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How to Optimize Your GMB Page:  By now, you’ll 

have followed the directions and claimed your GMB 

listing or that of your client. By this stage in the process, 

you will have the page URL for the Google My Business 

listing.  It’s time to begin the optimization process.   

Follow these steps to optimize the listing – WHILE 

LOGGED INTO EITHER your gmail account or your 

client’s gmail account.  

 

Step #1: Go to https://Google.com and add the url for 

your (or your client’s) Google My Business page and hit 

“enter”.  

 

Note: In the sample page above, you may see that the 

profile is already partially complete.  

https://google.com/


Many to most of your clients will not have claimed their 

page or added any (or many) details, images, etc.   

Do NOT assume that, just because the data or 

images are on their page, that the info/images are 

accurate.   

It’s VERY IMPORTANT that you go through every bit of 

detail and add/edit/delete any and all appropriate and 

pertinent information.  

 

Step #2: As per the screenshot below, click on the “Edit” 

button:  

 

 



Now, proceed through the setup to make sure that each 

section of the Google My Business listing page is 

properly and completely optimized.  

Step #3: Once you’ve clicked on the Edit button, you will 

be on the GMB page, ready to begin editing your page 

(or your client’s page). Simply go down the list and add 

or edit the information required. 

 

 

 



 

 

1. Business Name: 

 

2. Address: 

 

 

 



 

 

3. Contact Info 

 

 

4. Category: 



 

5. Hours 

 

6. Introduction: 



 

VERY IMPORTANT: It is CRUCIAL that this 

information is completely accurate.  

The COMPLETE and ACCURATE details of Name, 

Address and Phone number (also known as NAP) are 

necessary for Snack Pack/3 Pack ranking possibility. 

While this program does not deal specifically with 

ranking sites, it IS vital that ALL details are 100% 

accurate and complete – everywhere they are posted on 

the internet.  

These complete and accurate details are part of 

what Google’s algorithm uses when a Google My 

Business page is ranked above other pages.  

These details are only PART of the information that 

Google utilizes in the ranking process.  Another 

important aspect in ranking is the local citations for each 

business.  



Step #4: Once the editing is complete, spend some time 

to go through all of the details again, to make sure it’s all 

accurate.  When you’re satisfied, click “Done Editing”.  

 

When these edits are completed, many people think that 

their job is done. This error in thinking gives us the 

competitive advantage because WE know that there’s 

still lots more that can be done for ourselves and our 

clients.  

When you click on “Done Editing”, you’re delivered to 

the option for more optimization.  Photos is the first stop.  



 

1. Post the “Profile photo” created for yourself or your 

client  



2.  Upload  the business logo  

3. Add/edit any interior images – such as “rooms”, 

offices, people working, etc.  4. Add/edit any photos of 

the outside of your business location – such as the 

exterior of your building and any surrounding 

businesses, etc. 5. Add/edit image of you and your 

staff/team members, customers/clients/patients in their 

work environment. 6. Add/edit images of your staff.  

Important Tip Regarding Photos: Many people get 

lazy at this point in the GMB page setup. (Which is great 

for us because WE know how important these steps 

are.)   

MORE images are FAR BETTER than FEWER images 

– making it much easier to rank. 

 

TIP:  When adding/editing image details, make sure you 

use BOTH primary and secondary LSI keywords (LSI 

keywords are words or phrases that are semantically 

related to each other. 

By making certain that the image is properly named, the 

little bit of extra work will go far in assisting yours (and 

your client’s) ranking (in the 3 Pack?) It is also posssible 

that images will rank with Google. 

Step #7: Once the images have been added and edits 

are complete, click on “home” in the upper left corner. 

 



Step #8: You’ll be redirected to Home page.  Scroll 

down the screen to the next section – which will let you 

know if you’re finished with the edits. 

As long as you’ve followed all of the steps, your screen 

should read “100%”.   

If anything is not complete, you will find the informaiton 

here. Click the links for any incomplete sections and 

finish them.   

 

Step #9: Again, many people think that they’re finished 

at this point. We know otherwise, right?   

One more item to finish.  Wait for the postcard to verify 

the business listing.  (Call your client after about 5-7 

days to see if they’ve received the postcard – let them 

know to call you the moment that they receive the card) 

Enter the code into the GMB listing and the page is now 

complete – and verified.   NOW, your work is done. 

 

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.  


