
© 2011 ProfessionalPlanets. ProfessionalPlanets  provides client services and web hosting cooperative with which the subsidiaries of ProfessionalPlanets  network are affiliated.

How To Register & 
Claim Your Google 

Places Account
Professional Planets 2012

Client Services & Assurance Division



© 2011 ProfessionalPlanets. ProfessionalPlanets  provides client services and web hosting cooperative with which the subsidiaries of ProfessionalPlanets  network are affiliated.

Getting Started With Google Places

Why add your listing with Google Places?

Once you've verified your listing, you can enhance the Place Page for your 
business by adding photos, videos, coupons, and even real-time updates 
like weekly specials all on your Place Page. Verifying your listing gives 
you the opportunity to share even more information about your business 
with Google.

How it works

Each local business listing on Google is in fact a giant 'cluster' of 
information that we get from a few different places: Yellow Pages, for 
example, as well as other third-party providers. To make sure the basic 
information you submit is accurate, we'll ask you to verify it first by 
entering a PIN that will be sent to either your business address or phone 
number.

You can add other information to your listing too—such as a description of 
your business, photos, reviews, or information about hours.
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If you already have a Google Account, 
sign in with your email and password. 
You can also use an AdWords login 
address and password, if you have one. 
If you don't have a Google Account, 
click Sign up for an account now, or 
go straight to the sign-up page. Google 
Places accounts are not transferable, so 
if you are planning to share this 
account with other users, create a 
Google account that you would not 
mind sharing with others.

On Google Places homepage, click 
Add new business.

Signing Into Google Places

#1

#2

http://www.google.com/support/accounts/bin/answer.py?answer=27441
http://www.google.com/support/accounts/bin/answer.py?answer=27441
https://www.google.com/accounts/NewAccount?utm_source=google&utm_medium=helpcenter&utm_campaign=Maps
https://www.google.com/accounts/NewAccount?utm_source=google&utm_medium=helpcenter&utm_campaign=Maps
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On the “Find your business” tab, search for your business by phone number 
to see if Google already has information about your business.
	

 •	

 Select the country of your business location from the drop-down.
	

 •	

 Enter the phone number of your business listing.
	

 •	

 Click Find business information.

Find Your Business In Google Places
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Review the search results, if any, to see if one of them describes your business.
	

 •	

 If none of the results are related to your business, you will be prompted to add 

business information on the Edit Details page.
	

 •	

 If none of the results is your business, click Add a new listing. You'll be 

prompted to add more information on the next page.

Review & Select Search Results
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Fill out the basic information about your business. This includes:
	

 •	

 Company/Organization: This is the official/registered name of your business. Some businesses may be located within a mall 

or a container store, which is a store that contains another business. If your business is within a container store or mall, and 
you'd like to include this information in your listing, specify the container store in parentheses in the business name field. For 
example, Starbucks (inside Safeway).

	

 •	

 Address (required): The address should look exactly the way you'd write it on a standard mailing envelope. If you are a 
service-area business, you'll be able to hide your address in a few steps.

	

 •	

 Phone Number (required): Be sure to include the area code with your phone number.
	

 •	

 Website: Your website URL can be a maximum of 255 characters. *Be sure to use the primary DOMAIN not a forwarding 

domain.

Updating Your Basic Information
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Click Next.You'll now have the opportunity to provide the following 
information about your business:
	

 •	

 Categories: Enter several categories to describe your business, to 

make it easier for others to find when they search Google. Google will 
automatically suggest categories as you type. Make sure you choose 
one Google-suggested category before adding customizable 
categories. You can enter up to 5 categories for your business.

	

 •	

 Hours of operation: Select your hours of operation using the drop 
down menus. If would prefer not to specify your hours of operation, 
keep the radio button selected next to “I prefer not to specify operating 
hours.”

	

 •	

 Payment options: Select the checkboxes next to the payment 
methods that your business accepts.

	

 •	

 Photos: Use the photo uploader to add a photo from your computer, or 
specify a URL to add a photo from the web. You can add up to 10 
photos to your listing. Photos will appear in order of greatest size and 
quality. To learn more about adding photos, check out the User Guide.

	

 •	

 Video: To add a video, upload it to YouTube and copy and paste the 
URL to your Places listing. You can add up to 5 videos to your listing. 
For help with uploading your video to YouTube, read the article on 
how to upload a video in the YouTube Help Center.

	

 •	

 Additional details: Use this section to add custom information fields 
to your listing. For example, parking availability, or whether your 
business allows pets. Learn more about useful custom attributes to add 
to your listing.

Additional Information About Your Places Listing

http://support.google.com/places/bin/static.py?page=guide.cs&guide=28247&topic=28289&answer=142916
http://support.google.com/places/bin/static.py?page=guide.cs&guide=28247&topic=28289&answer=142916
http://www.youtube.com/
http://www.youtube.com/
http://help.youtube.com/support/youtube/bin/answer.py?answer=57924&topic=16612
http://help.youtube.com/support/youtube/bin/answer.py?answer=57924&topic=16612
http://www.google.com/support/places/bin/answer.py?&answer=82687&topic=1656882
http://www.google.com/support/places/bin/answer.py?&answer=82687&topic=1656882
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You will notice the additional options and area’s to add information to:
	


	

 •	

 Photos: Use the photo uploader to add a photo from your computer, or 

specify a URL to add a photo from the web. You can add up to 10 
photos to your listing. Photos will appear in order of greatest size and 
quality. To learn more about adding photos, check out the User Guide.

	

 •	

 Video: To add a video, upload it to YouTube and copy and paste the 
URL to your Places listing. You can add up to 5 videos to your listing. 
For help with uploading your video to YouTube, read the article on 
how to upload a video in the YouTube Help Center.

	

 •	

 Additional details: Use this section to add custom information fields 
to your listing. For example, parking availability, or whether your 
business allows pets. Learn more about useful custom attributes to add 
to your listing.

Add Photos & Video Links

http://support.google.com/places/bin/static.py?page=guide.cs&guide=28247&topic=28289&answer=142916
http://support.google.com/places/bin/static.py?page=guide.cs&guide=28247&topic=28289&answer=142916
http://www.youtube.com/
http://www.youtube.com/
http://help.youtube.com/support/youtube/bin/answer.py?answer=57924&topic=16612
http://help.youtube.com/support/youtube/bin/answer.py?answer=57924&topic=16612
http://www.google.com/support/places/bin/answer.py?&answer=82687&topic=1656882
http://www.google.com/support/places/bin/answer.py?&answer=82687&topic=1656882
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Validating Your Google Places Listing

Google Places offers three ways for you to verify a new business listing, or 
to verify phone number or address changes in an existing listing. Click on a 
verification method below for more information.

Verification by phone (called right away so be sure you’re at the 
business)
Verification by SMS
Verification by postcard

Not all verification options may be available due to several reasons:

	

 •	

 The mailing address or the phone number do not match the listing, 
meaning our records indicate different information than what you are 
providing

	

 •	

 Too many businesses have been verified with the same phone number 
or the same address

If you're having trouble verifying your business, please visit our 
verification troubleshooter.

Note that if you edit your business name, address, or phone number, you'll 
need to verify again before these changes can go live.

Choose how you would like to verify your listing and click Finish.

http://www.google.com/support/places/bin/static.py?page=ts.cs&ts=1399021
http://www.google.com/support/places/bin/static.py?page=ts.cs&ts=1399021
https://www.google.com/support/places/bin/answer.py?answer=75569
https://www.google.com/support/places/bin/answer.py?answer=75569
http://support.google.com/places/bin/answer.py?answer=75569
http://support.google.com/places/bin/answer.py?answer=75569
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PIN Verification is required to confirm that the person claiming and verifying the listing 
through Google Places is actually the business owner or an authorized representative of 
the business.

A PIN, also known as a verification code, is sent to either the business address or the 
business phone. The business owner then enters the PIN into the Google Places account. 
Once the listing has been verified, the listing will appear on Google.

Entering Your PIN Number
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Actions Needed

You may notice the Status of each of your 
Google Places listings. Make sure your 
listing is set as ACTIVE.  There are four 
columns: Business, Status, Impressions, 
and Actions. The list of businesses and 
statuses may be sorted alphabetically by 
clicking on the header. The arrow () will 
indicate a sorted column.
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Once you've submitted your business 
information, & verify the PIN it will then be 
staged to go live on Google. We allow a 
maximum of 100 listings per account for 
manual verification.

You can see your local business listing live on 
Google by signing into your Google Places 
account and clicking See your listing on 
Google. This link will take you to your actual 
Place Page, as seen by users.

Sometimes when you verify a listing, it is 
possible that we will show data from another 
user who has also verified the listing. If the 
information in your listing is wrong even after 
you have verified the listing, you can send a 
report through the Report a problem link.

Google Places Process Time

http://www.google.com/places
http://www.google.com/places
http://support.google.com/places/bin/answer.py?answer=176504
http://support.google.com/places/bin/answer.py?answer=176504
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It may take up to one week after verification for your new business listing to appear on 
Google. Updates to existing listings, including the removal of photos or entire listings 
can also take about one week. We can't manually accelerate this process, but we are 
constantly working to improve our turnaround time for this system.

Verification & Google Places Process Time
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To make edits to your business listing, sign in to Google Places. Your dashboard will show all of the listings you 
have added.

In the business info column on the left side of the screen, you will see an “Edit” link underneath your business’s 
basic listing information. Click the Edit link to make changes.

This brings you to a page where you can edit information about your business, like address, photos, videos, 
custom attributes, and more! Your changes should appear almost instantly. If you wish to edit a listing that was 
uploaded as part of a bulk listing, visit the Places User Guide.

If you are a business owner, you can verify your business on Google.

If you're not the business owner, but still notice an error in a listing, you can use the Maps User Guide.

Note that if you edit your business name, address, or phone number, you'll need to verify again before these 
changes can go live.

How To Edit Your Existing Google Places Listing

http://www.google.com/places
http://www.google.com/places
http://support.google.com/places/bin/static.py?page=guide.cs&guide=28247&topic=28306
http://support.google.com/places/bin/static.py?page=guide.cs&guide=28247&topic=28306
http://maps.google.com/support/bin/answer.py?hl=en&answer=171429
http://maps.google.com/support/bin/answer.py?hl=en&answer=171429
https://www.google.com/support/places/bin/answer.py?answer=75569
https://www.google.com/support/places/bin/answer.py?answer=75569
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Google Places Complete

Congratulations you have now successfully registered your Google Places Listing.  Here are some additional tips.
	


	

 •	

 Website Link: Be sure to link your Google Places account to your website and offer or welcome patient reviews.
	

 •	

 Video: Find out more about our SEO webinar classes & how to register.  You can call Client Services at 888-364-5774.
	




