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101: How to claim your review/directory page

Whether you are listing your business for the first time, or re-claiming to clean it up, there 6 very
important things you need to know before getting started:

1. Remember your login information and passwords

a. You will be creating an account for each site, and your username may not always be
available. Itis important to store your information in a safe place.

2. Do not always follow the exact instructions these websites give you

a. Some of the steps listed online are outdated or do not work with systems you have set up
internally. If necessary, look for opportunities to get a live person on the phone (we will
provide you with the phone numbers we found).

3. Ifyou have more than one location, to claim your businesses, it will have to be done through
each location
a. These search engines wantto make sure you are who you say you are. Whatever phone
number and/or address you are using for the business, the search engines will double
check through either a phone call, text, or pin number they mail to you. So, if you want the
business to have the correct phone number, you will need to have some help from each
location to complete this process.

4. All of these websites are very sensitive, if you try to hit the “back” button once you are in the
process of listing a business, you will lose everything and have to start back over

5. Keep your data relevant: Many businesses, clients, and prospective clients are surprised with
information they find on listings because is incorrect/not updated, even linking them to the wrong
website. If your business is already listed (where a check-in to a business creates a page on a
provider or an employee or other aggregator had created it), and the information is incorrect, it's
likely the information is incorrectin other places. Yourgoalis to claim it so if your information
changesinthe future, orifyouwantto make updates, youcando so.

6. Listing yourbusinesses will be worth it

a. Once you have claimed all your locations across all the search engines, signing back inis a
piece of cake. It's a great feeling to be able to be back in control. That’s on top of the perks of
increasing your search ranking when listings are consistent
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Let’s Start with

Why start with Google? According to ComScore, Google Sites led the U.S. explicit core search market in July
2015 with 64 percent market share, followed by Microsoft Sites with 20.4 percent (up 0.1 percentage points)
and Yahoo Sites with 12.7 percent. So, if Google is still the most used search engine, that’s where you want
your business listed first.

1.

5.

Visit the Google My Business page

Agree to the Terms of Service

Search for your business by entering the name and address in. In this day and age, the majority
of businesses are already listed on Google. This may have happened because you, a former
employee, or a customer already listed it. Customers or employees could have even tagged the
business on Facebook and a listing was automatically generated.

If your business is already there but was claimed by someone else (SKIP THIS STEP IF THIS
DOES NOT APPLYTOYOU)
a. Open up this webpage and click “Contact us”

b. Requestaphone call from a specialist

Having done this multiple times, it usually takes about a minute or less to get your call.
It's anautomated system but then gives you the option to press 1 to connect with a
specialist. They will walk you through how to reclaim. If you work for a Corporate Office,
they will try to e-mail you to verify you are who you say you are. If your e-mail address
does not have the business name in it: For example your e-mail is
John.Smith@gmail.com but you are trying to claim your “Storefront” location and your
e-mail address is not John.Smith@storefront.com, this will not work. Instead, Google
will give you an option to have a receptionist at the store location that they will call.
Google gave us the option to put them on hold, to call a receptionist and give them a
heads up. The process overall was pretty seamless and each specialist was very
friendly. Another nice thing, our call dropped and the specialist called back about 3 times
(we were kind of testing them here), they lefta message and even found the corporate
number. They were serious about helping!

If step #4 does not apply and your business needs to be added after Step #3, follow these instructions:
(IF YOUWORKFORACORPORATE OFFICE AND HAVENUMEROUS LOCATIONS, SKIPTOSTEP

#6)

a. Click the “None of these Match” option
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Princess Anne Health & Rehabilitation Center, Lands I

@ Princess Anne Health & Rehabilitation Center

@ Norfolk Health & Rehabilitation Center

Fill in the business information and click “continue”

A Google+ page will be created when you Agree to the Terms of Service

Google will then give you the option of mailing your code, this process takes about 1-2 weeks.
You must do this step or else you will NOT get listed on Google

Google

oo

# My Business | Verify your busing

o make sure you can manage this business on Google, you e RIver
f ' 0
N, need to verify your association with this business f &

P > Mail me my code

i. NOTE: If you work for a corporate office, you have to have the code mailed to your
location, not the corporate office. Let the location know it's coming & to let you know when
it arrives as it is time-sensitive. If you mail it to the corporate office, the official address
online will have to be the corporate office.

If you are trying to list multiple locations at once (Ideal for Agencies or for Corporate Manager):

a. Visitthis website
Clickthe “Google My Business Locations (bulk upload via spreadsheet)” option

c. When you get the call from Google, click 1 to speak to a specialist and they will easily walk you
through how to fill out a spreadsheet and send them all your locations to list at one time
d. Youwill have to verify via e-mail or mail to confirm you are a representative of the business.

From your Googlemybusiness page, you can view & respond to reviews, post updates, track
analytics, and do so from your office or mobile device.
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Bing is the second most-visited search engine on the Internet. If people aren’t searching on Google,
chances are, they are searching for your business on Bing (thanks to Microsoft setting work desktop
computers homepages to Bing). The other benefit with doing Bing nextis itis really easy!

Here are the steps to getting listed on Bing:

1. First, you need to visit: https://www.bingplaces.com/ and hit “Sign in” in the upper right hand corner

2. You will then be asked to sign into Bing or create an account

a. We had trouble with the Create an Account link. Here is the direct address if you are not able
to easily connect.

3. Once you are signed up, you will have to verify your account via the e-mail address you used. Now
you need to go back to the Bing Places page https://www.bingplaces.com/ and hit “Get Started”

4. Then, if you are just looking to claim one business, fill in the business information (IF YOU ARE A
CORPORATE OFFICE MANAGERWITHMULTIPLE LOCATIONS CLICK“IF YOU ARE ACHAIN,
START HERE,”IFYOUARE AN AGENCY, CLICK“IF YOUARE ANAGENCY, STARTHERE”, NOW
SKIPTOSTEP

#6)
a. When your business pops up, click “Claim Business,” if it does not pop up, click “Create
new Business”

Search for your business

Showing results for '5403429525" modify searct N O @ | Road~
H I c Raleigh Court Health & Claim 4'\-13,(1(,” L
Rehabilitation Center Business nSw
1527 Grandin Rd Sw
. Roanoke, VA 24015, US

If your business is not listed in the search results, you can create a new listing

If you are an agency. start here. If you are a chain business, start here

b. You will have to sign in with your new Bing account
c. Youwill then be directed to a dashboard for your business



d. To verify, click the “Verify” button on the dashboard

m hw/mhwww&nu_w_ Bing ... * |[{EAUE= G | 2 Chnme...[ B Facebaok | 'rherap..ﬂ' Mumso\ Bing Pla...| 2 Chatme..
—

File Edit View Favorites Tools Help

blﬂg P or D > @ English~  Elovegreen.jlv@Gmail.com ~
Home > My listing Help
Raleigh Court Health & # EDIT

S i listi
Rehabilitation Center Vedifyyotinlisting

Before we publish your listing on Bing, we need to verify you are authorized to

Westover AY \ add and make changes to the listing information. Click Verify below to get
Maiden Ln SW- > X started.
> Biver »
®
&
&

Address 1527 Grandin Rd Sw
Roanoke, VA 24015, US

o X . .. o o
Phone (640) 342.9525 Drive more visitors to your site using

Website hitp:/fwww raleighcthealthrehab com/ Bing data and tools.
Verify to unlock

Reach more customers with bing ads.
Verify to unlock
Hours Update working hours

@ Markasciosed T Delete
& Troubleshoot

@ Add new business

e. You will getseveral options to verify, either a PIN via e-mail, phone call or text. You can also hit
alternative methods for mail.

If you are a corporate office manager, or an agency, you will have to resign in and then fill out the
given form:
a. For Agencies:
i.

File Edt View Fevorites Tools Help

1> bing pla

Home > Agency signup

Agencies managing their clients' listings on Bing Places for Business must first
create 2 agency account by providing the following information.

Learn ab

Agency name

Agency website

Who is your contact for verification information?

Name

Business email address

Phone number

For the following, if yos
office.

ultple locations, provide the address of your head

Country United States =
Address Line 1 +
city

State

Zip code

T

b. For Corporate Offices who clicked the “Chain” option:
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File Edit View Favorites Tools Help

|) bing places for business

Home > Chain business

Verify business with multiple locations

If you are a chain business (e.g. a retail or fast food chain), or have multiple
locations (e.g. hotel groups or real estate group), you can verify all your locations
at once. To start, tell us about your business

Business name
Website

Current number of locations

Subsidiaries @

If your business owns any subsidiary brands of properties, list their names here

Add a brand/ property

Cancel

6. You will next have to verify yourself:
a.

File Edit View Favorites Tools Help

@ English~  Elovegreenjlv@Gmg

Home > Chain business

Verification contact

Contact information

Provide contact details of a person authorized to receive a
verification PIN on behaif of your business.

Contact name
Designation

Business email

7. Fill out an address

8. Then you will submit the information for Bing to mail you a pin number
a. Ours came within 1-2 weeks**

9. When you get the pin number in the mail, it will have login information
10. Follow the steps to login and enter your PIN number

11. You will get to a dashboard with several bulk upload options



File Edit View Fevorites Tools Help

1> bing pla SS English~  Erika Lo

LISTING SUMMARY

L

IN REVIEW SUSPENDED

TOTAL LISTINGS PUBLISHED
listing

Download published listings

@ Upload mulipe businesses
@
@ ¢ Impressions
@ 4 W
® w hain &
Greensboro, 27406-3831 © Published S~~~ 55
Berkshire Health & Rehabilitatio 7
serkshire Health & Rehabllitation — vivon, 24179-3605 @ Published W
Center
Lexington Health Care Center Lexington, 27292-4140 @ Published A~ g
Burke, 22015-3022 @ bublished 51
ion
harlotte, 28214-243 ublis e
Center Charlotte, 28214-2436 @ Bublished
Fayetteville, 28306-2412 @ bublished r—w~ as
< >

12. To bulk upload, you will fill out a spreadsheet to submit: here is the link if you are having trouble
finding the Bulk Upload option:
a. Downloading the template is vital in this process

b. Once you have completed the spreadsheet, you hit upload
c. Itmay take a few days for all of your listings to appear

13. If you are having any issues with getting on Bing go here, and you can chat live with support



YaHoO!

Yahoo is the Internet’s 3™ most popular search engine, so it needs to be up there on your business listing
venture. They do not make claiming easy as their goal is to get you to buy paid listing management services
through Yext. You can list for free, but it’s a long process; they don’t guarantee that it will be listed in a timely
fashion; there are no bulk upload options that we were able to find, and, if they do have one, it's not easy or
user-friendly to locate.

First, we want to update you that many search providers are starting to use services like Yext to claim
listings and improve the accuracy of data, so you may start to see this on the rise with other listing
companies. It can be frustrating for smaller businesses who have a few listings and want to update them by
hand, however, this can also be very helpful for larger, enterprise companies with multiple locations and
keep them updated over several providersatafee. Note: when you stop the Yextservice, yourlistings will
be returnedto howthey started, which could be incorrect.

Secondly, navigating Yahoo for small business has become cumbersome and confusing. For example, if you
used to subscribe to “Yahoo Small Business’, it has now changed to ‘Aabaco Small Business’, then, after
announcing it took over a company called Luminate to manage small business, they are just absorbing
Luminate though Aabaco (Confused? You’re not alone!). Managing your listing through them is
precarious. If you are a paying customer, their business support line will work with you (408-916-2149),
however, if you are not a paying customer, they will re-direct you to Yext, and Yext will try to get you to pay
for listing management in many ways, though there is a way to do it for free (again, not user-friendly or easy
to locate).

Don’t worry about all of this. There’s only one thing that’s important ... here’s how can still get a free
local businesslistingonYahoo:

1. Go to https:/local.yahoo.com/ search for your business listing first. If a page is already created you
can seeifit’'s already been claimed.

YAHOO! a

LOCAL

Find Businesses & Services (e.g. restaurants) Address, City & State, or Zip

“ \ [San Diego, CA 92123 \

San Diego City Guide change Location =

a. If a page already exists you can click “Verify your listing”

b. Ifapage exists and is claimed, you may already have a valid page or, if it's not knowingly
claimed by an official representative of your business, you can still click “Verify your listing”
and proceed with the next steps.



PB Sports Massage by Bart Gale
DIOO00 32 reviews
Massage Therapy

Closed. Will open tomorrow at 11:00 AM - 11:00 AM -
730PM v

Sports Massage Circulatory Massage Deep Tissue NMT
PNF stretching

& Is this your business? Verify your listing ‘

@ Directions

2180 Garnet St, San Diego, CA

% Call

(858) 531-8189

Website
@ pbsportsmassage.com
c. This is where things get tricky... You will see information regarding Yext. Yext is a “digital
location management company that is a paid monthly service to manage your listings
across multiple provider sites. Initially it seems as though your only option is to sign up and

pay for money to manage a listing on your business, however, there are ways around it that
take extra steps.

That link will take you to http://www.yext.com/pl/yahoo-claims/index.html (you can just go here
directly if you prefer).

Enter your business information and click “Find My Listings”.

You'll then see page that is powered by Yext. It's a bit intimidating with an “error rate” and all of
these warnings that you’re not standing out and not verified through Yext. For now, don’t worry
about all of this, just click the big “Continue” button.

Next, you can update the information about your listing. Complete this page fully ... and don’t
forget to use the same NAP (name, address, phone) that you use everywhere for your
business. Click the “Continue” button when you’re done.

Yext will then present you with four paid plans, butimmediately below these plans is a tiny link that
says, “Claim your Basic Listing only on Yahoo” ... click that link.

a. Per Yext/Yahoo: “The Yahoo business claim allows you to update the name, address,
phone number, email, category, and website for your business. *Verification is required. You
willreceive an email shortly with instructions. Toimmediately claim yourbusiness, select
one ofthe power listings (aka paid listing subscription)” - see screenshot below



8.

YAHOO! | yext

Select Your Plan

Jotn over
ntomet.
Yahoo Essential
Listing on Yahoo Plus Package

Complete  Premium
Standard Package Advanced Package

Fixes Your Errors on | Fixes 72% of Errorst | Fixes 100% of Errors!

Yahoo C

Add Your Listing to
the Following Site

@ Yahoo

‘Add Your Listing to

the Following Sites

@ vahoo

G Google

@ racebook
Bing

& Apple

@ vep

W WhitePages

@ Mapauest

== Superpages
Citysearch
Local.com

@ Foursquare

310 fui-
Tl ST Aneusaty

«c @ © ¢ 0
s © ¢« ©
® - e -
p
e Emerging Stes | o
* s 2 b @
U ! = @

ncad
content to your websitel
$300 Value!

YAHOO!

Powerlistings detsils for Yahoo

P ]

You’re now at the “Yahoo Basic Listing Checkout” page. Complete the checkout and click “Place
Order” (it's free). Enter your business information in the form provided, click the check box that you
agree to the terms & conditions, and privacy policy; and the box that states you understand that
neither Yext nor Yahoo guarantees yourlisting will be displayed on yahoo: VeryImportant-

HICIUUCU LU SEy 11 A ISLS FaURaY S

Claim your Basic Listing only on Yahoo.

*Camnlata and

Click this link

check the box to confirm you are, indeed, not a robot.

YAHOO!

yext

Order Complete

Yext will send you an email to verify your email address. Click the link, create a password, then

login to your account.

Thanks for submitting your listing
We will send you an email shortly to confirm your account.

BACK TO YAHOO




Reply-To: pl-no-reply@yext.com

Dear Dem
Thank you for creating your Yext account!

Please click the button below to confirm your email address and activate your account.

Confirm Email

In the future, you can log into your account by going to www.yext.com/users/iogin

Your usemameis - Email @youremail.com ‘ email you provided

Welcome to Yext!
Yext Team

9. Thefinal step is to verify you represent this business. The easiest method is to have them call you,
but there are other methods as well.

Again, it will ask if you want to immediately verify by upgrading to a paid subscription, or give you the
option to verify via an automated phone call or by submitting an official document containing the name
and address of your business, which verification could take up to 2 weeks. A Yext representative (Raj
Nijjer) says that “Note that the free basic listing can take upwards of 30 days to publish/update and only
include basic NAP attributes.”

<)

Verify Listing
To complete this process, we need to verify you are the owner of this listing. Please select one of the following verification

methods.
Upgrade to PowerListings

Submit Verification Request
e

We chose the “Answer a Phone Call” option to the business address. We immediately received a call and
given a verification code and were able to successfully confirm our listing, but note the warning that the
free service does not guarantee the update:



Your business name here

*Signing up is not a guarantee
your information will be
I i updated.

IYour phone #

Ssyelp

(It may be the hardest to list with the most sales pressure)

Yelp has been growing steam in the online world, mainly for its review function for consumers. Many
companies may be surprised to find themselves listed on Yelp, with pictures. This is because customers
can create pages for businesses that do not have one. As a business owner or account manager, you can
even give consumers the power to update your listing at any time (we do not recommend that).

1.

Gotothislink: https://biz.yelp.com/

Type in the name of your business
a. Ifyoufound itand it has not been claimed click on “Claim Business” and skip down to step #5

b. Ifitsaysithasalready been claimed, call this number: (877)767-9357 (Yes, they will try to
sell you advertising, reiterate that you just want to clean up your listing first)

If you could not find your business, click “Add Your Business to Yelp”

Fill out the form with your business information and then click “Add Business”

You will be sent an e-mail to confirm the listing



6. The e-mail will bring you back to Yelp where you need to click through to see your business

7. You will not be able to officially claim the business as your own until it populates on search
results, that can take 1-5 days according to a Yelp specialist

8. After that time, you will need to create a Yelp Business Owners Login

9. Tofind it, go to your listing and at the VERY top of your screen, you will see a red flag that says “Go to
Yelp for Business Owners,” click on it

1 Go to Yelp for Business Owners

A T Q l semoe
T —
W Home AboutMe Writ <eview Find Friends Messages Talk Login

Princess Anne Health &
Rehabilitation Center m 1 Add Photo | share | R Bookmark

Physical Therapy, Occupational Therapy, Rehabilitation Center

Mind.(i”';'}ﬂﬁﬁooﬁ @ Add Photo
1948 Landstown Centre Way t
Virginia Beach, VA 23456
s
PlasmaCare (L) Today 9:00 am - 5:00 pm Open now
Pasmal
Kxmmmm 132 miles away from Princess Anne Health & Rehabilitation Center
Save a life. Donate your plasma! Find out how becoming a plasma donor can make a
difference for patients and help you eam extra money. read more
THE MARKET-LEADING

The LASIK Vision Institute £33 £33 £ 4 revien EMAIL TOOL.
BN 4.2 miles away from Princess Anne Health & Rehabilitation Center Plus all the online tools you need to help
_\‘ Jean-Taylor E. said "I had LASIK surgery at the LASIK Vision Institute in Virginia Beach your small business do more business.

and it was well worth it. They helped me finance...” read m <

10. Click the Login option at the top of the Yelp for Business Owners Page

BN 3¢ hiips /i yelp.com/

File Edit View Favorites Tools Help

ml:g% for Business Owners

Find and Claim your Yelp Business Page

Business Name . Mels Dine Near Adress, Neghbotood, Cy, Sate or Zp [ et sarea |

r Respond to reviews as | Measure visitor activity Call to get started
®  the business owner illlil on your page (877) 767-9357

Q
i

11. Follow the steps to create a Yelp Business Owners Account



12. After creating the account, call (877) 767-9357, if you hang on the line you will get a LIVE PERSON!

13. Explain to them that you want to link your newly created business listing with your business account

a. PLEASENOTE:Ifyouhavelessthan 10locations, Yelp creates foryou a Local Business
Manager Account, if you have more than 10 locations, you need a National account
(depending on who you talk to, they call it different things).

b. When originally going through this process and we hit the 10 business location threshold,
Yelp paused our account and gave a number to call. They will insist on selling you advertising.
The only way we could get around this was to convince them that we were not in charge of
marketing, butin charge of cleaning up business listings. We told them we would work on
getting them a meeting with our marketing team if they could help us out. That meeting
never happened, but we did get the National Business account we needed.






Yellow
Pages.

With millions of searches daily, Yellow Pages has a pretty easy platform to work with. No bulk upload option if
you are a Corporation or Agency. Outside of the major time commitment for bigger businesses, listing with
them is pretty smooth. They did tell us if we purchased advertising they would entertain a bulk upload.

Here is how to get listed on Yellow Pages:

1.

2
3.
4

You need a YP account — here is the website to create one.

From there, go to this website
Fill out your business information

If your business exists, it will give you a screen to select it to claim, if not, you will move onto the
verification page.

Edit View Favorites Tools Help

We found 1 for your

Please select the listing that most closely matches your business

After completing the listing claim process, you will be able to edit the listing information

If you do not have access to the phone number listed, or your business is not listed below,
please call (866) 570-8863

Princess Anne H&R Ops Limited @) free Listing Select

Partnership This is a free listing
g. Select this
1948 Landstown Centre Way listing to complete & claim it

y
Virginia Beach, VA , 23456
(757) 689-0444

If it's not the correct phone number, call the number give (806) 570-8863 and a LIVE PERSON will
help you out

If it was the right phone number, click “select”

Next, you will be at the phone call verification step



a. Yellow Pages is very difficult as they will give you code AS THEY ARE CALLING YOU to give
them (it's opposite of some of the other sites who give you a code)

b. You must make your receptionist aware that the other line is going to start ringing, give them
the code, and hang up. After a few tries, we got the hang of it, but this process happen really
quickly. IF you do not have two lines we suggest calling the (806) 570-8863. We got lucky and
they went ahead and verified one account for us when we had an automated phone answering
system that would not take their calls. Customer service is terrible here. That one verification
took nearly 45 minutes of the phone. The specialist did not seem fully trained to understand our
problem. The patience did pay off since they did give us the account without questioning or
fully verifying that we were who we said we were.

Once your account has been set up and businesses verified, if you are not directed to your
Dashboard, go back to the sign in page. Sign in to get to your Dashboard.

You will see the word “Tools” across the top of the screen. That is where you can access your listings
to manage

yp 2“5&'&%‘3’;“ Overview ERLCERg 3 Help~  Hi, Erika! ~

Your Listings
Connect to Yo ccol

Account Number

AboutYP TermsofUse PrivacyPolicy Ad Choices
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merchantcircle.com

MerchantCircle is an online directory that helps small businesses connect with local consumers. They
offer free marketing tools. Not the highest priority as far as Business Listings are concerned, but they are
hyper local. Some markets you will find they are more popular than others. There is no bulk upload option
for Corporate Businesses or agencies. You have to do each business one at a time. It is very time
consuming.

1.

Go here: https://www.merchantcircle.com/signup?#step=stepOne

Fill in your information
After submitting, fill in your business information

If your business does not exist, it will have you fill in your address, phone number, and business
category — if it does exist, skip down to step #9

You will get to a page where they try to sell you advertising, scroll down to the bottom and click No,
Skip, I'm fine with my listing page (see red arrow on screenshot)



Bl & ttp=// v merchantcircle.comsignupsstep=upgraderremi = & I3 @ Desks, Quotes, Coupon... x [

e Edit View Favorites Tools Help

Upgrade to a merchant circle premium membership today
Look your best in front of 12m consumers a month

(I)rel*rliuln N O AD'S MERCHANTClRCL.E
ol on YOUR VERIFIED
muki 'y, PAGE BADG

that's about

7 cents a day MORE INFO
MORE INFO

Ls
g | i 2
No, Skip l'm‘ﬁﬁmv%t#\g'page being onlys@ pdion of what it COUED'BE
'f\
L=

©2015 Reply! Inc. All Rights Reserved.

6. Next, there will be yet a
white, blended in_w'th th

£Gt View

lower left hand corner.

2 Grab your spot
Your Business Name Here
il N NOW !

You can put anything you want here special offers
deals, coupons, advice your choice

5/ * With MerchantCircle Hero Ads,
; you can be front and center on the

City/Hub Page for your business.
* You will be above your competitors
and consumers will see your first.

» Stand out as a leader in your
community.

7. You will get an e-mail to verify your account. Check you spam mail

8. If your business was already on MerchantCircle, click Claim

sales page with an option to skip. Having a hard time finding it? It's in

a. Disclaimer: our computer would not click through hen we clicked the claim button. We ended up



needing to go to the e-mail us support option (no phone numbers with no live people here). This
is the link.

b. After e-mailing them, they did link the accounts

c. They said usually, if you click Claim, they will offer to send you an e-mail so you can verify, we
didn’t get that far.

facebook

You may have not set up a Facebook page, but there is a very good chance one has already been created
for you! That's because general customers and 3" party aggregators can create pages when one does not
exist (or even when one does... i.e. duplicate). One thing you need to know about Facebook pages for
business, there are two types (which can sometimes be confusing). You can create a Business page or a
Places page. What's the difference? A Business page is where you and your customers can engage with
pictures, videos, comments, etc. It’s very flexible and the most comprehensive. A Places page is really more

like a business listing. Our advice, stick with the Business Page and merge any Places pages you find with
your primary one.

How to merge Facebook pages:

1. Add your business e-mail address to your personal profile that contacts your business name. This
verifies for Facebook that you are a representative for your business. If you don’t have a work e-mail
address, you will have to have a document that shows your business name that can be uploaded.
According to Facebook, examples of this include taxfiles, utility bills, business license, etc.

2. Visitthe page you wish to claim and click the gear symbol in the upper right hand corner- clicking
“Is this your Business”



I Hair Salon - Shopping & Retail thLike | || Save | # SuggestEdits | ox»
Suggest a Photo
. Like As Your Page

Do you know the owner?

Write a Review

- Is this your business?
ﬁ Tell people what you think

ﬁ Suggest Contact Info

Create a Page
v | (804)272-1498 Share
Report Page

vl | E No reviews. Be the first o review t

Privacy
v
Posts about Beaufont Towers Terms

e 5o |

ABOUT

a. If your business e-mail is associated with your account, select it in the drop down and you will
be sent an e-mail to verify. If not, you will have to submit the documentation listed in step 1

b. It took about 2 business days to receive an e-mail to the address we tested. You will get an e-
mail through Facebook letting you know the page has been converted.

c. A pop up window will appear. You may be asked if you want to merge duplicate businesses. If
you choose to merge, a warning screen will appear that says you can only merge pages that
are similar:

i. Please note: Merges are permanent and all of your likes, pictures, check ins, etc. will be
combined

Claim Beautont Towers

Do you manage another Page about this business? If you do, you
may be able to merge your existing Page and Beaufont Towers
together

* Merge Beaulont Towers into another Page you manage

Claim Beaufont Towers

d. If you did not get a merge option, but rather to Claim the Business, you will get a pop up asking if
you are an official representative of the business

e. Fill out the publicly listed phone number for your business and you will be called and given a 4-
digit verification code

f. If for some reason Facebook cannot call the number listed, you can click “Verify by business
email or documents”

Note: If you need to claim a Facebook Business page that has already been created, without Administrative
access from the original creator, it is very difficult. The only potential solution we could find, was to click the
“...” symbol on the page, and select “Report Page.”
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* Select “This Place has a duplicated or inaccurate information”
Help Us Understand What's Happening

What's wrong with this Page?

* This Place has duplicate or inaccurate info

| just don't like it

It's harassing me or someone | know
| think it shouldn't be on Facebook
It's spam or a scam

| think it's an unauthorized use of my
intellectual property

Something else

* Facebook basically just tells you thanks but no thanks

Thanks

We're glad you told us aboul this

* The duplicate page still exists after several months. Our solution, was to create a brand new
business page, drive new traffic to it. Once the new page got more fans and activity, it came up
first when searched.

How do | set-up a Parent-Child Relationship on Facebook?

If you have an existing page that you would like to convert into a Brand page in your location structure, you will
first need to remove the address data associated with the page. If there is no address data on the page, no



action should be required. Removing address data will require that the page’s primary category be changed to
one that does not require an address (“Company” is a good example). To remove the address on a page,
follow the below steps:

1. Go to the page you wish to convert into a Brand Page and verify you have an Admin access view (click
Manage Page with Business Manager if required)
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2. Go to About -> Page Info (don’t click “Edit Page Info”)
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3. Click Edit next to the Category — Update to “Company” or “Companies & Organizations” (this can be
changed later after address data is removed)

4. Click Edit next to the Address

5. Select "No Street Addresr§';limnu Address field
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6. Clear out other Address fields (City/Town, Zip), Uncheck box below map “Show map and check-ins on
the Page” (screenshot)
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Show map and check-ins on the Page

7. You will now see this page. Click 'remove this place' then save changes and follow further instructions
from Facebook. Once complete, you may see an error message telling you that “Your Changes Could
Not be Saved” However, this is false and you have successfully removed the address.
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Your mailing address is currently incomplete. Although people

can still check in to your Place, it's a good idea to add your full

address so they can locate your business. You can alsojremove |
e o turn off check-ins for your Page
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8. To check that all is well: Go to Settings -> Locations there should no longer be a message at the top

9. Once you have your Brand Page fully set-up, you can start adding in your child pages to the
relationship! You can create new locations or add in pages that have already been created.
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Managing Locations

The main Page is a place. You can migrate its place information to a new location Page.
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Allow visitors on your location Pages to see other Laser Quest locations nearby
« Allow

Allow on mobile only

Don't allow
Show posts from BobLoblaw's on your location Pages

Always show

Only show on location Pages that don't publish their own posts

* Never show

The parent/child relationship on Facebook is a simple and organized way to manage all your
listings across Facebook, and it has many extra features to it that can boost SEO and page optimization.
These features range from custom Vanity URLs for locations, custom location descriptions in the business



names, and a choice to seed posts from the brand page out to all the child pages.





