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Goal: To create a new Google My Business account.

Requirements: You will be sent a physical postcard by
Google to confirm if  your business 

exists. Even if your business does not have a physical location,
you need to provide an address where you will receive the
postcard that Google sends.

A Google My Business profile is crucial to the
success of the business with a physical 

Benefit: 
presence. It helps your prospective clients to easily find you in
Google search results when looking for businesses in your area.

This guide will help you to
effectively manage your 

Desired Outcome:
business account on Google My Business.

Where Can You Do This: The tips in this guide can
be implemented in
Google My Business.

When Can You Do This: You can only set up a new
Google My Business
account once.

Who Can Handle This Task: 
Your Google My Business account setup process can be handled
by the business owner, the manager, or the person or agency in
charge of your local digital marketing or SEO management.



Steps for Setting Up a New
Google My Business Account
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The steps you take in creating your Google My Business
depends on what you want to use the account for, i.e. if
you want to use the GMB (Google My Business) account
for your business for if you are a marketing agency and
the account is for a client.
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Create Your Google My Business
and Ask for the Verification

Postcard

Let’s consider both scenarios below

YOUR BUSINESSYOUR BUSINESS

Visit Google My Business and click on “Manage
Now.”

Log in to the Google account that you will use to
manage the Google My Business account that you
want to create.
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https://www.google.com/business/


When you do this, you will be given two options. If the business
does not have a Google My Business account, then you need to
create a new business. If the business has a Google My Business
account, then you can claim the business by searching for it and
choosing it from the dropdown.

Enter the business’s name, then click “Next.”

Pick the business category, then click “Next.”

YOUR CLIENTYOUR CLIENT

If the GMB account that you want to create is meant for your client, then you
should set up the account via your agency’s Google My Business
Organization account. 

Here are the steps to follow:

Sign in to your organization dashboard, then go to the
“Business” tab.

Ensure that you select the right location group for the business
and click ‘Add a single business.’

The next step involves choosing if you want to add a
location to the business or not.

If the business has a physical location where customers can go (such as an
office or a store), then you should select “Yes,” then follow the steps below:

Enter the full address of the location of the business.

If you offer services or sell products that are not within the
physical location (for instance, if you do deliveries), then you can
select “Yes, I also serve them outside my location” so that you will
be able to add a service area in the next screen. It should,
however, be noted that this step is optional.
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If the business does not have a physical location where customers can
go, but services customers in a particular area (for instance, painter,
plumber, locksmith, photographer, and lots more), then you need to
select “No” and follow the steps below:

Select the area where you want to sell your products or offer your
service.

After providing the business’ address or service area, then you
need to enter your phone number and site URL so that you can
complete your business profile. Although these are optional and
they can be added later if you want.

Google will mail a postcard to the address that you supplied while creating the
account (the postcard contains a unique verification code). This is done to
confirm if the business is real. Request for the postcard by following the step
below:

Type in the name of the person that will receive the
postcard, check to see that the address is correct, and
then hit “Mail.”

Google will then send you the postcard which will take a few days to arrive in
your mail.
 
The essence of verifying your business is to have full access to your business on
Google. This will be done through the Google My Business account that you
created earlier.
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After a few days, you will receive a postcard from Google. You need to
use the postcard to verify your business by following the steps below:

Visit http://google.com/verifymybusiness

Type in your verification code, then click
‘Verify.’

After clicking ‘Verify,’ you
will have full ownership of
your Google My Business
page. Now that your
business is verified, you
can easily manage your
settings in Google My
Business; you can manage
your reviews, add other
important details, and also
optimize your Google My
Business page to ensure
that your local marketing
efforts are fruitful.
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http://google.com/verifymybusiness
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Wrapping UpWrapping Up

A well-optimized Google My Business page reveals the best features
of your business. This makes it easy for customers to discover your
business in search results. It also helps them to know more about
your business and get in touch with you.

However, before you can optimize your Google My Business page,
you must have access to it, and to have access to it, you need to
verify with Google that you are the owner and that the business
exists. The steps discussed in this guide will help you achieve all
these.
 
Your job is not over after setting up your Google My Business
account and filing in your business’ details. There are some things
that you need to pay attention to. For instance, your customers can
write reviews about your business and this is an opportunity to
interact with them, irrespective of the type of review they write. You
can also change your opening times during Christmas and other
festive seasons.

Don’t just forget your Google My Business account after setting it up.
Ensure you get the best result from it by paying attention to what
prospective customers want and giving your customers the right
impression.
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