not 

just Google. Allow your users to choose the site of their preference. Some users will also 

go the extra mile to post reviews on several sites. 

6. Address Negative Reviews Quickly and Personally  

You will inevitably garner a few bad reviews. One- or two-star reviews should be 

addressed as they appear, which means you need to monitor your reviews frequently. Do 

not delete bad reviews; users will know you are doing so, and they do not forget. Instead, 

address each negative review in the comments on that review. Ask the reviewer to get in 

touch with your customer service department and work with them to make things right.  
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If they cannot be satisfied ɂ and some will not  ɂ do not sweat, it. If you can satisfy others, 

ask them to reply to their original review.  

7. Use QR Codes to Link to Review Pages 

Mobile devices are ubiquitous among most shoppers today. This means nearly every 

consumer can scan a QR code and visit the site it links to. Printing a QR code on your 

promotional material, receipts, or any other location that users see is a great way to link 

directly to a review page. This passively and effectively encourages users to leave reviews 

once they scan the code and see where it leads. 

8. Encourage Public Testimonials  

Nearly every business will receive an unsolicited review at some point. These comments, 

when negative, present an opportunity to provide customer service. What do you do, 

then, when they are positive?  

A private communication cannot be taken and used publicly without the permission of 

the sender. What you can do, however, is reply and ask them to post their review on GMB 

and other review sites. This allows you to bring private reviews, which are doing you no 

good, into a public spotlight. 

9. Add a CTA via Your Newsletter 
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The footer of your website and of your newsletter is a great place to add a link to your 

GMB profile, with an attached call-to-action. The users on your mailing list generally like 

your products or services and they are typically willing to leave reviews when they think 

about it and have the time.  

An appropriate time when they often are in the right mindset to leave a review is when 

they are reading your newsletter. A link at the bottom of that newsletter is amazingly 

effective. 

10. Review Partners and Other Bu sinesses 

You do not have to get all your reviews from customers. Many businesses have partners 

in the industry. One trick you can use is to leave reviews of those businesses on their 

pages. It will not  always work, but occasionally those businesses will reciprocate by 

leaving their own reviews on your page. This helps build your business relationship and 

boosts your reviews at the same time. 

11. Provide Review -Worthy Service  

You can use all the tricks in the book to bring in reviews, but they will not  help you if you 

do not provide a stellar service or product worthy of those reviews. If no one is satisfied 

with your service, no one will want to leave a positive review on your page. Make sure 

your customer service is up to snuff and your products are satisfactory. 

You will begin bringing in reviews organically and the rest of these tips will help you 

encourage more. 
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Any business today needs targeted visibility on Google. Most businesses know that this 

requires optimizing their website and Google Ads, but what most do not know is that 

there is a third entity that also needs optimizing: their Google business listing. Officially 

known as your Business Profile, this powerful listing is a dynamic snapshot of your 

business that highlights your best features and enables potential customers to quickly 

find, learn about, and engage with youɂall from the SERP. The best part? It is completely 

free. 

What does an optimized Google Business Profile look like?  

Before we get into the strategies, let us make sure we are on the same page about what 

an optimized Business Profile looks like and why you need one. To help you visualize 

what you are striving for and why, let us look at a mockup of an incomplete Google 

Business Profile versus a complete and optimized one. 
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(ÅÒÅȟ #ÁÒÌȭÓ 'ÏÏÇÌÅ "ÕÓÉÎÅÓÓ 0ÒÏÆÉÌÅ ÉÓ Á ÓÈÏÒÔ ÂÏØȟ ÂÕÔ %ÒÎÉÅȭÓ "ÕÓÉÎÅÓÓ 0ÒÏÆÉÌÅ ×ÏÕÌÄ 

show even more when you scroll. This diagram does not encompass all the features of an 

optimized Google Business Profile, but it does give you an idea of how much more 

attractive and engaging an optimized profile is. 

How to optimize your Google Business Profile  

Now that you see that optimizing your Google Business Profile is the key to getting found 

ÉÎ ÌÏÃÁÌ ÓÅÁÒÃÈȟ ÓÔÁÎÄÉÎÇ ÏÕÔ ÁÂÏÖÅ ÃÏÍÐÅÔÉÔÏÒÓȟ ÁÎÄ ×ÉÎÎÉÎÇ ÃÕÓÔÏÍÅÒÓ ÏÎÌÉÎÅȟ ÉÔȭÓ ÔÉÍÅ 

to get to work on doing just that. Here are 13 ways you can turn your Google Business 

Profile into a 24/7 marketing and lead generation tool for your local business. 

1. Create a Google My Business account 

First and foremost, it is important to note here that a Google Business Profile is a separate 

entity from a Google My Business account. The latter is used to gain access to and 

optimize the former which means that to make the optimizations laid out in this guide, 

you need to have a Google My Business account and then tell Google to connect it with 

your Google Business Profile. 

 To create an account, head to Google.com/business and sign in with the regular 

Google/Gmail account you use for your business (as opposed to your personal Gmail, if 

you have one). 

2. Complete every section  

The completeness of your Google Business Profile not only helps Google to rank you 

higher in local search results, but it also increases the number of actions customers take 

when they find your profile. There is a lot of information to provide, so here are some 

guidelines for prioritizing. 

These aspects of your profile should be completed right away: 

¶ Name 

¶ Address 
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¶ Phone 

¶ Website 

¶ Hours 

These sections take a bit more time and thought: 

¶ Category and Attributes  

¶ Products and services 

¶ From the business 

¶ Questions and answers (Owner-generated queries) 

These sections are ongoing: 

¶ Posts 

¶ Reviews 

¶ Questions and answers (Consumer-generated) 
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3. Be meticulous with contact information  

Here are the steps for optimizing the contact information in your Google Business Profile: 

1. Make sure your business name is identical to the one you use on your store 

signage. In other words, exactly as it appears in the real world. Adding location 

ÎÁÍÅ ɉÕÎÌÅÓÓ ÉÔȭÓ ÉÎ ÙÏÕÒ ÂÒÁÎÄ ÎÁÍÅɊ ÏÒ keywords is considered spam by Google 

and you could be penalized. 

2. Make sure that both your business name and address exactly match your 

other listings across the web. 4ÈÉÓ ÍÅÁÎÓ ÕÓÉÎÇ ȰÓÔȱ ÖÓ ȰÓÔÒÅÅÔȱ ÏÒ ȰÃÏȱ ÖÓ 

ȰÃÏÍÐÁÎÙȱ ÃÏÎÓÉÓÔÅÎÔÌÙȢ 'ÏÏÇÌÅȭÓ ÁÌÇÏÒÉÔÈÍ ÔÁËÅÓ ÔÈÅÓÅ ÉÎÃÏÎÓÉÓÔÅÎÃÉÅÓ ÉÎÔÏ 

account when assessing your credibility. 

3. Indicate both your regular and holiday hours.  This encourages customers to 

visit you and avoids the potential of a negative review left by someone who took 

the trip out to your store only to find it was closed. 

4. 7ÒÉÔÅ ÙÏÕÒ ȰÆÒÏÍ ÔÈÅ ÂÕÓÉÎÅÓÓȱ 

description  

The first thing to note is that the brief 

description that appears just below your 

business name in your Business Profile is 

not actually in your control. This is the 

editorial summary that Google writes to 

ensure consistency across the platform. 

This description is not in your control. But 

the good news is that Google does a fairly 

good job at coming up with descriptions. 

 

 

 

mailto:randi@rajemarketing.com


  
Google Business Page Training 

 

78 
CONTACT ME TO SET UP & OPTIMIZE YOUR GOOGLE BUSINESS PAGE FOR YOU! 

randi@rajemarketing.com or 949-484-5929 

 

 

 

 

 

The description you do have control over 

ÉÓ ÔÈÅ ȰÆÒÏÍ ÔÈÅ ÂÕÓÉÎÅÓÓȱ ÓÅÃÔÉÏÎ ÉÎ ÙÏÕÒ 

Google My Business account dashboard. 

This section appears lower in your 

profile, often under the reviews section.  

 

4Ï ÏÐÔÉÍÉÚÅ ÔÈÅ ȰÆÒÏÍ ÔÈÅ ÂÕÓÉÎÅÓÓȱ ÓÅÃÔÉÏÎ ÏÆ ÙÏÕÒ 'ÏÏÇÌÅ "ÕÓÉÎÅÓÓ 0ÒÏÆÉÌÅȡ 

¶ Use all 750 characters, with key information in the first 250 characters. 

¶ Repurpose content from your "About Us" page or mission statement. 

¶ Use keywords your audience uses to find businesses like yours. 

¶ Do not repeat any information already visible in the other sections of your profile. 

Use this space to talk about what sets you apart from competitors and what 

customers like most about your business. 

¶ Do not include links or HTML. 

5. Choose a category 
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Your category appears in the top portion of your Google Business Profile. 

Google offers a set number of categories, so it is important to choose the correct ones. 

Here is how to optimize your Google Business Profile using categories: 

¶ Be specific. If you are a nail ÓÁÌÏÎȟ ÃÈÏÏÓÅ Ȱ.ÁÉÌ 3ÁÌÏÎȱ ÁÎÄ ÎÏÔ ÊÕÓÔ Ȱ3ÁÌÏÎȢȱ )Æ you 

are Á ÒÅÓÔÁÕÒÁÎÔȟ ÃÈÏÏÓÅ Ȱ%ÇÙÐÔÉÁÎ 2ÅÓÔÁÕÒÁÎÔȟȱ Ȱ!ÍÅÒÉÃÁÎ 2ÅÓÔÁÕÒÁÎÔȟȱ ÅÔÃȢȟ 

ÒÁÔÈÅÒ ÔÈÁÎ ÓÉÍÐÌÙ Ȱ2ÅÓÔÁÕÒÁÎÔȢȱ ! ÄÒÏÐ-down list of categories will appear once 

you start typing, but you can also see a full list of GMB categories here to ensure 

you find the most specific one for your business (there are over 4,000 categories 

ÓÏ ÉÔȭÓ ×ÏÒÔÈ ÔÈÅ ÌÏÏËɊȢ 

¶ Choose secondary categories. Many businesses fall into multiple categories. Set 

your primary category to your chief offering (for example, Ȱ'ÒÏÃÅÒÙ 3ÔÏÒÅȱɊ ÁÎÄ 

ÔÈÅÎ ÃÈÏÏÓÅ ÁÄÄÉÔÉÏÎÁÌ ÃÁÔÅÇÏÒÉÅÓ ÔÈÁÔ ÁÐÐÌÙȟ ÓÕÃÈ ÁÓ Ȱ'ÒÏÃÅÒÙ $ÅÌÉÖÅÒÙ 3ÅÒÖÉÃÅȱ 

ÏÒ Ȱ'ÏÕÒÍÅÔ 'ÒÏÃÅÒÙ 3ÔÏÒÅȢȱ 

¶ Do not overdo it.  You want Google to connect you with consumers who need your 

service, so choose only categories that match your offering. For example, if you are 

ÁÎ ÁÐÐÌÉÁÎÃÅ ÒÅÐÁÉÒ ÂÕÓÉÎÅÓÓȟ ÓÅÌÅÃÔ Ȱ!ÐÐÌÉÁÎÃÅ 2ÅÐÁÉÒȱ ÏÎÌÙȟ ÎÏÔ Ȱ!ÐÐÌÉÁÎÃÅ 0ÁÒÔÓ 

3ÕÐÐÌÉÅÒȢȱ 4ÅÃÈÎÉÃÁÌÌÙ ÙÏÕ ÄÏ ÓÕÐÐÌÙ ÓÅÒÖÉÃÅ ÐÁÒÔÓȟ ÂÕÔ ÔÈÉÓ ÉÓ ÎÏÔ Á ÓÔÁÎÄÁÌÏÎÅ 
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offering of your business. (Pro tip: Do not confuse categories with products or 

attributes, which are separate sections.) 

Also, keep in mind that Google might ask you to verify your business if you edit 

your category list or add multiple. This is just to ensure accuracy across their 

platform. 

6. Select applicable attributes  

As we just mentioned, once you choose a category, Google will give you a list of attributes 

you can check off to further describe your business. Attributes are special features 

that potential customers ÓÅÅË ÏÕÔȟ ÌÉËÅ ȰÇÉÆÔ ÓÈÏÐ on-ÓÉÔÅȱ ÏÒ ȰÆÒÅÅ ×É-ÆÉȢȱ 

 

Attributes are not specific to the Google My Business platform (review sites like Yelp have 

ÔÈÅÍȟ ÔÏÏɊȢ "ÕÔ 'ÏÏÇÌÅȭÓ ÁÔÔÒÉÂÕÔÅÓ ÇÅÔ granularȟ ÌÉËÅ ȰÇÏÏÄ ÆÏÒ ×ÏÒËÉÎÇ ÏÎ ÌÁÐÔÏÐͼ ÏÒ 

ȰÐÏÐÕÌÁÒ ÆÏÒ ÔÒÁÖÅÌÅÒÓȱȢ  

7. Add photos 

According to Google, customers are 42% more likely to request driving directions to a 

business if its Business Profile has photos, and 35% more likely to click through to its 

website. Furthermore, a BrightLocal study showed that businesses with more than 100 

photos get 520% more calls, 2,717% more direction requests, and 1,065% more website 

clicks than the average business.  
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4ÈÉÓ ÄÏÅÓÎȭÔ ÍÅÁÎ ÙÏÕ ÓÈÏÕÌÄ ÇÏ ÃÒÁÚÙ ÁÎÄ ÁÄÄ Á ÈÕÎÄÒÅÄ ÉÍÁÇÅÓ ÔÏ ÙÏÕÒ ÐÒÏÆÉÌÅ ÁÔ ÏÎÃÅȢ 

Follow these tips to use photos to optimize your Google Business Profile: 

¶ Add at least one new photo every seven days. 

¶ For your thumbnail photo, upload your logo. 

¶ For your cover photo, use something that best represents your brandɂÂÕÔ ÄÏÎȭÔ 

fuss over this because Google will display different feature photos depending on 

the search query. 

¶ &ÏÒ ÏÔÈÅÒ ÇÅÎÅÒÁÌ ÐÈÏÔÏÓȟ ÒÅÆÅÒ ÔÏ 'ÏÏÇÌÅȭÓ photo guidelines for specifications, but 

be sure to include happy customers, interior and exterior views, and team photos. 

¶ No stock photos, and no photos with special effects or branding. Google is trying 

to represent your business as it appears in the real world. 

¶ Focus on quality images that have clear depictions (to align with image-enriched 

results). 
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Google will pull a specific photo from a Business Profile and display it directly in local results 

if it matches the keyword searched. 

¶ Geo-tag your photos to further indicate to Google your prominence in your area. 

¶ Add videos, too! 

¶ 5ÓÅ 'ÏÏÇÌÅȭÓ 3ÔÒÅÅÔ 6ÉÅ× ÁÐÐ ÔÏ add a 360º photo to your profile. 

8. Get Google reviews 

If you were to get a list of businesses in search results like the one below, which one would 

you be most likely to choose? The one with four attractive yellow stars or one of the two 

below with no reviews at all? 
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Google knows that reviews are the #1 influence on consumer buying, so this is a key 

ranking factor in their algorithm. You can also see for yourself the impact of reviews on 

ranking. For most searches performed on Google, the first three local results that appear 

ɉÉÎ ×ÈÁÔ ÉÓ ËÎÏ×Î ÁÓ ÔÈÅ Ȱ,ÏÃÁÌ σ-0ÁÃËȱɊ ÁÒÅ ÔÈÅ ÏÎÅÓ ×ÉÔÈ ÍÕÌÔÉÐÌÅ ÒÅÖÉÅ×Ó ÁÎÄ ÓÏÌÉÄ ÓÔÁÒ 

ratings: 
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In addition, Google may also display a Business Profile in search results if it has reviews 

that contain those keywords. Google will embolden keywords in your reviews to further 

validate relevancy. 

To optimize your Google Business Profile with reviews, follow these tips: 

¶ Start with your long-time, loyal customers to get the momentum going. 

¶ Make it as easy as possible for customers by creating a review shortcut link  or 

using 7ÈÉÔÅÓÐÁÒËȭÓ shortcut link generator (both are free). 

¶ Ask! 62% of customers will write a review if asked. Do so via email, text, social 

media, and in-person conversations. 

¶ Remind customers that reviews are not just for your benefit; they help people who 

have the same pain points as them to find a solution and make informed decisions. 

¶ (ÁÖÅ Á Ȱ2ÅÖÉÅ×Óȱ ÐÁÇÅ ÏÎ ÙÏÕÒ website with a CTA to leave one. 
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¶ Respond to reviews. This feedback incentivizes additional customers to leave 

theirs, reveals a lot about your business to prospects, and improves your local 

SEO. 

Be careful not incentivize reviews with discounts, gifts, or cash, thoughɂthat is not 

allowed. 

9. Post to your Google Business Profile  

Just like with social media platforms, you can post to your Google Business Profile about 

announcements, offers, events, and products. Posts are created in your Google My 

Business daÓÈÂÏÁÒÄ ÁÎÄ ÓÈÏ× ÕÐ ÏÎ ÔÈÅ Ȱ5ÐÄÁÔÅÓȱ ÓÅÃÔÉÏÎ ÔÏ×ÁÒÄ ÔÈÅ ÂÏÔÔÏÍ ÏÆ ÙÏÕÒ 

Business Profile. However, they might become more prominent based on the search 

query. 

(ÅÒÅȭÓ ÈÏ× ÐÏÓÔÓ ÈÅÌÐ ÙÏÕ ÔÏ ÏÐÔÉÍÉÚÅ ÙÏÕÒ 'ÏÏÇÌÅ "ÕÓÉÎÅÓÓ 0ÒÏÆÉÌÅȡ 

¶ Posts increase the number of actions taken by consumers who find your profile. 

¶ Posting regularly sends positive ranking signals to Google in the same way that 

adding photos does. 

¶ Consumers have higher intent on search engines versus other posting platforms 

(i.e., Facebook and Instagram, where they are leisurely scrolling), so they are more 

likely to engage with your Google posts. 

¶ Consumers can follow your Business Profile and get notified of new posts and 

updates. 
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Your Google My Business posts will even appear on Mapsɂit's free advertising for your local 

business! 

Here are your tips for optimizing your Google Business Profile with posts: 

¶ Post regularly. Not just to send signals to Google, but also because certain post 

types expire every seven days. 

¶ Use event and offer posts for marketing campaigns that have a timeline. You can 

choose a date range and the posts will stay live for the duration of that timeline. 

¶ Include links and CTAs in every post. 

¶ As of writing this post, there is currently a COVID-19 post type, which we'd 

encourage you to use to effectively communicate with your audience during the 

pandemic. 
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10. Ask and answer questions  

Have you noticed on Amazon that in addition 

to the product description and customer 

reviews, there is a section for questions and 

answers? Google offers the same feature in 

Google Business Profiles. 

 Answers to these questions may be the 

impetus for a customer deciding to choose 

your business. However, this section is 

particularly important to optimize because 

not only can anyone ask a question on a 

ÂÕÓÉÎÅÓÓȭÓ 'ÏÏÇÌÅ ÐÒÏÆÉÌÅ ÂÕÔ ÁÌÓÏ anyone 

can answer . This can lead to inaccurate 

information on your profile, or even worse, 

something like the Q&A on this ÐÉÚÚÁ ÒÅÓÔÁÕÒÁÎÔȭÓ ÐÒÏÆÉÌÅȡ 

You cannot turn off the Q&A feature of your Business Profile, but there are ways to 

optimize it:  

¶ Set up alerts  so you can stay on top of questions and answers posted to your 

profile.  
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¶ Seed your own Q&A 

section.  Make a list of the 

most frequently asked 

questions your business gets. 

Then ask, answer, and upvote your answer on your own profile. This does not go 

ÁÇÁÉÎÓÔ 'ÏÏÇÌÅȭÓ ÔÅÒÍÓ ÁÎÄ ÃÏÎÄÉÔÉÏÎÓȢ )Î ÆÁÃÔȟ 'ÏÏÇÌÅ ÅÎÃÏÕÒÁÇÅÓ ÉÔȢ 

¶ Keep keywords in mind.  Questions and answers that contain keywords can help 

improve your Business Profile's ranking for that keyword. So, keep your keyword 

strategy in mind when seeding your Q&A section, but use them loosely and 

organically, and do not keyword stuff. 

By monitoring and seeding your Q&A section, you can ensure accurate information, 

highlight your best features, and reduce common barriers to entry. 

Note: Google has temporarily suppressed the Q&A section of most Business Profiles right 

now in response to COVID-19, so you may not see this option for yours for a while.  

11. Add products and services  

Adding products and services is especially helpful if your offerings are not made clear in 

your business name. Populating this section also adds content to your profile that can 

help it to rank for even more relevant searches. 

When adding products and services, include the name, description, and price (if 

applicable). The full description will show up once a searcher clicks on the product. Also, 

Google may link to your products from your category section. 
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12. Set up messaging 

This feature gives searchers the option to send a text message to your phone directly from 

your Google Business Profile. With 82% of smartphone shoppers (92% for millennials) 

using their device for local search, this is a great opportunity for customers to get in touch 

with you. 

To enable ÍÅÓÓÁÇÉÎÇȟ ÓÅÌÅÃÔ ÔÈÅ Ȱ-ÅÓÓÁÇÉÎÇȱ ÔÁÂ ÉÎ ÙÏÕÒ 'ÏÏÇÌÅ -Ù "ÕÓÉÎÅÓÓ ÄÁÓÈÂÏÁÒÄȟ 

and you have the option to install this via Google Play or the Apple App Store. 
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Two notes on Google My Business messaging: 

¶ You do not need to worry about displaying your personal ÐÈÏÎÅ ÎÕÍÂÅÒȟ ÁÓ ÙÏÕȭÌÌ 

ÕÓÅ Á ÄÉÆÆÅÒÅÎÔ ÎÕÍÂÅÒ ÖÉÁ 'ÏÏÇÌÅȭÓ !ÌÌÏ ÁÐÐȢ 

¶ Be sure to set up alerts for messages in your Google My Business dashboard. Head 

ÔÏ ÓÅÔÔÉÎÇÓ ÁÎÄ ÃÈÅÃË ÏÆÆ Ȱ#ÕÓÔÏÍÅÒ ÍÅÓÓÁÇÅÓȢȱ 
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13. Maintain your Business Profile with a solid Google My Business strategy  

As you can see, a Google Business Profile is not a one-and-ÄÏÎÅ ÍÁÒËÅÔÉÎÇ ÔÁÓËȢ )ÔȭÓ Á local 

marketing tool that requires ongoing action in order to maximize your benefits. This 

includes: 

¶ Updating information, even as minor as a change in suite number. 

¶ Publishing posts and uploading photos each week. 

¶ Keeping a steady stream of reviews coming in. 

¶ Monitoring and responding to reviews. 

¶ 3ÔÁÙÉÎÇ ÏÎ ÔÏÐ ÏÆ ÎÅ× ÆÅÁÔÕÒÅÓ ÓÏ ÙÏÕ ÃÁÎ ÅÎÓÕÒÅ ÙÏÕȭÒÅ ÕÓÉÎÇ ÙÏÕÒ ÐÒÏÆÉÌÅ ÔÏ ÉÔÓ 

fullest potential. 

Just like any Google SEO strategy, your Google My Business strategy should center around 

providing as much quality information about your business as possible ɂyour website, 

review site profiles, and even your social media accounts. So, focus on using your Google 

My Business dashboard to get your Business Profile to represent your business as 

accurately and thoroughly as possible, and then make sure to maintain this, and you will 

reap its benefits. 
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What is Google My Business and Local SEO? 

Have you come across something like the image on the search engine? 

 This is called 

the local search 

result , the result 

of a local search. 

Local means 

relating to an 

area or region. 

A local search is a 

search that 

references a 

product or 

service that is 

typically consumed locally ȟ ÓÕÃÈ ÁÓ ȰÒÅÓÔÁÕÒÁÎÔÓȱ ÏÒ ȰÎÁÉÌ ÓÁÌÏÎȱȟ ÉÓ ÁÎ ÉÍÐÌÉÃÉÔ ÌÏÃÁÌ 

ÓÅÁÒÃÈȢ !Î ÅØÁÍÐÌÅ ÏÆ Á ÌÏÃÁÌ ÓÅÁÒÃÈ ×ÏÕÌÄ ÂÅȟ Ȱ'ÏÏÄ #ÈÉÎÅÓÅ &ÏÏÄ ÉÎ .Å× 9ÏÒËȱ. 

When you do a local search, the search engine result page shows you a 3 pack. It is just 

like the one in the image above. 

)Ô ÃÌÅÁÒÌÙ ÈÅÌÐÓ ÔÏ ÂÏÏÓÔ ÙÏÕÒ ÂÕÓÉÎÅÓÓȭ ÖÉÓÉÂÉÌÉÔÙȢ 4ÈÅÒÅ ÁÒÅ ÓÅÖÅÒÁÌ ÂÕÓÉÎÅÓÓÅÓ ÌÉËÅ ÙÏÕÒÓȢ 

So, how can your business be a part of the 3 pack? 

To answer the question above, your business can be a part of the 3 pack by doing Local 

SEO. 

What is Local SEO? 

Local SEO is the optimization  of your business listing for your local audience. It is a set 

of activities carried out which purely focuses on getting your listing shown at the top of 

the search engine. It is like standard SEO except in this context, it is to rank locally . But 

before you do Local SEO, you need a Google My Business Listing. 
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What is Google My Business (GMB)? 

Google My Business is a service operated by Google for business owners. It allows 

business owners to create a business profile on Google for free . The business profile will 

provide users with important details which include address, hours, and phone number. 

 

It is also an essential tool to manage how your site shows in the Google Knowledge Graph 

and Google Maps. The information from the profile may be featured in the 3 pack or 

individually at the top of the search result.   

It is very simple process to create a GMB listing. Easy and Free. 

Note: You need to constantly update your Google My Business listing whenever necessary. 

Businesses experience change occasionally like change in address, menu, and phone number. 

Local Ranking Factors for Google My Business 

According to Google My Business, Google decides local ranking based on 3 main factors. 

They are relevance, distance, and prominence. 
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¶ Relevance: the similarity  ÂÅÔ×ÅÅÎ ÔÈÅ ÌÏÃÁÌ ÌÉÓÔÉÎÇ ÁÎÄ ÔÈÅ ÕÓÅÒÓȭ ÓÅÁÒÃÈȢ 

¶ Distance: the proximity  of the potential search result with the location searched. 

¶ Prominence: the popularity  of a business. Takes into consideration popularity in 

the offline world as well as information obtained by Google from across the web. 

"ÕÔȣ ÙÏÕ ÃÁÎ improve  your local ranking as well by doing the following: 

1. Enter complete data  

First things first, you need to include all information available regarding your business, 

so users understand your business better. When they understand your business, they are 

more likely to engage with your business. 

2. Provide accurate data  

Yes, more data allows users to understand your business better, but they are utterly 

useless if they are inaccurate. It may even leave a bad impression and experience for the 

users. Ensure that you keep your hours, location, and other important data accurate. 

How to do Local SEO? 

There are many ways you can do Local SEO. We will l ist down a few that have a significant 

impact here.  

1. Google My Business 

Once you have your GMB listing, it is time to optimize it. Take note of the information in 

the Knowledge Graph and work on the details you want to show to your users. Here are 

a few things you can do: 

¶ Add photos and videos  

¶ Write an enticing business description  

¶ Create Google My Business Q&A 

¶ Create Google My Business Posts 
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¶ Add a Menu and Product Collection  

Note: According to a case study by Moz, Google My Business is the number 1 My Business 

Signals. 

2. NAP Citations 

NAP stands for Name, Address, and Phone. To optimize locally, you will need to provide 

accurate NAP information. According to the case study by Moz, which was mentioned 

earlier, Citation signals account for 13% of the ranking factor. 

Studies have found that 93% of consumers say they are frustrated by incorrect 

information in online directories and 71% of consumers had a negative experience 

because of incorrect local business information found online. 

So, pay close attention and ensure that you give accurate data. You would not want your 

audience to visit you at the wrong location, would you? Or visit the wrong website if you 

ÄÏÎȭÔ ÈÁÖÅ Á ÂÒÉÃË ÁÎÄ ÍÏÒÔÁÒ ÌÏÃÁÔÉÏÎȢ 

3. Local Reviews 

As Google mentioned, Google takes into consideration the information found on the web. 

Local reviews will have an impact on local search ranking. So, start encouraging your 

customers to leave a review of your business. Be it good or bad, always remember to reply 

so users know that you take your customers seriously.  

Having your business profile on the search engine makes you visible. But local SEO will 

help you optimize for local search. Take the case of local 3 pack, if you are not in the local 

3 pack, chances are your prospect will head to another business. 
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