HOW TO ADD AN OWNERORA
MANAGER TO YOUR GOOGLE
BUSINESS PROFILE

1. Log in and navigate to your business profile in Google Search

First, you must find and open your Google Business Profile in Search, which you can easily do by
typing ‘my business’ or the correct name of your business:
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Edit your business information

Google business profile example

Note: To be able to find your Google Business Profile, you must be logged in using the email you used
to create the profile or the one you use to manage the profile. Plus, you cannot complete this process
through Google Maps.



2. Access your Business profile settings section

Next, you have to access your main ‘Business Profile settings’, which you can find under the three-
dots menu in the top-right corner of your profile:
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Only managers of this profile can see this



3. Access the ‘People and access’ section

To add a profile user, you have to tap the ‘People and access’ section:

& Business Profile settings

People and access
Add, edit or remove people's access

Advanced settings
See profile ID and manage labels, shop codes and other settings

Remove Business Profile
Mark this business as closed, transfer ownership or permanently remove this profile

Linked accounts
See and manage link requests from other Google products, such as Google Ads or Merchant
Center

Here, you will find the entire list of the people managing the GBP. Just click on Add New to open the
next screen to invite the person via email



4. Add user’s email, choose the type of access and send the
invitation

Last but not least, you have to choose the type of role you want to assign to the new user and press

‘Invite’ to send an email directly to their inbox.

& Add person

Email address 6\

Select the role you'd like to grant this person to manage this Business Profile on Search and Maps.
You can change it at any time.

Access

Owner
O Can edit, add people and transfer ownership of the Business Profile on Search and Maps

Manager
@ g

Can make changes to the Business Profile on Google Search and Maps

The user in question will receive the following email:
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You have received
an invitation

Once the user clicks ‘Accept’, they will officially become an owner or a manager of the Google

Business Profile in question.

Use this email address to invite Interweb
Design to be a manager on your Google
Business Profile:
interwebdesign.gbp@gmail.com



