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What is a Google Business Profile?



 Service Area Brick & Mortar

No location open
to the public; you

visit customers at
their location.

Eligible business types

A published
address;

customers visit
your location

during set hours of
operation.
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ANATOMY OF A GOOGLE BUSINESS PROFILE

Name 

Phone number

Location

Quick links

Hours

Anatomy of a Google Business Profile

Photos and videos
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Business Profiles appear on Google
Search...

Over 18 million American
businesses use Google’s
free tools to receive phone
calls, bookings, reviews,
requests for directions, or
other direct connections to
their customers.

*Google 2023 Economic Impact Report
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And Google Maps

Every month in 2023,
Google helped drive
more than 2 billion free
direct connections for
American businesses.

*Google 2023 Economic Impact Report
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Across all devices

A Business Profile works on desktops, laptops, tablets, and mobile phones.
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How to create a Business Profile



Create a Business Profile

Your Business Profile
allows you to manage
business info, connect
with customers, post
updates, and more.
google.com/business
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Step 1: Sign into your Google Account

Sign into your 
Google Account.

Don’t have a Google
Account? Sign up for free.

Quick Tip:
Create a new Google account
accounts.google.com/signup
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Step 2: Find or add your business

Type the business
name as you want it to
appear on Google. 

It may appear in a drop-
down list.

Enter a business
category.

Select Next.
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Step 3: Do you have a location customers visit?

Check Yes to add a
location. 

Check No if the
business delivers goods
or services
to customers at
their location. 

Click Next.
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If yes, enter the address

Enter the complete and
official street address.
Include suite numbers,
floors, building
numbers, etc.
 
Click Next.
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You can also add a service area
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Step 4: Enter business contact info

You have the option to
include a phone number
and a website.

Click Next.
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Depending on your
business situation, you
may be able to verify by:

Phone 
Text
Email
Video

Step 5: Choose verification method 
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If you operate a service-
area business, you may
need to enter your
mailing address.
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Step 5: Choose verification method 



Google reviews info
before verifying, which
can take up to 14 days.

In the meantime, add
more business info.

Waiting for verification 
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Search for your
address. Click 

Three more ways to add your business

Visit maps.google.com. 

1

Follow the prompts to create and verify your Business Profile.

Right-click on
the map. 

Click Add your
business.

Click the three-line
icon in the left menu.

Click Add your
business.

OPTION

2

OPTION

3

OPTION
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How to manage business info



Quick Tip: 
Search for your business at
google.com

Manage info directly from
Google’s search results

Make edits directly on a
search results page. 

You must be signed
into an account that
manages the Business
Profile.
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Click ‘Edit Profile’ to manage:

Business name
Category
Description
Phone numbers
Website and social
media profiles
And more
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Use AI to write a business
description

This AI tool uses business
info to write a description.
Help the tool by writing a draft
or entering details about your
business.
Review for accuracy.
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Click More to choose attributes
that can help your business
stand out in search.

Pro Tip: Stand out with attributes

Black-owned Latino-owned

Veteran-owned

Women-owned

LGBTQ+ owned

Asian-owned Indigenous-owned

Disabled-owned
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Photos: 
JPG or PNG format
10KB - 5MB file size
250x250 px minimum

Videos: 
30 seconds max
75MB max
720p minimum

How to add photos and videos
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Use focused, 
well-lit images.
Highlight features and
showcase your brand.
Include a logo and
cover photo.
Avoid “phone stuffing.”

Tips for great photos
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Click Add update to create
a post.

Create posts to share timely info
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Post examples

EventUpdate Offer
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Posts about local events
and deals may appear in
a  “Nearby events and
deals” module.
The module is available
for mobile devices.

Posts may appear in 
‘Nearby events and deals’
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Bonus for restaurants

Create a digital menu in
less than 30 seconds
with Google AI.
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Use AI to create a menu
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Read and respond to
customer reviews

Click Read reviews to
publicly respond.
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Tips for managing reviews

Once your Business Profile is verified you
can respond to customer reviews.

Be professional and polite.

Respond promptly.

Don’t use responses to advertise.

Thank happy customers. 

Address issues constructively and

resolve issues privately, if possible.
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How to ask for reviews

Click Ask for reviews
Share via email
Share via social
Share via link
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How to report a review violation

Flag reviews by clicking
the alert icon or visiting:
g.co/grow/reportreview.
Negative reviews are not
removed unless there is a
policy violation.
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See how people
interact with your
Business Profile.
See reports for
bookings, directions,
and website clicks.

Performance reports show
interactions
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Click the three-dot icon to access more features

Add managers.
Set notification
preferences.
Add a new
Business Profile.
Access the Help
Center, contact
support, and more.
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Next steps

1 Claim or complete your Business Profile.

2 Verify your profile through phone, text,
email or video. 

3 While waiting for verification, explore
your Business Profile and update
info.
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Once your Business Profile is created

Make a habit of reviewing
and updating your
business info.

Explore Performance
reports to learn how
customers find you.

Add business info,
photos and videos,
share posts, and more. 

1 2 3
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QUESTIONS? COMMENTS? 



Visit us at: 

UCEDC.COMTanesha Halstead, thalstead@ucedc.com

mailto:thalstead@ucedc.com
mailto:thalstead@ucedc.com


Partner Contacts
We are here to support your needs. Reach out to us for any questions
HCEDC: 

info@hudsonedc.org
(201) 369-4370 ext 2
Hudson County Community College:
Office of Continuing Education
161 Newkirk Street, Room E504 Jersey City, NJ 07306
(201) 360-4224
CE@hccc.edu
JCEDC:
Mprinz-Arey@jcedc.org
(201) 630-4896 x. 102
Instagram: @_jcedc 
Facebook: @JCSmallBiz
Hudson County Chamber of Commerce: 
eedwards@hudsonchamber.org 
201-386-0699

http://www.hudsonedc.org/
mailto:info@hudsonedc.org
https://www.hccc.edu/programs-courses/continuing-education/index.html
mailto:CE@hccc.edu
https://www.jcedc.org/
mailto:Mprinz-Arey@jcedc.org
https://www.hudsonchamber.org/
https://www.hudsonchamber.org/
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