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How to Navigate Your Google My Business Dashboard: 

Business Ownership Best Practices 

Google My Business pages must be verified by the business 
owner or a representative that has been authorized by the 
business owner. Individuals or companies that offer the 
services of managing Google My Business accounts for other 
businesses are deemed an authorized agent. Examples might 
be:  SEO or SEM companies, a trusted company employee or 
friend of the owner. Adding you to the account as the manager 
would be the best option for the business Owner.  Once the 
invitation has been accepted, the business page will show up in 
your GMB dashboard.    

Google My Business Dashboard 

Log into your GMB Dashboard: 
https://business.google.com/manage/ 

  

 

https://business.google.com/manage/
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GMB Dashboard Index 

  

1. Locations or Business Pages 
2. Brand Pages 
3. Adwords Accounts linked to a Business Page 
4. Info Blocks and Alerts 
5. Not Published or Unverified Business 
6. Published or Verified Business 
7. Manage Location in Admin 
8. View Location in Search Result 
9. List View 

  10. Map View 

  

 

 

1: Locations 

The locations section is always the first page to open in your 
GMB dashboard. Here you will see the Verified/Published as 
well as the Unpublished/Still Need to be Verified. You can view 
only Published pages by selecting Info Block (4) for Published 
Locations. You will be able to view Published Pages when you 
select “Info Block 4 for Published Locations”. 

  

 

 

 



2: Brand Pages 

 

1. Brand Page 
2. Manage Page in Admin 
3. View Page in Google+ 
4. Followers for that Brand Page 
5. Date of last post on Brand Page 

  

3: Adwords 

An AdWords account needs to be linked, OR you must use the 
same account that is connected to your GMB and AdWords 
account.  

 

4: Info Blocks and Alerts 

Locations may be filtered by Published and Non Verified. You 
may also find Info Blocks listing formatting errors, duplicate 
addresses and Google Updates. 
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Google Updates 

Google works hard to make certain that the data that is 
collected and disseminated is accurate.  The data is collected 
from many different sources, some of which are reports from 
users and licensed content. At times, data that is supplied by 
business owners is deemed to be inaccurate.  If Google 
performs the update on the data, it will read “Google updates” 
status. Google may update Locations anytime.  When Google 
does update the information, it will be live in Maps, Search 
Results and other Google Services. It is important to review the 
information that you have provided to make certain that it’s 
accurate – so your customers and clients may easily locate 
you.  

 

Steps for Accepting, Discarding or Editing Google updates 
for a listing: 

 If your Location has Google Updates, you will see a 
notification from Google: “Updates from Google” in the 
upper right corner of the screen. These updates will be 
displayed in yellow beside your original business 
information. 

 There is a little “Pencil” beside the updates for you to 
make any changes. Click on “apply” once your changes 
are complete. There is a notice in the upper right corner of 
the page, “Accept” (All Updates) – Click Accept.  
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Location Marker Update 

  

 

Opening Hours Update 

  

It’s advisable to make sure that your business hours of 
operation are correct.  

  

5: Not Published (Unverified) Location 

If a location is not published or verified, the green “Published” 
text will not be displayed.  When you select “manage location” 
you will be taken to the admin page for that location.  You will 
be encouraged to verify this location.    

http://onlineownership.com/wp-content/uploads/2016/10/Opening-Hours-Update-in-Busienss-Dashboard.jpg


 

  

6: Published - Verified -  Location 

The benefit of having your GMB location published or verified is 
the Green “Published” text is visible on your GMB dashboard.  
The verified page will also be live in Maps and SERPS.  

 

7: Manage Location 

When you select “manage location” you will be taken to the 
location or business admin page.  
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Click on the EDIT button to get to the business details to 
change/edit/update and of the following information:   

 Business Name 
 Business Category 
 Business Address 
 Business Hours 
 Special Hours 
 Telephone Numbers 
 Website URL 
 Add Photos 

  

Top Line Navigation: 

 Photos: View All and Add 
 Reviews: View and Reply 
 Insights 

  

8: View Location 

By clicking on “View Location” you are taken to the Knowledge 
Panel in the business page.  



 

You are also able to Direct Edit your Business Details in the 
Knowledge Panel.  http://onlineownership.com/new-
knowledge-panel-direct-edit-layout-in-search-results/  

  

9: List View 

If you manage quite a few locations, you will want to use “List” 
view.  This displays all of the business locations in a neat, 
concise list. If you do not have many locations to manage, it’s 
advisable to use the “Card” view. In the “List” view, store codes 
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and labels may be missing.  It’s not necessary for an individual 
business to provide this information.  

 

  

10: Map View 

While “Map View” is still, strictly speaking, in beta testing, it’s 
intention is to give the user an elevated view of all the locations 
that are being managed in the account.  This makes it very 
easy to check the exact PIN location.   
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More Information on Map View Feature 

http://onlineownership.com/map-view-feature-added-to-google-
business-dashboard/ 
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Google Business Support Offers Assistance 

From right inside your business listing, it’s very easy to contact 
Google Support if you require assistance with anything related 
to your account. 

  

 

  

Click on the “Hamburger Menu” (stack of three long lines)- 
top/left corner –  and select “Support” from the dropdown menu. 
After clicking on Support, a new “Help” window opens up. You 
may add your support request or, go to the bottom of the “Help” 
window where you will find “contact options”.  
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Note: While you may send email after hours, telephone support 
is only available during business hours. For any other 
assistance or issues that are not about business support, you 
may also make use of the Google My Business Help Forum. 
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Disclaimer 

 

Google's algorithm (the rules and guidelines that determine 
which business listings they display at any given time to any 
given individual) may have changed since this document was 
published.   

While the steps outlined above were working for us at the time 
we published this document, Google may have changed its 
procedures since then.  

 


