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Introduction

If you own a business, it's imperative that you get yourself on Google! This guide
helps walk you through the steps to having a successful listing on Google Business
Profile and Google Maps. No website required! | have been helping people get
found on Google since 1999. This booklet will help any business owner get set up
properly and if you follow the instructions closely, you will be found by your

customers on Google.

To your success,

Denise Chapman




Comprehensive Guide to Setting Up Your Business on
Google Business Profile and Google Maps

Table of Contents

1. Introduction to Google Business Profile and Google Maps

o Overview of Google Business Profile (GBP)

o Importance of Google Maps for Local Businesses

o Benefits of GBP and Maps for Online Visibility
2. Preparing to Create Your Google Business Profile

o Gather Essential Information

o Verify Your Business Eligibility

o Understanding Google's Policies for Businesses
3. Step-by-Step Guide to Setting Up Your Google Business Profile
Create or Claim Your Business Listing
Fill Out Your Business Details Accurately
Add Your Business Location
Setting Business Hours and Categories
Write a Compelling Business Description
Upload High-Quality Photos and Videos
4. Optimizing Your Google Business Profile for Maximum Visibility
Selecting the Right Business Categories
How to Use Keywords in Your Business Description
Importance of Consistent NAP (Name, Address, Phone)
Best Practices for Adding Business Photos
Creating an FAQ Section with User-Friendly Responses
5. Managing and Responding to Customer Reviews
Encouraging Positive Customer Reviews
How to Respond to Reviews (Positive and Negative)
Managing Negative Feedback Professionally
Using Reviews to Improve Your Business Profile

o

(e}

o

(0]

o

o

o

o

(e}

o

(0]

o

(e}

o

o



Comprehensive Guide to Setting Up Your Business on
Google Business Profile and Google Maps

6. How to Appear on Google Maps

Linking Your Business Profile to Google Maps
Using “Near Me" Search Optimization

How Google Maps Rankings Work

(e}

o

(0]

o

The Role of Proximity, Relevance, and Prominence in Map Listings
7. Leveraging Google Business Features for Growth

Google Posts: Asnnouncements, Promotions, and Events

How to Add Products and Services

Taking Advantage of Q&A Section

Using Insights and Analytics to Track Performance

8. Verifying and Managing Your Business on Google

Verification Methods: Postcard, Phone, or Email

How to Troubleshoot Verification Issues

(e}

o

o

(e}

(0]

o

o

Managing Your Business Listing: Updates, Edits, and Temporary Closures

(e}

Transferring or Removing Ownership of a Listing

9. Advanced Tips for Enhancing Your Google Business Profile
How to Use Google Ads with Your Business Profile

The Impact of Virtual Tours on Customer Engagement
Seasonal or Event-Based Promotions

Partnering with Other Local Businesses for Joint Marketing
10. Common Mistakes to Avoid

Inconsistent Information Across Platforms

Ilgnoring Customer Reviews

Neglecting Regular Profile Updates

Violating Google's Guidelines

11. Monitoring and Maintaining Your Google Business Profile

How to Handle Business Changes (Relocation, Hours, etc.)
Using Google's Tools to Track Traffic and Conversions
Ongoing Optimization for New Features and Updates
Importance of Regularly Engaging with Your Audience

o

(e}

o

(0]

o

o

o

o

o

(0]

o

o



Comprehensive Guide to Setting Up Your Business on
Google Business Profile and Google Maps

1. Introduction to Google Business Profile and Google Maps

A Google Business Profile (GBP) is a free tool that helps businesses manage their
online presence across Google, including Search and Maps. It enables business
owners to verify their business information, interact with customers, and enhance
their visibility to local consumers. Coupled with Google Maps, it provides users with
accurate information on your location, services, and hours of operation, ensuring

your business can be found by potential customers near and far.

Why it Matters:

e Local Visibility: The majority of people use Google to find local businesses,
making GBP crucial for discoverability.

o Trust & Credibility: A verified business listing with reviews, photos, and updates
builds trust with potential customers.

o SEO Benefits: A well-optimized Google Business Profile improves local SEO,
enhancing your ranking in search results.

2. Preparing to Create Your Google Business Profile
Before setting up your business profile, it's essential to gather the necessary
information and confirm that your business complies with Google's eligibility

guidelines.
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Gather Essential Information

Youll need:

Business Name

Address

Phone Number

Website URL (if applicable)
Business Hours

Categories and Services

Verify Your Business Eligibility

Ensure your business is eligible for a Google Business Profile. According to Google,
you must serve customers in person (either a storefront or service area) to qualify.
This includes retail stores, restaurants, and service businesses like plumbers or

landscapers.

Understand Google’s Policies

It's important to review Google's guidelines for representing your business online to
avoid suspension. Your business name should reflect its real-world name, and your
address should be accurate. Misleading information can result in your profile being

removed.
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3. Step-by-Step Guide to Setting Up Your Google Business Profile

Create or Claim Your Business Listing

If your business is new, visit the Google Business Profile page to create a new
profile. If an unclaimed profile for your business exists, you can claim ownership

through a verification process.

Fill Out Your Business Details

Complete every field with accurate information, including your business name,
address, phone number, website, and email. Make sure this information matches

your other online listings for consistency.

Add Your Business Location

If you have a physical storefront, add your precise business location on the map. If
you operate a service-area business, you can set up your profile to display the

general areas you serve without displaying a specific address.

Set Business Hours and Categories

List your opening and closing hours clearly, including special hours for holidays.
Select a primary business category (e.g. "Coffee Shop'), and add any relevant

secondary categories (e.g., "Bakery").


https://business.google.com/
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Write a Compelling Business Description

Write a concise and engaging description (up to 750 characters) that clearly explains
what your business offers. Focus on keywords that are relevant to your industry and

target audience.

Upload High-Quality Photos and Videos

Images and videos significantly boost your profile's engagement. Add at least five

high-quality photos, including your storefront, interior, staff, and products/services.

4. Optimizing Your Google Business Profile for Maximum Visibility

Selecting the Right Business Categories

Google uses your selected categories to match you with relevant searches. Choose

categories that reflect the core services of your business.

Using Keywords in Your Business Description

Incorporate strategic keywords in your description to enhance search rankings.

Avoid keyword stuffing—focus on readability and relevance.

Consistent NAP (Name, Address, Phone)

Ensure your business hame, address, and phone number are consistent across all

platforms, from your website to social media profiles.
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Adding Business Photos

Visual content is critical. Add both indoor and outdoor shots, as well as pictures of

products and services, to attract potential customers.

Creating an FAQ Section

Anticipate common customer questions and provide clear, helpful answers. This

builds trust and improves your profile's user experience.

5. Managing and Responding to Customer Reviews

Encouraging Positive Reviews

Politely ask satisfied customers to leave reviews. Positive reviews improve your

ranking and reputation.

Responding to Reviews

Engage with every review—thank positive reviewers and address negative

feedback professionally. Avoid confrontations, and instead, offer solutions.

Handling Negative Reviews

Respond quickly and diplomatically. Offer to resolve the issue privately when

possible to showcase your customer service.
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6. How to Appear on Google Maps

Linking Your Business Profile to Google Maps

Once verified, your business will appear on Google Maps. Make sure your address is

accurate and up to date.

Using “Near Me” Search Optimization

To optimize for “near me" searches, ensure that your business categories and

services are clear and accurately reflect what local users might search for.

7. Leveraging Google Business Features for Growth

Use Google Posts to highlight special promotions, events, or announcements. This

keeps your profile fresh and engaging.

Adding Products and Services

Showcase your offerings directly on your profile by adding detailed descriptions,

pricing, and images.

8. Verifying and Managing Your Business on Google

Once youve created your Google Business Profile (GBP), the next critical step is
verification. Verification ensures that only legitimate business owners or authorized
managers can control the profile. It also allows Google to confirm that the

information provided is accurate.
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Verification Methods: Postcard, Phone, or Email

Google offers several ways to verify your business. The available methods will

depend on your business type and location.

e Postcard Verification: Google sends a postcard containing a verification code to
the business address. This postcard typically arrives within 5-12 days. Once
received, log into your GBP account, enter the code, and complete the
verification process.

e Phone Verification: For certain businesses, Google allows phone verification.
Youll receive an automated call or SMS with a code that you can enter in your
GBP dashboard.

« Email Verification: If eligible, you can verify your business through an email sent
to your registered email address. Simply click the verification link or enter the
code provided in the email.

Each method has its own timeline and process. If none of these options appear

during your setup, you may need to contact Google support for further assistance.

How to Troubleshoot Verification Issues

If you encounter problems during the verification process, consider the following

troubleshooting tips:
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e Postcard Delays: If the postcard does not arrive after two weeks, request a new
one. Ensure that your address is correctly entered and matches the format
used by your local postal service.

e Incorrect Phone or Email. Double-check that the phone number or email
address on your profile is accurate before requesting verification. Incorrect
details will prevent you from receiving the verification code.

o Multiple Attempts: Avoid making multiple verification requests at once. Stick to
one method and wait for its completion before trying another.

If these steps do not resolve your issue, you can reach out to Google Support or

visit the Google My Business Help Community for advice.

Managing Your Business Listing: Updates, Edits, and Temporary Closures

Keeping your business information up-to-date is vital for customer trust and SEO

rankings. To make changes:

» Editing Your Business Information: Go to the GBP dashboard and edit any
necessary details (e.g., hours of operation, phone humber, address). Edits are
usually reflected within 24-48 hours after Google reviews them.

o Temporary Closures: If your business temporarily closes (for holidays,
renovations, etc.), mark your business as "temporarily closed" rather than
removing it. This informs customers that your closure is not permanent.

e Special Hours: You can also set special hours for holidays and events. It's
important to adjust these in advance to keep customers informed.

Transferring or Removing Ownership of a Listing

If you need to transfer ownership of your business listing to another person or

remove yourself as the owner:
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o Transferring Ownership: In your GBP dashboard, click on "Users," then select the
person you want to transfer ownership to. Assign them the "Owner” role and
adjust permissions accordingly.

e Removing Ownership: If you are no longer associated with the business, you
can remove yourself by navigating to the “Users” tab, selecting your name, and
removing access.

9. Advanced Tips for Enhancing Your Google Business Profile

To make the most of your GBP, explore these advanced strategies:

How to Use Google Ads with Your Business Profile

Google Ads can significantly amplify your reach by displaying ads alongside your

business profile in search results. To integrate Google Ads:

e Link your Google Ads account to your GBP in the Ads dashboard.

e Use Local Service Ads for businesses that want to target customers in specific
geographic areas. These ads appear above organic search results and offer
additional features like customer reviews and booking options.

The Impact of Virtual Tours on Customer Engagement

Adding a 360° virtual tour of your business can boost engagement by allowing
potential customers to explore your location online. Businesses like restaurants,
gyms, or event venues benefit from virtual tours because they provide transparency

and create a welcoming experience.

o Hire a Google Trusted Photographer to create a high-quality virtual tour.
e Promote the tour across your website, social media, and GBP listing to increase
visibility.
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Seasonal or Event-Based Promotions

Highlight seasonal deals, sales, or special events by using Google Posts. These

posts appear directly on your business profile, keeping your customers informed of

time-sensitive offers.

e Create posts for holidays, clearance sales, or product launches.
e Include clear calls-to-action, like “Call Now," “Visit Us," or “Order Online’

Partnering with Other Local Businesses for Joint Marketing

Collaborating with nearby businesses allows you to tap into each others customer

bases. For example:

e Cross-promotion: A restaurant could partner with a local bakery to offer meal-
and-dessert deals, each promoting the others services on their Google
Business Profiles.

e Host joint events and share these promotions via GBP and Google Maps to
attract a broader audience.

10. Common Mistakes to Avoid

Even with the best intentions, there are a few common pitfalls businesses should

be aware of when managing their Google Business Profile:
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Inconsistent Information Across Platforms

Your NAP (Name, Address, Phone number) must remain consistent across all online
platforms. Inconsistent details can hurt your search rankings and confuse potential
customers. Ensure that your information is the same on your website, social media,

and directory listings.

Ignoring Customer Reviews

Not responding to customer reviews—whether positive or negative—can damage
your reputation. Engaging with reviews shows that you care about customer

feedback, while ignoring them may leave a negative impression.

Neglecting Regular Profile Updates

Businesses evolve, and your Google Business Profile should reflect any changes. If
you neglect to update information like new hours, menu items, or promotions,

customers might assume your business is inactive or unreliable.

Violating Google’s Guidelines

Google has strict rules around misrepresentation and prohibited content. Violations
such as keyword stuffing in your business name or including irrelevant categories
can lead to your profile being suspended. Always follow the guidelines provided in

the GBP Help Center.
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11. Monitoring and Maintaining Your Google Business Profile

A successful GBP requires ongoing attention. Regular updates and engagement will

keep your profile fresh and attractive to potential customers.

How to Handle Business Changes (Relocation, Hours, etc.)

When your business undergoes significant changes, such as relocation or

modifications to services offered:

e Relocation: Update your address on GBP and verify the new location with
Google if required.

e Hours Changes: Adjust your business hours promptly so that customers can
trust the information they find.

Using Google’s Tools to Track Traffic and Conversions

GBP provides detailed insights into how customers are interacting with your profile:

e Customer Actions: View metrics such as how many users requested directions,
clicked your website link, or called your business.

e Search Queries: GBP Insights show what search terms people use to find your
business. Use this data to refine your SEO strategy.

By analyzing these metrics, you can tailor your marketing efforts to match customer

behavior and preferences.
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Ongoing Optimization for New Features and Updates

Google continually rolls out new features for businesses, such as new post formats
or messaging capabilities. Keep an eye on these updates and leverage new tools to

stay competitive.

Importance of Regularly Engaging with Your Audience

Engagement extends beyond reviews. Use posts to announce events, promotions,
or changes in business operations. Respond to questions in the Q&A section to build
trust and enhance the user experience. Regular engagement ensures that

customers always feel connected to your business.

12. Conclusion

Managing a Google Business Profile is an ongoing process that requires attention
and strategic planning. By optimizing your profile, keeping it up to date, and actively
engaging with customers, your business will gain greater visibility, better rankings
on Google, and, ultimately, more customers. Taking full advantage of GBP's features

will enhance your local search presence and help you stand out in your community.



Get Found on
Google Maps

If you own a business, it's imperative that you get yourself on

Google! This guide helps walk you through the steps to having a
successful listing on Google Business Profile and Google Maps.
No website required!

As a professional web designer and SEO, | have been helping
people get found on Google since 1999. This booklet will help
any business owner get set up properly and if you follow the
instructions closely, you will be found by your customers on
Google.

Wishing you great success,
Denise




