How To Add a User to your Google My

Business Profile

1 First, start by searching for your business name in Google. This will bring up your
Google My Business profile. To add a user to your Google My Business profile,
click on the three dots at the top of the navigation.
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2  Next click on Business Profile Settings
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3 You will now see a popup, click on People and Access

< Business Profile settings

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

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

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

Linked accounts
See and manage link requests from other Google products, such as Google Ads or Merchant
Center
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4 This will show you a list of anyone with access to your GMB Profile. Remove any
unauthorized users. Next, to add a user, click Add.

€ People and access

Add;edit, or remove people's access to this Business Profile

&+ Add

5 Enter the email address of the user you would like to add.

Be sure to add them as a manager unless you are transferring ownership of your
business profile. Then click Invite. You're now done; the user will receive an email
inviting them to manage your business profile.

&« Add person

[Email address

Access

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

®) Owner

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

@ Manager

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