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Reader Information

This e-book has been written for information purposes only. Every effort has been
made to ensure this e-book is as complete and accurate as possible. However, there
may be mistakes in typography or content. In addition, this e-book provides
information only up to its publishing date. .Therefore, this e-book should be used as a
guide – not as the ultimate source.

The purpose of this e-book is to educate. The author and the publisher do not warrant
that the information contained in this e-book is fully complete and shall not be
responsible for any errors or omissions. The author and publisher shall have neither
liability nor responsibility to any person or entity with respect to any loss or damage
caused or alleged to be caused directly or indirectly by this e-book.

Introduction

There's no doubt that the COVID-19 pandemic has added to small business
challenges around the world, regardless of size,location or funding.

This guide will answer questions about Google My Business, and provide answers to
many common questions people have about utilizing the platform. Achieving great
visibility on Google as a local business has never been more important for sustained
growth and success

In fact, it has been reported that 46% of all Google searches are looking for local
information and that 4 in 5 consumers use search engines to find local information,
meaning that if it is not your business that is showing, it is one of your competitors.
And for this reason, it is critical that you put in place a solid local SEO strategy. Local
search results aren't just the organic search results we are all used to seeing. They
also include a local pack that is powered by Google My Business (GMB).To see
success through SEO as a local business, you need to have great visibility on Google
My Business, and this guide will teach you everything you always wanted to know
about it but were afraid to ask — this includes answering a whole host of commonly
asked questions on the topic
 
Let’s get started!  

Welcome to the Ultimate Guide to Google My Business 
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We are going to start with these Google My Business topics:

What is Google My Business? 

What Are the Benefits of Google My Business?

 Is Google My Business Free?

How to Set Up Your GMB Page

How to Claim a Google Maps Listing

How to Claim a Google My Business Page

Then, we will address these common GMB questions:

Do You Need to Have a Physical Address to Use GMB?

What Do I If I Work From Home and Don’t Want My Address Visible on GMB?

How Do I List More Than One Location on Google My Business?

What to Do When Your Business’ Category Isn’t Available on GMB?

What is the Short Name on GMB?

How to Add Questions and Answers to GMB?

What Are Labels in GMB, and Why Are They Important?

How to Add Highlights / Attributes to GMB?

How to Use Call Tracking Numbers and Maintain NAP Consistency?

How to Optimize Your GMB Listing?How to Change An Address on GMB?

Google My Business Key Topics 
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Google My Business (which used to be known as Google Local and Google Places) is
the platform that powers Google's business listings and that gives your business the
opportunity to show on the local pack, as well as appear in a number of different
results and manage how their information is displayed on each.

It is a platform that every local business owner should be aware of and using given
that the information which you submit to your listing can appear in a number of
different ways on the search engine, including the knowledge panel, the local pack,
and maps. 

Let's review each of these.

Google Knowledge Panel

This is the information box that appears to the top-right of search results (desktop) or
near the top of the page on mobile when someone runs a search specifically for your
business.

It is known as the knowledge panel because it displays key information, including
your address, hours of operation, phone number, website, link to directions, and other
important information depending on your industry.

Google Local Pack

These are the three business listing results that appear under the map when a user
runs a localized search.

Google Maps

Google Maps (both the app and desktop and mobile web versions) is intended to help
those looking for directions as well as to discover businesses and locations.
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What is Google My Business ?
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What Are The Benefits of Google My Business ?

Google My Business brings with it a whole host of benefits that local businesses need
to be aware of, helping them to reach new customers, increase their overall visibility
and ensure that their customers can find information as easily and as quickly as
possible.

Just remember, local searches go beyond the simple discovery of new businesses.
Often people are searching for directions, contact information, the busyness of
locations, reviews, and more.

Let's look at the benefits Google My Business offers to local businesses

An Opportunity to Appear on Listings That You Otherwise Couldn’t

Without a Google My Business listing, you won’t appear on Google Maps or the local
pack, and you run the risk of the knowledge panel being incorrect or sparsely
populated.

These are highly prominent listings that stand out to users when displayed, and these
are eye-catching listings you don’t want to be missing out on.

The Ability to Collect and Display Reviews

Using Google My Business means that you can collect reviews from customers and
demonstrate the quality of your products or services to potential customers.

Searchers are increasingly on the lookout for social proof that a business deserves
their custom, and online reviews are one of the main methods of influence in 2020. A
5-star review stands out, and rolling out a strategy to persuade your customers to
rate your service or product goes a long way to driving new business.

But aside from that, it has been reported that reviews are a key ranking factor for local
pack results, meaning that most businesses simply cannot afford to be the one
without strong trust signals showing alongside their listing.
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The number of views your profile, photos, and posts receives.

The search queries which people are using to find your business.

The engagement.

A profile of your audience (age groups, gender, and countries).

The number of website clicks, phone calls, and direction queries.



Gain Insights Into Your Business

Google My Business can help you gain insights into your business that you cannot get
through other platforms — they can help you make strategic decisions.These insights
include:

To get the most benefit from your Google My Business profile, you need to make
sure it is set up correctly and optimized; and we will look to answer the most
commonly asked questions below.

Is Google My Business Free?

Google My Business is completely free to use, and it won’t cost you anything to set
up your business on the platform. There is no premium option, and you have full
access to the tool simply by setting up your page. GMB is accessible to all
businesses; you can get started straight away.

In comparison to many tools, which have multiple tiers of subscription (often
including free versions), this tool will give you access to exactly the same features
your competitors have — whether they are small local businesses or global chains.

How to Set Up Your Google My Business Page

Setting up your business on Google My Business is a simple task that shouldn’t take
you long to do, and it is the first step to increasing your business’ online visibility in
your area of service.

Supporting Your Business Recovery



Here is a step-by-step guide on how to set up your page.

Step 1: Head to Google My Business’ Create Page

Visit the Google My Business’ ‘create’ page and search for your business name; this
step will help you quickly see whether you have already set up a GMB page in the
past if you are unsure.

Assuming yo don’t find a listing for your business, you can either click onto the pop-
up, which should now have appeared or use the ‘add your business to Google’ link.

Step 2: Fill Out Your Business Name

Here is where you need to fill out the name of your business.

You should be using your business’s real-world name here, and it is important to be
aware that unnecessarily using keywords within the name could get your listing
suspended (don't be tempted]

Step 3: Choose the Category That Best Fits Your Business

You now need to choose the main category that best represents your business. In
most cases, you will see a number of options, so choose the one that describes you
the best.

Don’t worry if you feel that there is more than one that could be used
interchangeably; you will be able to add more later on.

Step 4: Choose Whether or Not to Add a Location

Here is where you will choose whether or not you want to list a physical storefront
that the public can visit (and have it show on Google Maps).

Step 5: Add Your Address

Be sure to fill out your address in full — adding in new lines as required to make it as
easy as possible for customers to find your location.
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.Step 6: Review Possible Listings

At this stage, you may be asked to confirm whether one of a number of existing
locations is your business in the event that a potential close match is found.

If none of these are your business, simply choose the option and proceed.

Step 7: Choose Whether or Not You Serve Users Outside of This Location

In this example, we are going through the process of setting up a fictional Pizza shop,
and in this section, we have chosen ‘yes’ to both pick-up and delivery options.

Hairdressers, on the other hand, that serve customers only at their salon would
choose ‘no.’

Step 8: Select the Areas That You Serve

If you selected ‘yes’ in the previous step, you will be able to choose the areas that you
serve (you can add more than one).

.
Step 9: Add Your Contact Information

Next up, you will be able to add your phone number and website’s URL (or choose
not to link to a website and set up a free Google site based on your listing).

Step 10: Opt-in to Updates and Recommendations

Nearly there! You just need to choose whether or not you want to opt-in to updates
and recommendations from Google on your GMB page. We recommend that you do
opt-in; however, it is your call.

Step 11 : Finish and Manage Your Listing.

You are all done adding things; you just need to click ‘finish’, and your GMB page is
set up. All that is left is verifying the listing.
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Step 12: Verify Your Listing

You have to options to verify your listing — you can either verify instantly by an
automated phone call (the recommended method) or by a postcard to your address,
which can take up to 4 days.

If you want to, you can choose to verify it later, but that means you can’t fully 
manage it.

Step 13: Say Hello to Your GMB Dashboard

Once you have verified your listing, you will now see your GMB dashboard and be
able to complete your listing, including adding opening hours, photos, your logo,
description, and more.

Supporting Your Business Recovery
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How to Claim a Google Maps Listing

If you find that your business is already listed on Google Maps, but you don’t have a
GMB set up, you will be able to claim your page in just a few quick steps.

Here is how to do it.

Step 1: Go to Google Maps and Search for Your Business

Head over to Google Maps, run a search for your business name, and click on the
correct listing.

Step 2: Claim this Business

You will see an option to ‘claim this business’, which you will need to click

You will then be given the option to manage the business.

Step 3: Verify the Listing

You will need to verify a claimed listing by a postcard being sent out to the premises’
address, which should arrive within four days.

How to Claim a Google My Business Page

In some instances, you will find that you already have a page set up that cannot be
claimed by the method outlined above, and that is because there is already a verified
GMB page in place. Usually, this means you have either set up and verified in the past,
or someone else did.

If you need to claim a verified GMB page from someone else, here is how to do it

Step 1: Head to Google My Business’ Create Page

Visit the Google My Business’ ‘create’ page and search for your business’ name. You
should be able to find your business quite easily if a page already exists.

Step 2: Request Access to the Page

After the last step, you will now be served a message to inform you that the listing
has already been verified, as well as a hint to the email address which was used to do
this.
, 
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.
This can be useful if it is one of your old accounts. In fact, it is not uncommon for GMB
to be set up using someone’s personal account in the early days of a business. It
might just give you the hint you need to figure out who owns the listing.

After being served a message to inform you that the listing has already been claimed
you need to "request access"

IStep 3: Share Your Details

You will need to fill out a few details, including your name, contact number, the level
of access you require, and your relationship to the business; these will be sent to the
current account holder

.Step 4: Wait for a Response

The request will then be sent to the current page manager, and you should expect to
receive a response within seven days.

If, at that stage, you have not been granted access or are denied, you will be able to
verify your affiliation with the business to gain access.

Do You Need to Have a Physical Address to Use GMB?

To claim your Google My Business page, you must have a business that has either a
physical storefront or that travels to customers at their locations

.Let’s say you are a plumber, for example. There is a good chance you don’t have a
physical brick and mortar location, but you service customers at their own address.

In short, you must engage with customers in-person while conducting your business.

Or, in other words, you can’t set up a Google My Business page if you are an online-
only or virtual business with no premises. You will need to use an address when
setting up and verifying your account, however, you can choose not to display this
publicly

Supporting Your Business Recovery
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What to Do When You Work From Home & Don’t Want Your Address 
Visible on GMB

Choosing not to display your business address publicly is perfect for those who work
from home and provide services for customers at their location but do not want the
address to be shown alongside their listing.

To do this, make sure you are logged in to Google My Business and head to the ‘info’
tab.

Find your address and click the pencil icon next to it, which will take you to the edit
screen.

You will see a ‘clear address’ button towards the bottom of the pop-up (in image
below). Go ahead and click it.

Once you click "apply" and you have successfully removed your address from
displaying on your listing.

Be sure to double-check that the locations listed as your service areas (the section
below on the main ‘info’ screen) are correct and add any others you serve that are not
there.

That is all you need to do. You will have hidden your address but ensure you are still
able to be found by searchers looking in your service areas.

How To List More Than One Location on Google My Business

The great news is that if you run and manage multiple businesses that meet the
criteria for being listed on Google My Business, you will be able to list more than one
location from within a single account.

You can use location groups as an easy way to manage multiple locations within a
single group or folder within GMB itself, but I am sure you are wondering if you can
list in bulk. The answer is yes!

When you ‘add location’ on the ‘manage locations’ tab in Google My Business, you
will see an option to add either a single location or import locations.

If you are only looking to list a handful of locations, it may make sense to do so
individually as separate locations, but if you manage more than this, you will want to
import in bulk.
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You will be able to import multiple locations and list these here, but first, you will
need to download the template that you will need to use, alongside a sample
spreadsheet to help you complete it successfully. You can also use this feature to
edit existing GMB listings.

Once you have entered all the locations you want to list, ‘select file’ and import,
review the changes and apply. Any new listings will now be created, as well as any
updates to existing listings applied.

What to Do When Your Business’ Category Isn’t Available on GMB

It’s recommended that you be as specific as possible when choosing how to
categorize your business on GMB. That said, it’s not uncommon to find that there isn’t
a category available within Google My Business that perfectly represents your
business. Knowing that the primary category that you choose is given the most
importance, you want to get it right.

Currently, there are over 3,000 different options available, and you can find a full list
of available categories here.

If you’re struggling to find a suitable way to categorize your business, it is
recommended that you choose one that is broader than your current classification.

As an example, let’s say you run a parcel forwarding company.

You won’t find that as a category within GMB, but you would find ‘Shipping and
Mailing Service’ which is a little less specific, yet still relevant, so choose this one.

What is the Short Name on Google My Business?

All verified GMB listings are able to choose a ‘short name’ that makes it easier for
customers to find and follow their business on Maps and Search.

Once you have got a short name for your business, customers will be able to enter
this as the URL in their browser’s address bar and be taken straight to the GMB page,
as an example provided by Google: 'g.page/[yourcustomname]'.

You will likely be promoting this short name, so be sure to keep it short and relevant
— with Google recommending you to include your location to make it more distinct.

Try to keep your short name as short as possible to make it as easy as possible to
share with customers.
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How to Add Questions & Answers in Google My Business

It is only natural that customers have questions, and smart businesses leverage the
opportunity within GMB to pre-populate questions and answers to enhance their
listing to ensure that answers are as easy to find as possible.

These display as part of your business listing on the knowledge panel.

Customers are able to ask questions straight from the SERPs, and clicking the ‘ask a
question’ button pops up a box:

This makes it quick and easy for customers to ask questions, but the caveat here is
that anyone can answer these, not just yourself. That can mean that incorrect answers
end up on a page.

It is critical to regularly review questions that have been asked by customers and
provide answers in a timely manner before anyone else has the chance to do so.

Keep in mind, as a business owner, it makes sense to pre-populate your most
commonly asked questions in a bid to help customers as much as possible and make
it easy for them to get answers to their queries. This helps create trust.

Go ahead and figure out your most commonly asked questions and add these in. It
often makes sense to sit down with someone on the shop floor or a customer service
representative to ensure you are answering as many questions as possible to help
potential customers.

What Are Labels in GMB, and Why Are They Important?

While they are not something that will directly impact the performance of your GMB
listing, labels are a useful feature for many marketers and business owners.

Quite simply, they allow you to organize your listings within your account; this is aa
handy tool when you are managing multiple locations within one dashboard. And
using them means you will be able to search for a specific location within GMB easily.

Common uses include grouping listings by region (or perhaps country if you are
working with a global business that has stores in multiple territories). A great example
would be adding ‘East Coast’ and ‘West Coast’ labels to group your listings.

You can assign up to 10 labels per location of up to 50 characters.You will find the
options to add labels in the "advanced information" section of the "info" screen.
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How To Add Highlights / Attributes to GMB

Using attributes (highlights) is an effective way to set your listing apart from the
competition by showcasing the unique characteristics of your business. It is those
things that truly make your business great and that customers love you for.

From free WiFi to family-friendliness, you have got full control over the attributes and
highlights which you choose to showcase on your listing. Keep in mind that your
business category determines the attributes available for your business profile.

You will find the available highlights and attributes that you can choose from on the
‘info’ tab of your GMB listing:

Be sure to choose all of those that apply to your business, ensuring that you
showcase everything that you have to offer to customers.

How To Use Call Tracking Numbers and Maintain NAP Consistency

Call tracking allows you to gain more insights into metrics relating to the source of
calls to help you make informed business decisions. And, it is likely that you will want
to use tracking numbers within your GMB listing, but may have concerns about
maintaining NAP consistency.

 In short, it is important that you are able to maintain a consistent NAP profile across
your various business listings, GMB included. So, what do you do?

The simple answer is that you can use call tracking numbers with GMB, without
seeing a negative impact on your local visibility, you just need to make sure that it is
set up in the right way.

Within the ‘info’ section of your GMB listing, you will see a phone number section, with
options for both primary and additional phone numbers.

NOTE: Make sure you add your call tracking number as the ‘primary phone’ option
and your standard business phone number as an ‘additional phone’ number.

As simple as it sounds, by adding your main phone line as an additional number, you
ensure that this remains connected to your business and remains consistent across
your NAP profile.
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How To Optimize Your Google My Business Listing

Once you have set up and completed as much of your GMB listing as possible, you
can go further to optimize and enhance it. There are so many great guides available
to help you improve your local SEO, many of which include great insights into how to
optimize your GMB listing.

Below, we have rounded up some of the GMB optimization basics that we think you
need to know to take your visibility to the next level, including answers to some
commonly asked questions.

But as a really quick recommendation, be sure to fill out as much information on your
listing as you can. Don’t leave anything blank unless you absolutely have to.

Should I add as many keywords as possible into my GMB description?

When SEOs think about adding keywords, they often think back to the days of
keyword stuffing within the meta keywords tag or using as many repetitions of each
as possible within a page’s copy.

When writing your GMB description, it is important to understand that it is widely
regarded that keywords do not impact your local rankings.

It is quite simple in that you do not need to keyword stuff your description. However,
it does pay to take the time to read Google's guidelines to help you avoid mistakes
that could see your listing suspended.

How Do I Optimize a Google Post?

Google posts are a great way to enhance your GMB listing and allow you to share
content straight onto your page, which also shows on the knowledge panel, therefore
giving you a great opportunity to stand out.

From your GMB dashboard, you will be able to select 'posts' from the left-hand menu
and jump straight into creating content.

The question that is most commonly asked is, what type of content should you
publish as a Google Post?
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Event posts around an upcoming event you are hosting.

Sales posts to announce a sale that you are currently running.

Share a snippet from your latest blog post and link it through the main content
from the Google Post.

Share a seasonal message to your customers.

Quite simply, your opportunities are endless; just be sure to showcase content that
makes sense and helps your audience. Some great ideas include:

How Do I Feature Products on GMB?

Did you know that you can highlight products straight on the GMB listing that shows
on your knowledge panel? In many ways, it is very similar to being able to highlight
your services, something you have been able to do for quite some time.

In Google's own words, “The Product Editor allows merchants to build a presence
on mobile and the computer to showcase their products and drive consumer
interactions. Consumers will see a more curated showcase of a store’s products on
the Business Profile Products tab on mobile, or the Product Overview module on
the computer. Items added through the Product Editor appear in Business profiles
on the computer and mobile version of Google Search.”

It is as simple as creating collections that contain at least three products each and
completing the mandatory fields, including the product image.

Your customers will then be able to view your collections and click through to view
more details:

In our opinion, it is well worth spending the time it takes to build out collections and
product listings. It is a feature which many businesses still haven't utilized properly,
and there is a good chance your competitors also haven't used it.
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Use the available features within Google's Marketing Kit to create social posts,
stickers, and posters to encourage customers to leave reviews.

Send an email to customers after they purchase (or use your service) and politely
ask them to leave a review on your GMB page, sharing your short link.

Ask long-standing customers personally. You will be surprised at how effective this
is when you reach out to them on a personal level and make the request.

How Do I Encourage Users to Leave Reviews?

We have already highlighted the importance of reviews as part of your GMB presence.
BrightLocal found that 5-star ratings increase clicks by around 25%, but one of the
questions that is often asked is how businesses can encourage users to leave reviews.

First things first, don't be tempted to either leave fake reviews yourself or purchase
reviews from others (or use unscrupulous services that offer this).

Google can, and will, remove reviews that are deemed unnatural. 

To encourage users to leave reviews, you need to build the request into part of your
internal processes, so that asking customers to review your business becomes natural
and something that simply happens

Here are a few ideas:

What Are the Dimensions for Google My Business Images?

You want to make sure your logo and cover images on your GMB listing look sharp and
stand out in front of your potential customers. The main thing you need to be aware of
is the right dimensions so that you are able to effectively design for the size available.
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Sign in to your Google My Business account.

If you have multiple locations, choose the location you would like to change.

From the menu, click 'Info'.

Click on the address field.

Enter your address following the guidelines we have explained above, then click
'Apply'

If Google can't find the address, look for the red 'Set marker location' button that
appears over the map of your city on the right side, and then click 'Set marker
location'.

A map will appear with a red pin, and you can drag this pin and place the pin at
the center of your location. If you are a restaurant in the center of a shopping mall,
you can drag this pin to help users locate your business.

When you are done, click 'Apply'. Please note, the changes may not be
immediate. GMB may review the change before it is published.

As of April 2020, the current dimensions and specs that you need to know are:

Profile Photo: 250 x 250px
Cover Photo: 1080 x 608px
Post Images: 1200 x 900px
Format: JPEG / PNG
Size: 10kb to 5mb

Make sure your designer knows the dimensions they need to work to; or use a simple
platform such as Canva to help you create images that really stand out

How to Change An Address on Google My Business
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You Can Drive Local SEO Success with Google My Business

If you are a local business, you simply cannot ignore the benefits that Google My
Business can bring to your local visibility. 

Get the basics right and utilize as many of the features as possible, and you will
already be one step ahead of the competition, given that many simply fill out the
basics and leave it standing still. 

Be the business who has an active and busy listing, that earns the 5-star reviews and
whose profile leaves competitors wishing theirs looked as great!

Supporting Your Business Recovery





About The Author

www.CostaDelSolRecovery.com



Andrew Bayley is a successful serial entrepreneur,author and
broadcaster in the small business space. He is best known for his work
leading talented teams tasked with the design, launch and operation of
loyalty channels for some of the worlds’ most powerful brands. His
strategies and cloud based loyalty platforms motivate tens of thousands
of customers to revisit small businesses every month.

He is currently the inspiration and driving force behind the Costa Del Sol Small
Business Recovery initiative supporting small businesses facing difficulties in
southern Spain. During lockdown he led a collaboration team to produce
REIGNITION - a clever, yet simple recovery plan for small businesses looking to
fast track their return to profitability.Using next generation technology REIGNITION
converts single visit customers into revisit customers returning again and again,
increasing their average spend per visit and motivated to generate high  quality
referrals.
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Need Help ?



Visit Us at www.CostaDelSolRecovery.es



Hello@CostaDelSolRecovery.es

Practical Recovery Support and Advice For Small Business Owners
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