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Step-by-Step Guide on how
to get found on Google
Optimize your business up for success

Claim and verify your listing
Visit Google.com/business and enter your business’s information to find 
out the status of your listing. If your business’s information doesn’t appear, 
follow the directions to set up a listing. Once verified, a little blue
checkmark should appear by the logo that appears on the listing. 

Build your listing
It’s critical to make sure that all of the information on your listing is accurate 
and up-to-date. The main areas to focus on during the setup process are:

    • Hours of Operation: Be sure to include both regular hours of business,       
      and utilize the option for “special hours” to denote the dates (holidays,  
      etc.) when standard operating times change.
 
    • Address: It sounds obvious, but many business owners don’t know           
      their listing’s address can be slightly o�. If you’re a business that
      operates out of a specific suite number, include that as well.

    • Business description: Google provides a section, 750 characters to be  
      exact, of your listing where you can share information about your
      business. Include relevant key words in the description that would help  
      Google’s search engine, and your customers, find you easily.
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Photos
Including as many photos as possible on your Google My Business listing 
helps users get to know your business better, and helps Google gain more 
trust in your listing’s validity. Some examples of the types of photos to upload 
to your listing include:

    • Exterior Photos: If you have a business where customers come to you,  
      help them know what your building, store, or o�ce looks like from the  
      outside. Include a shot of your business from the parking lot, and a     
      close up of the front door never hurts either.

    • Interior Photos: If you’re able to give customers a virtual tour
      (via images) of your business, this can lead to increased confidence  
      and familiarity with your company. 

    • Products: Google My Business is a great way to show o� new products.  
      Let your customers what’s available by including a few images
      showcasing the o�erings of your business. 

Posting
Google My Business allows business owners to create “posts” that appear 
directly on the listing. The following options are the types of posts that are 
available:

    • General updates (“what’s new”): These posts stay on your listing for seven  
      days and can include any content you want to show to your audience. 

    • O�er posts: These types of posts are perfect for sales or special
      promotional deals. You can select the specific dates they’re up, so they’re  
      good for short and long-term deals. 

    • Event posts: Let you customers know when a specific event is upcoming  
      by utilizing these posts.
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