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Western Downs Libraries is not liable for any loss caused, whether due to 
negligence or otherwise arising from the use of, or reliance on, the information 
provided directly or indirectly, by use of this workbook. 
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Give it a Go! 
 
 
 

TripAdvisor 
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TripAdvisor - Claiming your business 
 
You can use TripAdvisor to find places to stay, eat, and go, without having an 
account, but if you want to contribute to the website in any way, you will need to 
sign up for an account.  
 
1. Go to www.tripadvisor.com.au. Click the Join button. 
 

 
 
 
 
 
 
 
 
 
 

http://www.tripadvisor.com.au/
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Click to Continue with 

email. 
 

 
 

 
 
 
 
 
 
 
 

 
 
 
Type in your email address and then type in a password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click the Join button. 
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When you log in, you might get some "captcha" security measures.  
 
They may not display correctly on mobile devices, so if you are having trouble 
logging in, try changing to a desktop computer. 
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2. To claim and manage your business listing, go to: 

https://www.tripadvisor.com.au/Owners.  
 

 
Search for your business. If you find a listing, you can click the "Claim your 
business" button.  
  

https://www.tripadvisor.com.au/Owners
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You will be asked to verify that you are the owner. 
 
Fill out the missing details in the form and click Continue. 
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3. If your business is not listed, you can add it to TripAdvisor yourself. Click the 
"Get listed now" link. 

 
 
 
Select the TripAdvisor category that best fits your business. 
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Fill out your business details in the listing form. 
 

 
 
 
 
Make sure you check that the map pin is located correctly.  
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Click the Next button, to open up some more fields for you to fill out. 
 

 
 
Click the Submit button. You might need to wait a few days until your edits have 
been approved by TripAdvisor. 
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4. Once you have your business listing, you can add extras to your profile, such 
as photos of your business, your products, and your services. 
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5. Check out the TripAdvisor Help Centre for business owners. 
Hover over the "Help & Settings" menu, and then click on "Help Centre". 
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Under Guidelines, there are sections for business listing owners on Managing 
Your Listing and Responding to Reviews.  
 
Click on the group heading to get the full list of articles. 
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TripAdvisor - Reviewing a place 
 
Go to www.tripadvisor.com.au.  
 

 
To log in, click on the "Profile" icon at the top.  

 

  

http://www.tripadvisor.com.au/
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Click to Continue with email, and then enter your email address and password for 
TripAdvisor. 
 
You will have to go through the "Captcha" security verification first. This can 
sometimes be temperamental, so you might need to try again or on a different 
device. 
 

 
 
 
 
 
 
Once you have signed in successfully, you will be taken to your personalised 
home page.  
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On your TripAdvisor homepage, or in your Profile, you will see a prompt to Share 
your travel advice. Click on the link to write a review. 
 

 
 
 
 
 
 
 
 

 
 

 
 

 
 
 
 
 

 
 
TripAdvisor will give you a list of places it thinks you might have been to. You can 
click on one of these to review it, or search for a specific location 
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Fill out the form and answer questions about the place and your experience 
there. 
Then, click the "Submit your review" button at the bottom. 
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TripAdvisor will prompt you with more places nearby to review. 
 
Careful - it could get addictive! 
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TripAdvisor – Responding to Reviews & Questions 
 

1. Go to www.tripadvisor.com.au/owners and log in to your business account. 

 
Click on your business listing to go to the management centre for that listing. 
  

http://www.tripadvisor.com.au/owners
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2. Hover over the Reviews menu and click on Respond to Reviews. 

 
You will see a list of your business’ reviews, where you can read what customers 
have said about your business. 

Enter your response, select your business role, and click the Submit button. 
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3. Potential customers can also ask you a question on TripAdvisor. 

 
 
 
 
 
 
 
 
 
 
 
 
 

You should get an email alert when someone submits a question, so you can log 
in to TripAdvisor to answer their question without delay. 

 
 
 
 
 

 
Click on the Inbox icon at the top right, then click on the question alert. 
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This will take you to the Questions & Answers page for your listing.  
 
You will be able to see the latest questions here. Click the Answer button to open 
up your reply box.  
 

 
Type in your response, then click the Answer button to submit it. Other travellers 
can also post replies to questions about your business listing, but as the verified 
business owner, your response will be listed first. 
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4. If you aren’t receiving email alerts for Traveller Reviews and Questions, go 

to your Account Info page, then your Subscriptions. 

 
 
 
 

 
 
 

 
 
 
 
 
Make sure you have subscribed to alerts about Reviews and Questions. 
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5. If you believe a review is inappropriate, you can report it to TripAdvisor. 

 
In the Review section of your Management Centre, click on the title of the review.  
 

 
This will open it up on its own page. 
 

Click on the little flag icon to start the reporting process. 
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Once you have completed all three steps, click the Submit button. 
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6. The TripAdvisor Help Centre can provide shortcuts to important policies 

and guidelines for using TripAdvisor. 

 

Go to https://www.tripadvisorsupport.com/hc/en-au.  
 

  

https://www.tripadvisorsupport.com/hc/en-au
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Make sure you check out TripAdvisor’s advice on Best Practice at 

https://www.tripadvisor.com.au/TripAdvisorInsights.  

 
Insights is part “Blog” and part “How-to”, with articles to help you get the most out 
of your TripAdvisor listing.  
 
You can filter articles by Business Type. 
 

 
 
 
 
 
 
 
  

https://www.tripadvisor.com.au/TripAdvisorInsights
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There are articles that outline how to deal with and respond to reviews, especially 
negative ones. 
 

https://www.tripadvisor.co.uk/TripAdvisorInsights/w805  
 

 
 
 
  

https://www.tripadvisor.co.uk/TripAdvisorInsights/w805
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Give it a Go! 
 
 

 
Google Reviews 

 
Google My 
Business 
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Review a business on Google 
 

1. Go to Google.com.au and sign in to your Google account. 

 
 
 
 
 
 
 
 
If you don’t already have a 
Google account, you will 
need to create one. 
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2. Search for the business, either on Google Search or Google Maps. 

 

 
 
Even if the business listing has not been Claimed by the owners or Verified, you 
can still add a Review, or add information potential customers might find useful 
(like business hours).  
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3. Click on the Write a review button.  

 
 
 
 
 

4. Select your rating out of the 5 stars. Then, type in your review. You can 

even upload a photo of the business if you have one. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Click the Post button at the 
bottom, and you’re done! 
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5. To add missing information, click on the link and fill in the details.  
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6. You can even let Google ask you some questions about the business’ 

attributes. 
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7. It’s important to know the rules for honest and ethical reviewing on Google.  

 

 
All reviews are public, and you can’t remain anonymous. 
 

You can find Google’s policies on Prohibited and Restricted Content at: 

https://support.google.com/contributionpolicy/answer/740011
4 

 
 
 
 
 

https://support.google.com/contributionpolicy/answer/7400114
https://support.google.com/contributionpolicy/answer/7400114
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Google Maps - add a missing Place 

 

What if your business, organisation, place is not on Google Maps? You can add a 

place yourself! 

 

1. Go to Google Maps, https://www.google.com.au/maps/.  

 

2. Search for your business or place.  

Do this by either: 

a. Entering the name in the search box, or 

b. Looking for it on the map, using the navigation tools. You might find 

Satellite View or Street View useful for pinpointing the exact location of 

the place.  

 

 

 

 

  

https://www.google.com.au/maps/
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3. Normally, if Google has a place listed, you would see a hyperlinked pin at its 

location.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

But, if a place is not listed, the location will be blank.  

  

This is the spot!
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4. Add your place 

 

a. Right Mouse Click on the 

exact spot your business or 

place entry is. You will get a 

short list of contextual menu 

options.  

b. Left Mouse Click on the Add a 

missing place link. 

 

 

 

5. Sign in to Google 

a. You’ll be asked to sign in to your Google Account. If you have a Google 

account for your business, use that one. It will make it easier to claim 

your business later.  

b. Click the Sign in button and follow the prompts. 
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6. Add a Place. You will have a short form to complete. 

a. Enter the name of the business or place, as accurately as you can.  

b. Enter a category and choose from the options. 

c. Check the location. 

d. Add extra details, like your website address and opening hours. 

e. Click the Send button. 
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7. Wait for your changes to be approved. You should get an email from Google 

Maps when your pin has been 

approved. 
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8. See your addition on Google Maps 

a. Go back to Google Maps, www.google.com.au/maps, and search for the 

place you added. 

b. You should see a pin on the map, and the side panel will open with the 

information you submitted. 

 

 

9. Do you own the business / place you just added? Why not Claim the business 

right now? 

 

 

  

http://www.google.com.au/maps
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Google – Claim your business on Search & Maps 

 

1. Sign in to Google 

a. Go to www.google.com 

b. Click the Sign In button 

c. If you have a Google account for your business, sign in by following the 

prompts on the screen. If you don’t have a Google account, follow the 

link to Create Account.  

 

Search for your business and go to the Maps tab 

 

  

http://www.google.com/
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2. Make sure you have found the correct business. 

a. If Google Maps has your business location listed, there will be a red pin 

on the map at your address.  

b. The side panel will display useful information Google knows about your 

business (opening hours) and prompts for actions people searching for 

your business are likely to want to do (link to directions). 
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3. Claim your business 

a. On the side panel, click the "Claim this business" link. 

 

 

 

 

 

 

b. You will be redirected to Google My Business. Google will ask you to 

verify your business name. Click the Next button. Then, click the Finish 

button. 

 
 
 
 
 
 
 
 
 
 

 
 
 
 



58 
 

 

c. But wait, there’s more! 

To make sure you really own 

that business and have the right 

to claim it, Google will need to 

send you a verification code, 

most likely by phone call or 

postcard.  

 

Click the Continue button. 

 

 

 

4. Wait for the verification code.  

a. This can take days, but it protects your business. 

b. Until you get the verification code, don't edit your business’ Name, 

Address, or Category. 
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5. While you are waiting for the verification code, you can still have fun adding 

and updating all the other information about your business that people will find 

useful: 

a. Phone numbers, email address, opening hours, street address 

b. Your logo and a description of your business 

c. Photos of your storefront, shop layout, products, menu, team members 

being awesome. 

d. Whether you have public toilets, wheelchair access, EFTPOS, or free 

Wi-Fi. 

 

 

 



60 
 

6. Spend some time exploring all the features of Google My Business. Are there 

any of Google’s other business-related services that you can take advantage 

of for free? 
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Google My Business – overview of features 

 

Once you Claim a business on Google Maps, you will automatically be given a 

Google My Business account.  

This gives you a chance to update your business' details on Google and it is 

faster than waiting for Google's bots to find you. You can add products and offers 

directly into Google search, communicate with customers through Reviews and 

Messaging, view search Insights, and manage multiple store locations.  

 

1. Log in to Google with your business account. Click the App Launcher, and then 

click the My Business icon. 
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2. You will be taken to the Home page for your Google My Business listing. 

 

3. Down the left-hand side is the menu panel.  

You can click into any of these to get further 

information, interact with clients, or update details. 

 

If you don't see this menu panel, or you accidentally lost 

it, click on the Menu button on the top left. 
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You might need to wait a few days for your edits to show up on Google search. 

 

 

 

 

REMEMBER:  
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4. Home screen 
 
The Home screen for your listing pulls together on one screen some of the most 
useful features, such as Reviews and Search statistics, as well as ones Google is 
trying to promote, such as Google Ads. 
 

 
 
 
 



65 
 

5. Posts 
 
You can keep customers updated with your latest news, events, products, and 
sales, directly into Google Search results. 
You can also link back to a specific page on your website or directly to your 
online booking page. 
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6. Info 
 
The Info tab is where you access and update all the details about your business 
listed in Google Search and Google Maps results.  
Here, you can enter contact details, opening hours, link to your website, and let 
customers know you have Free Wi-Fi.  
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7. Insights  

 

The My Business Insights page gives you information about how people find your 

business online, and what actions they take once they have found you. 
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8. Reviews 

 

Anyone with a Google account can leave a review of your business. The Reviews 

section allows you to monitor and respond to them. 
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9. Messaging  

 

You will need to install the Google My Business app on your iOS or Android 

device in order to use the Messaging feature. 

Messaging allows you to respond directly and immediately to customers who 

have found your business listing on Google.  
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10. Photos 

 

The Photos features allows you to upload photos in and around your business, as 

well as photos of your products and services. 

 

You can also see photos uploaded by customers here. 
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11. Website 

 

Google can use the information in your My Business listing to put together a 

basic website for you. It has some minimal customisation. It is not automatically 

Online – you will need to click the “Publish” button if you want Google to make it 

Live. 
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12. Users  

 

If you want other people in your business to be able to edit or manage your 

Google My Business details, add them as a User.. 
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13. Create an Ad 

 

This will take you to the Google Ads website. 
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14. Add new locations 

If you own more than one business, you can add others to your Google My 

Business account. 
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15. Manage locations 

 

If you have more than one business listed on your Google My Business account, 

you can switch between them by clicking on the Manage Locations menu. 

 

In fact, once you have more than one business listed on My Business, the 

Manage Locations screen will be the first one you see after logging in. 
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16. Linked Accounts 

 

This section is all about connecting your Google Adwords and Merchant Center 

accounts to your My Business account, so you can link products directly to ads 

and track conversion and performance. 
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17. Settings 

 

This section mainly deals with whether you want Google My Business to send 

you updates, alerts, and tips about your My Business account. 
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18. Support 

 

The Help function pops up over the screen, so you can read through help files 

without leaving the page you are working on. 
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Google My Business - update your Info 

 

Once you Claim a business on Google Maps, you will automatically be given a 

Google My Business account.  

This gives you a chance to update your business' details on Google and it is 

faster than waiting for Google's bots to find you. You can add products and offers 

directly into Google search, communicate with customers through Reviews and 

Messaging, view search Insights, and manage multiple store locations.  

 

1. Log in to Google with your business account. Click the App Launcher, and then 

click the My Business icon. 
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2. You will be taken to the Home page for your Google My Business account. 

 

3. Down the left-hand side is the menu panel.  

You can click into any of these to get further 

information, interact with clients, or update details. 

 

If you don't see this menu panel, or you accidentally lost 

it, click on the Menu button on the top left. 
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4. Click on the Info menu option.  

This will give you access to all the details 

about your business listed in Google 

search results.  
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To add extra information to help customers find you, click on a pencil icon to edit 

information.  

 

At the top, you can search for categories to add to your My Business listing. You 

can add multiple categories. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your street address. 

You can also move the 

map pin to make it easier 

for customers to find your 

front door (eg, down a 

driveway, or at the rear of a 

building). 
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Adding Service Areas might be especially 

useful if your business operates in a set 

territory, or if you provide home delivery. 
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Set your regular operating hours.  

You can set different times for each day. You can also split each day up into 

multiple times. A single-person shop might close for lunch, or a restaurant might 

close between the lunch and dinner service. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What about public holidays? Or 

if you have a funeral to attend? 

The next section allows you to 

add special hours for individual 

dates, such as public holidays.  

You can specify changes to your 

hours (eg, if you only open a half 

day). 
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Next, add your phone number.  

This is the number customers will 

see (and click on!) when they look 

at your business listing on Google 

Search and Google Maps. 

You can add three phone 

numbers: your main number, plus 

two extras. 

 

 

 

 

 

 

 

 

Click on the Website link to enter 

your business website address.  

You can also add URLs that take 

customers to webpages for 

specific actions, including: 

• Booking an appointment 

• Placing an order 

• Reserving a table 

• Searching for items 

• Viewing your menu or list 

of services 

This changes depending on your 

business category. 

 

  



87 
 

Category-specific features 

 

Depending on your business category, you may see special features available for 

your listing.  

In this example, the primary category for the business is "Café", so we have the 

option to add menu items and prices. 

 

Hotel business categories will see class ratings and lists of amenities offered. 

If you have a Service-based business, such as a beauty salon, you may see 

options for adding a booking button, and a full list of services and prices. 
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The Attributes section has a broad range of features available, such as whether: 

• Your building is wheelchair accessible 

• You have free Wi-Fi 

• You serve alcohol 

• You have live music 

• You accept credit cards 

You will be able to edit certain factual information directly.  

However, subjective attributes, like whether your café is "Good for kids", can only 

be edited by customers. 

 

You will see different attributes 

available for listing, depending on 

your business category.  
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Enter a brief description of your business. You have 750 characters, which is 

actually quite a lot!  

Tell customers about your business, rather than specific products or prices. 
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You can add your opening date to your My Business listing – Customers might 

like to know how long you have been in business.  

If you are planning to launch a new business or store in the next 12 months, you 

can enter the expected opening date here. Google will automatically start 

showing this date 90 days out. 

 

Clicking on the Add Photos button will take you out of the Info Menu and across 

to the Photos menu. 
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REMEMBER:  

 

You might need to wait a few days for your edits to show up on Google search. 

 

 

Want to see what your changes look like? 

Once your business is Live on Google, you can view your listing either via Google 

Search or Google Maps. Just click on the link. 
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Google My Business – responding to Reviews 

 

Once you Claim a business on Google Maps, you will automatically be given a 

Google My Business account.  

 

This gives you a chance to update your business' details on Google and it is 

faster than waiting for Google's bots to find you. You can add products and offers 

directly into Google search, communicate with customers through Reviews and 

Messaging, view search Insights, and manage multiple store locations.  

 

1. Log in to Google with your business account. Click the App Launcher, and then 

click the My Business icon. 
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2. You will be taken to the Home page for your Google My Business account. 

 

3. Down the left-hand side is the menu panel.  

You can click into any of these to get further 

information, interact with clients, or update details. 

 

If you don't see this menu panel, or you accidentally 

lost it, click on the Menu button on the top left. 
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4. Reviews  

 

Anyone with a Google account can add a review of your business on Google, 

whether you have “claimed” your Google listing or not. But, only Verified 

businesses can respond to reviews.  

 

Reviews are a great opportunity to get feedback on your business.  

 

 

5. Click on the Reviews menu to see 

all the reviews and ratings Google 

account holders have added about 

your business. 
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The menu across the top allows you to filter reviews by whether or not you have 

replied to them. 

 

The Sort menu button allows you to sort by Date and Rating. 

 

 

 

6. To reply to a review, click on the Reply button.  
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Write your reply in the text field and then click the Post reply button.  

 

 

Note: your reply will be labelled as “Response from owner”, so remember to think 

before you post! 
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7. If you received a review that you believe is inappropriate or offensive (not just 

negative), you can flag it for removal. Click on the vertical “ellipsis” menu and 

then click the Flag as inappropriate option.  

 

You might need to wait several days for it to 

be assessed. 

 

 

 

How do you know what is “inappropriate”? 

Google has Prohibited and Restricted Content policies relating to:  

• Spam and fake content 

• Off-topic 

• Restricted content 

• Illegal content 

• Sexually explicit content 

• Offensive content 

• Dangerous & derogatory content 

• Impersonation 

• Conflict of interest 

You can read these policies in Google Help at https://support.google.com/.  

  

https://support.google.com/
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Google My Business - Insights 

 

Once you Claim a business on Google Maps, you will automatically be given a 

Google My Business account.  

This gives you a chance to update your business' details on Google and it is 

faster than waiting for Google's bots to find you. You can add products and offers 

directly into Google search, communicate with customers through Reviews and 

Messaging, view search Insights, and manage multiple store locations.  

 

1. Log in to Google with your business account. Click the App Launcher, and then 

click the My Business icon. 
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2. You will be taken to the Home page for your Google My Business account. 

 

3. Down the left-hand side is the menu panel.  

You can click into any of these to get further 

information, interact with clients, or update details. 

 

If you don't see this menu panel, or you accidentally lost 

it, click on the Menu button on the top left. 
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4. Insights.  

 

You can learn more about how customers 

find your business on Google Search and 

Google Maps, and what they do once they 

find it. 

 

 

Click on the Insights menu. 

 

 

 

 

 

5. First up, you will see the queries used to find your business – the search terms 

people enter in Google Search and Google Maps. 
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You can view the top queries used in the last 

Week, Month, or Quarter, by clicking the down 

arrow next to the current time period. 

 

 

 

 

 

 

 

 

 

 
6. Next, you will see data on how customers search for your business on Google 

Search and Google Maps 
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Hover over or click on the graph segments to get the percentages.  

• Do customers mostly search for your business name Directly, or do they 

Discover your business by searching for the products / services you sell? 

• Have you recently undertaken an advertising campaign? Do you think that 

has affected the results over time? 

 

 

 

 

 
7. Next, you will see a graph comparing how many customers have used Google 

Search with how many used Google Maps to find your business. 
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Hover over a specific point on the map to get the actual breakdown for that day. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Both categories are shown on the same graph, stacked one on top of the other.  

It is possible to show each category separately. Next to the graph is the legend. 

Clicking on a category will toggle it off / on.  
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8. Next, you will see Customer Actions. 

 

Once a customer has found your listing on Google Search or Google Maps, they 

will have the option to either Visit your website, Request directions, or Call you. 

This graph shows the breakdown between these three different actions.  

 

 

The graph overlays all three actions on the same graph. You can hover over / 

click on a point to get the daily breakdown. 

 

You can show each action type separately by clicking on the category labels in 

the graph legend. 
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9. Next, you will see the Directions requests map.  

 

If you have customers who have requested directions to your business from 

Google Search or Google Maps, you might wonder where in the world they are 

coming from. The next graph shows you. 

 

 

 

Use the map navigation buttons to zoom in and out. 
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10. Next, you will see the Phone calls graph. 

 

If customers use your Google listing to connect via phone call, you will see that 

data in the next graph.  

 

You can view it either by Day of week or Time of day. Just click the drop-down 

arrow next to the current selection 
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11. Next, you might see a What your business is known for graph.  

 

It provides customer opinions about restaurants and cafes, so remember that this 

information will be subjective. 

 

Hover over a bar to get the percentage of reviewers who agreed with that 

category. 
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12. Next, Photo views shows how many times people have viewed photos of your 

business on Google. 

 

You can view all the photos, or you can separate the data by whether the photos 

were uploaded by you or your customers.  

 

You can view data for the last Week, Month, or Quarter. 

 

 

If there are enough businesses like yours in your vicinity, this graph will also 

show how your photo views compare with theirs. In this case, you will also be 

able to toggle that data on / off by clicking on the label in the graph legend.  
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13. Next, you will see the Photo quantity graph.  

 

This simply compares the number of photos of your business that appear on 

Google compared to other businesses like yours.  

 

It allows you to see what proportion of photos have been uploaded by your 

customers.  

 

Clicking on the legend labels allows you to toggle on / off the categories. 
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Google My Business – Photos 

 

Once you Claim a business on Google Maps, you will automatically be given a 

Google My Business account.  

This gives you a chance to update your business' details on Google and it is 

faster than waiting for Google's bots to find you. You can add products and offers 

directly into Google search, communicate with customers through Reviews and 

Messaging, view search Insights, and manage multiple store locations.  

 

1. Log in to Google with your business account. Click the App Launcher, and then 

click the My Business icon. 
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2. You will be taken to the Home page for your Google My Business account. 

 

3. Down the left-hand side is the menu panel.  

You can click into any of these to get further 

information, interact with clients, or update details. 

 

If you don't see this menu panel, or you accidentally lost 

it, click on the Menu button on the top left. 
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4. Click on the Photos menu option.  

 

 

 

 

 

 

 

 

 

 

The Photos Overview page gives you links to the photo categories, as well as 

prompts to add photos. 
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5. Click a category on the menu across the top to see photos in that category. 

 

You can click to see photos that customers have taken. 

 

On the far right of this menu is a Sort button, which allows you to sort by Date or 

Popularity (the number of times that photo has been viewed). 

 

The number next to the “eye” icon tells you how many times a photo has been 

viewed. 
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It’s a good idea to add photos to the relevant category, to make it easier for 

customers to see what your business, products, and services look like. 

 

Google My Business Help has some great suggestions for adding business 

photos, at: https://support.google.com/business/answer/6123536.  

 

 

6. To upload a photo, you have a couple of options: 

Click on the category, and then click the Post Photos link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OR, click on the blue circle. 

 

https://support.google.com/business/answer/6123536
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A Post photos dialog box will pop up. If you have the photos up on another 

window on your computer, you can probably just drag them over and drop them 

in the white box. If not, click to select the files from your computer. 

 

 

Click the Select button to start the uploading process.  
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And done! 
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7. To delete a photo, click on it to bring it up full screen.  

 

Then, click on the rubbish bin icon to delete it. 
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8. To change the category of a photo, click on it to bring it up full screen. 

 

 

 

 

 

Then click on the Information icon in the top right. 
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This will open up a panel that shows basic information about the photo, as well as 
the category tags. 
 
Click on a tag to select it.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
Note: You can change the category, but you can’t select multiple categories.  
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8. If someone has uploaded a photo that you believe is inappropriate, you can 

Flag it with Google.  

 
Click on the photo to bring it up full screen, and then click on the flag icon 

 
 

 
 
 
 
 
 
 

 
 
 
You will need to explain why you believe the customer’s image is inappropriate. 
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Give it a Go! 
 
 
 
 
 

CamperMate 
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CamperMate – Adding a new Place 
 
CamperMate provides data on points of interest to campers and other travellers, 
such as where they can find camping grounds, public toilets, ATMs, petrol 
stations, dump stations, grocery stores, and tourist attractions. 
 
CamperMate is free for end users (campers), but not for business owners looking 
to “claim” their place. But anyone can add places to the CamperMate maps, so 
you can still make sure your business is listed. 
 

1. On your mobile device (iOS or Android), go to your app store and search 
for CamperMate. Click to install the app. Once installed, you can tap to 
open up the app on your device. 
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2. The CamperMate app opens up in map view. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
To add a Place, click the big “Plus” icon in the middle of the menu bar across the 
bottom of the screen.  
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3. You will see four colourful menu options to choose from.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You can add a Review (aqua), a new Place (red), a Photo (blue), or a Shout Out 
to fellow travellers (green).  
 
Tap the Red Pin button. 
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4. Categories 
 
This will open up the “Add a New Place” form. 
 
First, select a primary Category for the place you are adding. Scroll down to see 
the entire list of options.  
 
 

 
 
 
Tap on your Category. 
 
You will then be asked to select one or more secondary categories. For example, 
a park might have “Playground” as the primary Category and “Public toilet” as the 
secondary category. 
 
Tap the yellow Continue button at the bottom. 
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5. Map Locations 
 
You will be taken back to the map. A red pointer will then appear on the screen.  
 
Use your touchscreen to zoom in and drag until the red pointer hovers over the 
correct address of the place you're adding. Once it's hovering above the correct 
location, tap the yellow Continue button.  
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6. Details  
 
Enter the name of the place, as well as any Details you think other travellers 
might find useful.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can also add 
photos of the place at 
this stage. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
Tap the yellow Submit button at the bottom of the screen to finish.  
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Online security – some basics 
 
When using the internet, it pays to be aware of the safety and security risks 

you or your business may face. 

 

The three types of online risks:  

• Malware – usually spread by downloading and running an infected 

computer program. 

• Security hackers or “crackers” - people who try to find vulnerabilities in 

computers’ security using little programs called “bots”. 

• Identify Theft, Phishing, Scammers - People pretending to be 

someone/thing they are not, in order to get you to give them money or 

reveal personal information that can be used to steal your identity. 

 

What you can do to protect yourself and your business: 

• Make sure your anti-virus software is up-to-date and your firewall turned 

on. Ask a professional about whether you need additional protection such 

as spam filters and data backups. 

• Learn to spot the scammers – does the grammar and the tone match who 

they claim to be? Do you feel pressured into providing personal 

information or into paying for something?  

• Use your common sense – use caution when sharing information online, 

use strong or unique passwords and change it regularly, don’t post 

personal information on public sites, don’t respond to suspicious emails or 

open suspicious email attachments. 

• If you’re not sure, Google them! 

 

Useful resources 

• Stay Smart Online www.staysmartonline.gov.au  

• Scamwatch https://www.scamwatch.gov.au/get-help/protect-your-small-

business 

• Tech Savvy Seniors https://www.telstra.com.au/tech-savvy-seniors  

• BeConnected https://beconnected.esafety.gov.au/  

• Western Downs Libraries' Lynda.com courses 

https://www.westerndownslibraries.com/lynda-courses/  

 
 
 
  

http://www.staysmartonline.gov.au/
https://www.scamwatch.gov.au/get-help/protect-your-small-business
https://www.scamwatch.gov.au/get-help/protect-your-small-business
https://www.telstra.com.au/tech-savvy-seniors
https://beconnected.esafety.gov.au/
https://www.westerndownslibraries.com/lynda-courses/
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Responding to online reviews 

 

Positive Reviews:  

These responses should be kept relatively short and sweet, simply thanking the 

customer for their review.  

 

Hi <insert name here>  

Thank you for your great feedback about your 

<meal/stay/experience/day>, we're so glad to hear that you had such a 

great experience. Thanks for taking the time to leave us a review!  

 

<Sign off in whatever manner suits your business.> 

 

 

 

  

Negative Reviews:  

Acknowledge the customer's feedback and apologise. You may choose to offer 

compensation if appropriate. If no further action is needed, this is where you 

would leave it.    

 

Hi <insert name here> 

 

We are sorry that your <meal/stay/experience/day> was not up to our 

usual standard. We pride ourselves on our <customer service/ friendly 

staff/ comfortable rooms/ great meals> and we are working to make 

sure that this does not happen again. Please call in for a free <coffee/ 

meal/ entry> next time you are in town. Thanks for your feedback.  

 

<Sign off in whatever manner suits your business.> 
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Conversations can also be moved 'offline' if further action needs to be taken, or if 

communicating online is likely to be messy.  

 

Hi <insert name here> 

 

We are sorry that your <meal/stay/experience/day> was not up to our 

usual standard and we would like to resolve this issue. You can contact us 

on <insert phone number or email>.  

 

<Sign off in whatever manner suits your business.> 

 

 

 

 
 
 
 


