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At MNA Digital we are passionate about helping those who 
need support getting online and using digital marketing 
technology. This is why we have put together helpful 
downloadable guides to assist you with various digital 
marketing topics.

In this guide, we are providing step-by-step guidance on how 
to set up a (free!) Google My Business listing. Along with how to 
create your first post, and how to collect reviews. It’s a must-read 
for anyone interested in attracting and engaging those customers!

Google My Business is more than just listing your website online, 
your free business profile lets you manage exactly how your 
business appears on Google Search and maps.
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To start, go to https://www.google.com/
business/ and sign in. You’ll need a Google 

Account to be able to set this up.

Signing up is easy if you don’t have an 
account already. Press the “manage now” 
button on the Google My Business front 
page and then you will need to click ‘create 
account’, this button is located in the bottom 
left-hand corner of the sign-in box.

When you click the create account button, 
a prompt will display where you will need to 
select personal or business.
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STEP 1: 
SIGN INTO GOOGLE  

MY BUSINESS

If you select “To manage my business” 
business, you’ll be taken to this form to 

complete.
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STEP 1: 
CONTINUED

Check if a listing already exists. 
Before you start managing your listing, you 

need to ensure that you check to see if your 
business is already listed with Google. You can 

do this by using the search function using 
different variations and spellings to double- 

check and to prevent duplicating a listing.

Claim or Create Your Business. 
If you find your business, claim it. If you do not 
then you will need to create it.
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Confirm or adjust your business name. 
The next step lets you confirm or adjust 

your business name.
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Select Your GMB Business Category. 
For this next step, you will need to start 
typing and choose a category that best 

represents your business. You can change 
this later and add more categories.

Set Address or Service Areas. 
Select whether or not you have a physical 
location that customers can visit.

Option 1: Select yes and add an address 
If you select yes you will need to add your 
primary location address, if you have 
a secondary location, you can add this 
afterwards.
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If you select “To manage my business” 
business, you’ll be taken to this form to 

complete.

STEP 1: 
CONTINUED
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Option 2: Select no and add your  
service areas. 

If you select no then Google will prompt you 
to add your service areas (the areas where 

you will provide services and primarily serve 
your customers).

You can answer with specific cities or 
neighborhoods like this, or you can target 

broader regions by adding counties or even 
countries.

Verify your business. 
Once your contact information has been 

entered, Google will tell you that your 
business is now verified or that they need to 
send a verification postcard to your physical 

address to verify the listing.

When you press next, you should be taken to 
your Google My Business dashboard.

Add contact information fory our business. 
Next, you’ll add your contact information for 
your business. If you do not have a website 
Google will even give you a free one to help 
you get started.
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STEP 1: 
CONTINUED
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Success! Your listing is now up and running. 
Within your Google My Business dashboard, 
you have a number of ways to capture users. 

You can create posts to highlight updates, 
offers, events, or you can even promote 

recent blog posts.

And they will display under your GMB listing.
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Add Your Products/Services. 
You can also add your products and 

services to ensure that users find them 
easier.

STEP 2: 
CREAT YOUR 
FIRST POST
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They will also display below your GMB listing.

As a business, you can answer questions 
submitted by customers, but you can also 

ask questions yourself and THEN answer 
them. You can use this space to write your 

own FAQ that customers can access before 
ever clicking on your site.

Answering questions that users and 
potential customers ask will help clarify 

information about your business, services, 
and/or products.
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STEP 2: 
CONTINUED
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Take advantage of your GMB listing’s Q&A. 
You can also use your listing to interact with 
potential customers through Q&A’s.
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Set up Google My Business on your phone 
to access customer chat. 

Your GMB listing also allows you to set up 
direct chat with customers through the 

Google My Business app.
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STEP 2: 
CREATE YOUR 

FIRST POST

Collect Reviews 
The final step is to use the link provided in 
your Google My Business console to collect 
reviews for your business. Reviews are one 
of the most significant ranking factors for 
local businesses and will be one of the first 
things customers will see when they notice 
your listing on Google.

STEP 2: 
CONTINUED
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WANT TO GET YOUR 
BUSINESS NOTICED IN 

GOOGLE LOCAL SEARCH?
Speak to us today on 01902 319730  

about our SEO services


