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The Checklist

The Basics

_| Claim

_| Verify

| Website

| Category

| Business Hours
| Description

Optimization
_| Photos
_| Attributes
| Menu or Services
| Booking
| Posts
| Messaging
| Q&A

| Reviews
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Claim Your Listing

1. Go to google.com/business

2. Create or sign in to your Google Account.

3. Enter your business name and select next.

4, Enter the street address of your business and hit next.

4a. If you have a service-based business check the box for I deliver goods
and services to my customers (it's not a store) only show region - click next.
4b. Select a delivery area option and hit next.
. Add a business category using the search field.
. Enter a phone number for your business.
. Click Continue

Verify Your Listing

Verify By Postcard
1. On the postcard request screen make sure your business address is

entered correctly.

2. Click Send Postcard. It should arrive within 14 days.

3. When your postcard arrives log into Google My Business and select the
location you want to verify.

4., Click the Verify Now button.

5. Enter the 5-digit verification code for your business. Click submit.

Some businesses are eligible to verify their business listing in another way.
(Click the verification process to learn more)

Verify By Phone

Verify By Email

Instant Verification (If you've verified a business before)
Bulk Verification (For 10+ locations)
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Add Details To Your Listing

Add Your Website
1. Select Info from the menu.

2. Click URLs
3. Add in your URL. If you have a Local Page use that URL.

Select Secondary Categories
Businesses can add up to 9 additional categories

1. Select the pencil icon next to your primary category.

2. Click Add Another Category and select the categories you would like
to add. Be as specific as possible and only use categories that relate
to your business.

Define Business Hours
1. Select Info from the menu.

2. Click the hours section.
3. Choose a day of the week then use the toggle to indicate your

business is open.

4. Click the arrow and select Opens at then set a time. Do the same for
closing by selecting Closes at.

5. Finish setting your weekly hours then hit apply.

Add a Business Description
1. Select Info from the menu.

2. Click Add Business Description.

3. Write your business descriptions and
select apply. Write a brief description of your business. Learn

* Some categories do not allow for the s

business to add a description.

** Google has specific guidelines for

descriptions review them here.

From the business

0750

CANCEL  APPLY

Please note: Edits may be reviewed for quality and can
take up to 3 days to be published. Learn more
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Optimize Your Listing

Add Photos

Businesses listings with photos receive 42% more driving directions.

1. From the menu click Photos.

2. Chose the type of photo or video you would like to add.

3. Upload the photo or video.

Set Attributes
Let your customers know what to expect when

they visit your business. Attributes are things

like wi-fi, outdoor seating, or LGBTQ friendly.

1. Click Info

2. Click the pencil next to the Attributes section.
You can search or scroll to find the attributes
you want to add.

3. When finished click Apply.

Add a Menu or Services

Depending on your primary category, some
businesses may be eligible to add a menu or list
of services to their listing.

1. Click Info

2. Select Menu or Services.

3. Name the menu section.

4. Add a title, description, and price for each item.

4 About Breakfast Republic

Fun spot for inventive breakfast plates plus craft
beer & cocktails in hip, quirky surrounds.
Highlights

' Great coffee
+ QOutdoor seating

Popular for

+ Breakfast

Accessibility

 Wheelchai

entrance

" Wheelchair
ible seating

Offerings

+ Alcohol v Beer

v Cocktails v Coffee

+ Comfort food " Hard liguor
~" Healthy options ' Organic dishes

~ Vegetarian options v Wine

Dining options

+ Breakfast v Dessert
+ Table service  Takeout

There is also an option to use a third-party source to display your menu

or services.

Set Up Booking

1. In the bookings section select Choose A Booking Provider

2. Sign up with the provider of your choice.

3. Within one week your booking account will be linked to your

listing.
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Engage With The Community

Google Posts

One of the best ways to optimize your Google §7 O T e
Listing is by adding Google Posts. The Meling Pot

1. Go to your Google My Business Dashboard. i

2. Select the location you would like to manage.

3. Click Create Post.

4., Select the post type.

5. Add your photo or video, text, offer, and
button.

6. Click Preview to see the post before you s o IR
publish. S SEMTERTA NMENT COVERED,

7. Hit Publish in the top right corner of the Kids Eat Free

Aug 26 - Sop &

preview page if you are happy with your post. Bing e i i e somo o el the

mrstle and bustie of the school year starts. Kids Eat
Frea Augurst 26 through September 6, va... More

= R

Learn mong -

Turn on Messaging
Turning on messaging is a great way to connect

with your customers.

1. Open the Google My Business App (Mobile only)
2. Select the location you would like to manage.

3. Tap Customers.

4. Tap Messages.

5. Tap Turn On.

Answer Questions From The Community
Anyone can ask and answer questions about your business in the GMB

Q&A section. Control the conversation by answering questions before
misinformation about your business spreads.

1. Your GMB account will notify you of new questions.

2. Next to the question click Answer.

3. To edit or delete your answer click the 3 dots and select an option.
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Manage Your Reviews

Getting Reviews
Once your listing is completely set up you can start asking customers to

leave a review.

1. Remind your customers to leave reviews.
2. You can do this in person or create and share a link asking them to
leave a review on your listing.
2a. Search for your business on your computer.
2b. Find your business and click Write A Review.
2c. Copy and paste the URL you see in your address bar.
Remember: Don't gate negative reviews, if you ask people to leave you a
Google review, it must be published to your public listing.

& ThelocalEatery&Dri.. Q & i Responding to Reviews
e osrs wenu mevewe  nsour Businesses who respond to reviews not only

@ = s rank higher but they create more returning
3 13 reviews-5 photos

PP - and new customers.

We've been coming to the Local for a while..

fahcalbefors tha remocljand thebess Bston 1. Click Reviews from the menu.

the tvs is the absolute worst! You can hardly

el b s Click Respond to reply to a customer review.

change so rapidly. Also would be nice if you
would disclose the price of the beers to your

patons I's ust ot a verydescrive st and Write a response and click Submit.

it should be. The Cali cream ale is on nitro and
it's NOT listed that way on your menu, As
we've been coming here for years |'ve always
inquired about a paper beer menu for the
table.

1y Like

Response from the owner
2 months ago

Hi, Garrie! We've met with TapHunter, the
provider of the beers on the screens. We are
working on improving it and hope to have a fix
soon! Thanks for the feedback and for being a
loyal customer over the years!

Benjamin Flores
Local Guide-46 reviews-25 photos

% % % % amonth ago
The food was good, the beer was good, the
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Multi-Location
Listing Management

Need help maintaining your listings? Trust our professional
local listing management team to manage your listing
information and optimization for you. Each year, an estimated
$10.3 billion are lost due to inaccurate online business
listings. With Chatmeter you can be sure your listings are
always clean, up-to-date, and duplicate free.

TAKE CONTROL OF YOUR LISTINGS.
GET STARTED WITH A FREE BRAND AUDIT AT
CHATMETER.COM
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