


To ensure that your Google My Business listing has all
the important details that potential clients need to find
your business through the search engines.

Requirements: 
To implement the tips in this guide, you must have a
Google My Business account that has been set up for
your business. You must also have access to the
account. If you don’t have one, you need to create and
set up an account.

A well-optimized Google My Business listing is an
important component of local SEO. It enables
businesses that have a physical presence to generate
new customers via Google.

TARGET  GOAL:
 To optimize a Google My Business listing.

Desired Outcome: 

Why it is Important:
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Where is This Done?: 

When is This Done?:
Most of the Google My Business optimization tips in this
guide can be implemented once. You only need to review
the optimization process if you make changes to your
business (for instance, if you change the opening hours, or
you’re offering new services or selling new products, and
lots more). Other optimization tasks are ongoing and you
need to keep working on them for as long as your business
exists.

Who Can Do This?: 

The steps discussed in this guide can be implemented
in Google My Business.

The optimization process can be handled by the business
owner or manager. It can also be done by the person or
agency that is in charge of your local SEO or marketing
strategies.
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Steps for Optimizing Your Google My
Business Listing

Optimize Your Business Information
If you have a local business, it is important to have an up-to-date
business name, phone number, address, hours of operation, and
business category.

The following are the steps that you should follow
to optimize your business information:

Go to Google My Business website and click
“Manage now.”

Log in to the Google account that you use to
manage the business.

Click on the pencil icon that is beside the business
that you want to work on.

Click on “Info.” You will find this on the menu on
the left-hand side.

Ensure the name of the business is correct. If it is
not, then you need to correct it.

https://www.google.com/business/


a. Choose the primary category that
describes what your business is all about. If
you don’t know the category to select,
search for your competitors in Google to
see the category they selected.

b.  If you offer any product or service that
doesn’t suit the primary category that you
selected, you can include such product or
service as an additional category. However,
this step is optional.

Click on the icon next to the business name to edit
the business category.

Note:
Do not stuff your listing with unrelated categories. You
need to choose those categories that are very relevant
to your business. Choosing unrelated categories can
lead to a high bounce rate. Users that are looking for a
product or service or going through your listing can
leave your website when they discover that you don’t
offer what they are searching for. This can hurt your
search rankings.
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Ensure the business address is correct. If it is not,
you need to update it.

If your business sells any product or offers any
service that is not within your business location
(such as on-site services or product deliveries),
add a service area to cater to the entire
geographic location of the services your business
offers. In this case, type the area that you want to
add to the listing. This step is optional.



Edit the opening hours of the business. To do so, toggle the
days the business opens and type in the opening and
closing hours.

If you offer any service that has specific hours within
opening times (such as happy hour, delivery times, and lots
more), simply add “More hours.” You can do this by
selecting the special offers or services from the list under
‘Add hours.’ You should also define the day and hours for
each of the services. This step is optional.

If you want, you can specify the special hours that you have
(for instance, specify if you open on certain holidays). Add
the dates and also define the hours for each of the dates.

Include a phone number where prospective customers can
reach you. This step is optional but recommended. You can
also add several phone numbers if the need arises.

Ensure the URL of the business is correct. If it is not, you
need to update it.

Although optional, but you can add the service that you
offer at this location.

a. The services you offer are specific to the
categories that you chose earlier for your business. If
you chose more than one category, you can add the
services that are relevant to each of them separately.

b. Google will provide predefined services that you
can select for some categories.

c. In case Google does not provide predefined
services that you can select (or if you want to include
a service that is not listed in the predefined services),
simply add custom services on your own.

d. After selecting your services, including the pricing
information and descriptions for each of the
services. This step is optional.
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Edit the attributes section and add relevant
information about highlights, accessibility,
payment options, amenities, planning, and service
options. Ensure you only choose the options that
represent your business. For the options you
select, Google will (once in a while) survey those
that visit your location to confirm if the
information you supplied is accurate.

Add the date that your business started operating
in this location. Although optional, it is necessary
for branding purposes. To do this, fill in the
opening date.

Add photos. Photos are important components of
a well-optimized Google My Business listing. You
need to add as many photos as possible. The
recommended dimensions for the images that
you upload to your Google My Business listing are
720px X 720px (cover photos have 1024 X 576).
The size of the images must be between 10 KB
and 5 MB while the format must be PNG or JPG.
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Here are the different types of images that you can add:

Logo
The logo refers to the image that you will use when you post
updates, answer questions, or reply to reviews.

Cover Photo
This is an important image that you need to add to your
Google My Business listing since it will be prominently
displayed on your profile page, search results, and Google
Maps.

Product
Add the photos of the products that you are selling in
your store.

Interior
You can also add photos of your business’s interior. This is
only applicable to businesses such as bars, restaurants, co-
working spaces, cafes, and lots more.

Exterior
If Google has Street View images of your business location,
then you will be able to find this image. It helps users to
identify your business whenever they are in your business’s
vicinity.
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Click “Reviews.” This can be found in the Google My Business
dashboard (on the left-hand-side menu).

Click “Haven’t replied.”

Reply to all the recent reviews. Ensure all answers and reviews
as much as you can. It is also advisable to reply to negative
reviews (if you have any). Don’t fight the reviewer, but provide
an answer that will convince another person that’s going
through your listing that you are worth working with.

Others
In addition to the images above, you can also add videos or photos
of your team members.
 
Go through all the information on your Google My Business listing
page and compare them with what you have on your website. Make
sure that the information is consistent across all the channels that
your business uses.
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Manage Reviews
Customer reviews and reviews left via Google My Business are an important
component of digital marketing techniques for businesses that have retail
locations or physical offices. About 76 percent of consumers trust reviews
just like word-of-mouth recommendations from loved ones.
 
Online reviews about your business influence prospective customers that
are contemplating whether to hire your service or not. Whenever a custom
drops a review about your business (either positive or negative), it allows
you to impress prospective customers.

Note:
If you are optimizing your listing for the first time, you need to reply to
all the reviews that your business has. After this reply, you should also
reply to new reviews as they drop. The following are the steps that will
guide you on how to implement this:
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Manage the Question and Answers Section

The Question and Answers section of your Google My Business
listing is an important part of your digital strategy. Instead of having
to attend to lots of calls where customers ask similar questions, you
can easily share this information via your profile.

Although this won’t stop all your prospective customers from calling
you, they will be able to schedule an appointment after going
through your Question and Answers section.
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Note:
As stated in the previous section, you need to reply to all the
unanswered questions that your business has (if you are
optimizing your Google My Business listing for the first time).
After these replies, you can then reply to the new questions as
they drop. Read on to discover how you can do this.

You can access the Question and Answers section via the
actual listing (and not through your Google My Business
dashboard). You can get here by  searching for your
business in Google and ensure you’ve signed into an
account that can enable you to manage the business
listing.

Scroll down until you see the “Questions & Answers”
section, then click on “See all questions.”

Click on “Answer” to reply to questions that do not have
an answer from the business.

Ensure you are replying as the business before you post
your reply.
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Manage the Google My Business Settings

To ensure that you provide swift replies to new questions and
reviews, you need to enable notifications. Follow the steps below to
do this:
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Click on “Settings.” You will find this in the Google My
Business dashboard (located on the left-hand side menu).

Enable notifications for “customer reviews” and “questions
and answers.” You should also enable notifications for
other alerts that are related to your business.
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Customers can find your business in many ways. Google My
Business helps potential customers to see the important
information about your business when they are searching for
the product or service you offer or your expertise.
 
Google My Business also plays a key role in local Search
Engine Optimization. It gives you the chance to engage with
your customers through posts or reviews and also gives you
in-depth and valuable insights into the paths your customers
took before buying your product or hiring your service.
Moreover, it is a free tool.

Wrapping UpWrapping Up

Now that you know how you can optimize your Google My
Business listing, you need to realize that the optimization
process is not a task that is done the first time you do it. In
other words, it is an ongoing task and you need to maintain it
so that you can get the best results from it.

To maintain your optimized Google My Business
listing, you need to do the following:
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Regularly update your business information.

Create posts and upload photos weekly.

Request reviews and reply to them.

Provide answers to questions that your prospective
customers ask.

Reply messages, and

Be updated with new features


