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 Free Google Local Business Listing Setup 

 

 

Go to www.google.com 

 Click on the “Sign in” link. 
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https://www.google.com/accounts/Login?hl=en&continue=http://www.google.com/�
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If you already have a Google Account, input your email address and password and then select the sign in button and 
then click here to skip to page #7. 

 If you don’t have a Google Account, then select the, “Create an account now” link. 
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1. Input your email current address. 

2. Choose a password of at least 8 
characters. 

3. Re-enter the password 

 

 

 

 

4. Input your birthday in the following 
format, 2/21/2010 

 

 

5. Input word verification as shown on 
your  screen 

 

 

 

6. Select the, “I accept. Create my 
account” 



4 

 

 

 

After you click the, “I accept” button, Google will email you a verification email that you must retrieve in order to access 
your new account. To do this you will need to access your email and find the email sent to you from Google.  

Once you have found the email from Google proceed to the next page. 
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 Click on this link in your email so that Google can verify your email address. 

 

 After you have clicked on the email link a screen like the following page will appear. 
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Once you have verified your email address and the following screen has appeared, you are now ready to set up your 
Google Local Business Listing. 

 

 Click on the link, “click here to manage your account profile” 
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 In the address bar type in the following URL, https://www.google.com/local/add Or click this link. 
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 Input your franchise name and contact information in their corresponding fields.  

   Company/Organization:   Your complete franchise name 

Street address, city, state, zip code: Make sure this is your physical address of your business. 
Google will need an actual verifiable address listed in order 
for your business to appear on their website. 

  Main Phone:     List your business phone number 

Email Address:  Input the email address you will want customers to see and 
contact you through. 

 

Website:  Make sure you input your complete website address provided by HRI and in the format shown on 
the above screen shot (ex. http://www.chem-dry.net/michiana.in). If you are not sure what your 
Chem-Dry website address is, then go to www.chemdry.com, click on the “Find my local Chem-Dry 
link and input your zip code to bring up your franchise, right click with your mouse on your franchise 
name and then select the “copy shortcut”, come back to your Google Local Business Listing and then 
right click and select paste in the website field. 

Description: This field is for you to provide a brief description of your franchise. This field is limited to 200 
characters. Here is a sample, “Professional carpet, tile, grout and upholstery cleaning services. 
Carpets are deep cleaned and dry in 1-2 hours, not days (much better than steam cleaning). The 
Natural is a green cleaner“.  This is also a good place to mention your large service area/city, and 
your years in business. Include a call to action: Call for a free phone estimate. 

Category: Categories are used by Google to identify the services that best describe your business. You can add 
up to 5 categories.  

1. Carpet Cleaning Service (Required) 

2. Upholstery Cleaning Service (Required) 

3. Tile and Grout Cleaning Service (optional) 

4. Area Rug Cleaning Service (optional) 

5. Water Damage Restoration Service (optional) 

 

Submit:  Once you have completed the screen click on the Submit button to advance to the next screen. 
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Some of you may see this screen that already contains your business listing. If this happens you want to 
select the “Claim listing” to take over this listing with the new one you are creating. If you see multiple 
listing with your address then select the top one to claim.  

 

If the Claim Listing is not your business, then you will need to select the “Add Listing” button to list the new 
local listing you just created. 
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 If you selected the Add Listing then go to the next page to complete your local listing. If you selected the 
Claim Listing then the following screen will pop up and you will need to select the Claim listing button to 
confirm that the other business listing refers to your exact same franchise business. Once you have done 
this you can precede to the next page. 
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  Select the Edit button to continue with the setup of you local business listing. 
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Service area:     This is a new offering by Google; this feature enables you to select a specific zip code 
(or zip codes) that you cover.  To enable this feature select the “Yes, this business 
serves customers at their locations” then the following list of options will appear.  
Make sure the “Do not show my business address on my Maps listing” is not

PLEASE NOTE: Only list a city of zip if you service the MAJORITY of that city or zip. Do not list a 
county unless you service that entire county.  If a customer calls outside your service 
area, please direct them to a local franchise or 1-800-CHEMDRY. 

 
checked.  Then select the “List of areas served,” and input the zip codes/cities that 
you service (for example you may list Lake Oswego, then select add and then enter 
another city such as Oak Grove.)  It will then highlight the cities or zip codes you 
entered on the map. 
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Hours of Operations: We would recommend that you don’t list your hours of operation unless you are very 
committed to the hours that you set. We would suggest that you leave the option, “I prefer 
not to specify operating hours”. 

Payment Options:  We would recommend that you don’t select any of the options unless you are will to accept 
most of those listed on the screen. If you are willing to accept cash, check, invoice, American 
Express, Discover, MasterCard, and Visa then you could select all of those options if not, 
then don’t select any of them. 
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Google loves photos. You can add up to 10 different photos on your business listing. There are two ways to 
add Photos to your listing: 

1. Click on the Browse button 

2. Find the folder labeled, “My Pictures” 

3. Select the photo (we would recommend you load the Chem-Dry badge logo) you would like to add 
and click the insert button  

4. If you want to add additional photos repeat this process.  

1. Select the “Add photo from the web” option. 

OR 

2. Click or paste the following link into your browser bar http://pbckt.com/sS.dJEI 

3. Select the Chem-Dry photo you would like to use from this site by clicking on it. 

4. After selecting the photo scroll down until you see the following box titled “Share this Image” it is 
found on the left side near the bottom of the screen. (Example found on next page.) 
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5. Copy the text found in the “Direct link” box. 

6. Then paste the URL you copied into the “Add photo” box found on the Google page.  

 

7.  Click the “Add Photo” button.  Repeat if you wish to add more photos. 
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Google also loves videos. You can add up to 5 videos on your listing. We have loaded 5 different videos for 
you to choose from.  To choose one, do the following: 

1. Copy one of the links below for a video you would like posted:  

a. The Power of Carbonation: http://www.youtube.com/watch?v=ZN90vmjTJMY  

b. Uncleanable Carpet: http://www.youtube.com/watch?v=pXq_Ky772zc  

c. Power of Protectant: http://www.youtube.com/watch?v=M6yb9EzGfGI  

d. Specialty Stain Removal: http://www.youtube.com/watch?v=WbO65aB4dPM  

2. Paste this link into the “Add video” box on the Google page.   Once you have pasted the link into the 
box click, the “Add video” button. 

 

3. Repeat to add more videos if desired. 
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Additional Details: In this section, you can add additional information about your business. The fields on the 
left are for headings and the fields on the right are for the details. We recommend that you 
input “Cleaning Services” in the field on the left and the following in the field the right, 
“Cleaning Service, Upholstery Cleaning, Leather Cleaning, Carpet Cleaning, Specialty Stain 
Removal, Pet Urine Removal”  

Additional Details: This is the place where you will want to list the areas you service. Click on the “Add 
another” link for an additional field. In the new field on the left type in “Cities we serve”. In 
the new field on the right type in all of the cities you serve. Make sure you separate the 
cities with a coma (ex. Logan, Smithfield, etc.). You will have a limited number of characters 
that you can type in this field.  

If you need to add more cities, you will need to click on the “Add another” link and repeat 
the process. In the new left field type “Additional cities we serve” and in the left field 
continue to list the cities you service. In some areas of the country people search for carpet 
cleaning services by county instead of city. If this is the case for your area, then in the left 
field type, “Counties we serve” and in the right field type the list of counties you service.    

Click Submit when you are finished with this screen. 
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Validating your Business Listing:  For your protection, Google wants to verify the information you have given them, 
they will verify this in one of two ways: You will be either given the option to have 
it validated by a phone call, or you will receive a postcard in the mail in 2-3 weeks. 
Validating your business listing will greatly help the page ranking of your Google 
Listing. By validating your information, Google will know that this is correct and 
will give you a better ranking when customers search for your services.  

Click here to Proceed to page 22 if the only option given is the validation by postcard. 

Phone Validation: If this option comes up Google will place a call to the business number you listed in your contact 
information. This is a recorded call from Google and the system will give you a PIN number that 
you will need to input in the system in order to validate. Before you approve them to make the 
phone call, make sure you call your office and let your CSR know about the call so that she/he can 
write down the PIN number. The call is placed within a couple of minutes of you approving Google 
to place the call. Once you click on the “Finish” button Google will place the call. Proceed to the 
next page in order to enter the PIN number. 
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Phone Validation Continued: Once you have the PIN code, input the number in the “Enter PIN” field and 
press the “Go” button next to the field. This will validate your business 
listing with Google. Proceed to the next page. 
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Phone Validation Continued: The following screen will appear if the PIN you have entered is correct.  

 

Adding a Coupon:  Google likes listings with coupons, click on the, “Go to the Local Business Center” to gain access 
to the coupons pages. 

  

 

Click here to Proceed to page 24 for instructions on how to add a coupon to your listing. 
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Postcard Validation: Click on the postcard option for you to approve Google to send you a postcard (2-3 weeks) 
with a PIN and instructions. 
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Postcard Validation Continued: After clicking the Finish button the screen above will appear. In about 2-3 
weeks you will receive a postcard with a PIN number and instructions to 
validate your information. Once you have validated your information Google 
will improve your page ranking on the Local Business Listing.  

 

 We would recommend that you spend time once a month keeping your listing fresh with 
new content (photos, videos, coupons, description, etc.). This will help improve your page 
ranking so that customers searching for your services will find your business listing instead 
of your competitions. 
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Coupons: Click on the, “Coupons” tab to be directed to the Coupon setup screen. 
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Coupons Continued: Click on the, “Add new coupon”. 
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Coupon Continued: Business name:  Insert your franchise name 

 Headline:   This field will be the title of your coupon (example:   
   Carpet Cleaning Special or Stain Removal Special or 3   
   Area Special). 

 Sub-Heading:  Depending on what you input in the Headline, you can   
   use this (optional) field to list the offer. (Example: 3   
   Areas for $99.00 or Whole House Cleaning) 

 Details:   In this field you will want to add specific details related  
   to the offer.  This is where you would add your terms   
   and conditions (Not valid with any other offers,   
   Minimum charges apply, Up to 350 sq ft, etc.). 

 Image:  If you would like to insert an image like the Chem-Dry   
   logo you would select the, “Edit Image” field to them   
   follow the same steps you did to add an image on your  
   Google Business Listing. 
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 Good until date: Insert the date you would like the coupon to expire or   
   leave blank if you don’t want an expiration date. 

 Offer Code:  This field allows you to add an offer code specific to this  
   coupon. This will allow you to track the marketing   
   results of the coupon by asking the customer for the   
   Offer Code at the time the customer calls. 

 At what location is this coupon valid?:    Make sure all my business locations is  
      checked. 

 

 Click, “Continue” 
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Your new coupon will now be displayed on the screen. 

 

Congratulations! 

You have now completed your Google Local Business Listing. We would recommend that 
you spend time once a month keeping your listing fresh with new content (photos, videos, 
coupons, description, etc.). This will help improve your page ranking so that customers 
searching for your services will find your business listing instead of your competitors.  

Click on the, “Sign out” link to exit your Google Account. 
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