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DISCLAIMER

The information in this workbook and workshop is provided for general
information only and should not be taken as constituting professional advice from
Western Downs Libraries.

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.

© Western Downs Libraries, 2019.
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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.

= O X
®F TripAdvisor: Read Reviews, Comp X +
< C & https://www.tripadvisor.com.au,/?fid=5adfb87f-50e3-45d6-9e48-c25b7f153f83 b d Paused o H
<> H . = ] =
@@ tripadvisor @ LI AF W \o
AUSTRALIA Trips Inbox Profild

- : " X -

Hotels Things to do Restaurants Flights Holiday Rentals More

#7%;, National Park Trips Media € posted a ", Follow Who to follow on
photo : x
e TripAdvisor

Time Out &%
@Timeout

9 London, United Kingdom
43 contributions « 53,903 followers

More personal. More
helpful. More
connected.

Time Out lets you live like a local
everywhere in the world. We've
been celebrating the best of urb...

Get personalised advice
® from the friends and travel
experts you trust

[ "4 Follow

Mic &
@mic

Easily find hotels, things to
® do & restaurants that are
right for you

It's everything you need to
® know and go better. Every

time. @ New York City, New York
44 contributions + 19,739 followers
Food and travel, advice and
adveniure from the Out of Office
Share your travel advice In Utah's Bryce Canyon National Park, the sun sets over hoodoos in the team st Mic.
"amphitheatre " Although the park has overlooks named Sunrise Point
; .
B Post photos and Sunset Point, all vantage points are beautiful in the warm light. PC & Follow

Douglas Croft
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http://www.tripadvisor.com.au/

©@ tripadvisor

Continue with Facebook . . .

email.

G Continue with Google

M Continue with email

By proceeding, you agree to our Privacy Pelicy and Terms of Use.

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

@@ tripadvisor

Join now - it's free!

Email address

Create a password

Already have an account? Log in Click the Join button.

Want to use Facebook or Google insiead? Go back

¥ Yes, please inform me about travel deals, tips and new
features on TripAdvisor. | can opt out at any time.

By procecding, you agree to our Privacy Policy and Terms of Use.

(o]
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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.

Select all images with a

store front
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2. To claim and manage your business listing, go to:
https://www.tripadvisor.com.au/Owners.

ool - advisor

Your Business ~ Products Reviews. Marketing Tools Help

Find and Claim Your TripAdvisor Listing

O\ Search for Your Business

Your business already appears on TripAdvisor — now put the world's largest travel site to work for you.
Claim your listing for free access to powerful business-building tools.

Optimize Your Listing Manage Your Reviews Track Your Performance

O

sse gl

Update your business description, Generate more feedback with Analyze how you're engaging with
add photos, and highlight amenities Review Express and join the travelers on TripAdvisor and how
to attract traveler's attention conversation via Management you measure up against competitors
Responses

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

Claim Your TripAdvisor Listing

Gallery 107 at Dalby

Dalby, Queensland

Claim Your Business

. gl

DOWNS | WESTERN DOWNS

REGIONAL COUNCIL Libra ries


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

You will be asked to verify that you are the owner.

Fill out the missing details in the form and click Continue.

Gallery 107 at Dalby
107 Drayton St, Dalby, Queensland 4405 Australia

Claim Your Listing

In order to increase security levels, prevent instances of fraud and ensure the best experience for all business
representatives, TripAdvisor requires business registration and verification.

First Mame * Last Name *

bNebmaster BBCC

Business Phone * Business Email

webmaster.bbcc@gmail.com

Role at Business ® Preferred Email Language *

Select one English - US

¥ Get notified by email about new reviews and traveller questions for your business.

Please dlick the statements below to indicate you understand and accept these terms.

) T certify that I am an authorised representative or affiliate of this establishment and have
the authority to register as a business representative. The information I have entered into
this form is neither false nor fraudulent. I also understand that TripAdvisor may disclose
my name and affiliation to other verified representatives of this establishment.

gnd accept TripAdvisor's Terms of Use and Privacy Policy.

11 i
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3. If your business is not listed, you can add it to TripAdvisor yourself. Click the
"Get listed now" link.

\

Find Your \gpAdvisor Listing

Q, Search for Your Business

Business not listed? Get listed now

Hotels

advisor

Select the TripAdvisor category that best fits your business.

Things to do

About TripAdvisor
Help Centre

Fact sheet

Qur team

Jobs

Privacy policy
Content Integrity Policy
Terms of Use
Mobile Licenses
Press centre

In the news

Press releases
Get listed

Write a review

Management response

Restaurants

Flights ses

Holiday Rentals

List your business on TripAdvisor

Are you taking advantage of TripAdvisor's entirely free listings?

» Reach millions of travel customers
IMore than 60 million consumers each month research their travel purchases using TripAdvisor. You can introduce your
travel products and services (hotel, B&B, attraction, tour package, restaurant, etc.) to millions of qualified travel buyers
» Appear on the top travel sites on the web
By listing your preducts and services within TripAdvisor's travel directory, you not only will be seen on
www tripadvisor.com's award-winning site but on other leading travel sites.
» Deliver your message at just the right time

With its sophisticated search technology, TripAdvisor can help you reach consumers at the very moment they are
researching your location. As a hotel owner in Boston, for instance, you would benefit greatly from listing your property
with TripAdvisor. Consumers looking for hotels in Boston could access your information, including a description of the
property and a photo, and be well on their way toward booking a room!

Select your business type

If you're an official representative of your property, service, or company, set up your free TripAdvisor listing today. Read our
listing policies below for more details

= ¥ H

Hotels Restaurants Attractions

Holiday Rentals

TripAdvisor policy for listings

TripAdvisor reserves the right to change these pelicies at any time and to refuse or remove any listing for any
reason.

REGIONAL COUNCIL
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Fill out your business details in the listing form.

Hotels Thingstodo  Restaurants  Flights  Vacation Rentals  Cruisezs  Rental Cars = ses

List a restaurant on TripAdvisor

Read the complete TripAdvisor policy for restaurants.

Your information

Name * Email * MNeed to cormeet an existing listing?

This page is for adding new listings. To update
or manage an existing listing, please visit the
Management Center

Pam Langridge webmaster. bbco@gmail.com

What is your role at this business? *

Agency / Consultant 2

Listing information for your restaurant
Official business name * Country *

Bell Bunya Community Cantre Australia L

City/Town, State/Province/Region *

Bell. Quesnsland D Your ity is not listed

Zip code/postal code

4405
Street address * Additional address information
Lot 71 Maxwell Street Suwite number, intersection, plaza, square

Map Location (drag and drop the map marker as needed)

When possible, it is best to place the map marker at the main enfrance of the business. If there is
not 2 main entrance, place the marker in the geographic center.

Map  Satellite

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.

jar folder. Or import from another browser. Import favorites

Bal BNy oLy aN Ty mal oo WA, DGO TVVILIN DY DGnarD o s

Facabook Page

hitp=-'warw. facebook com/ BeiCommungyCenoe

Catagory *
O Sit down ® Calg ) Fast food

Cuising * (Selett up to 5 cuigine ypes

General prce ranges of meal *

Enter minimum and masemum mzal cost per person, excuding dinks. tax ard tp

T io 15 ALID Bystraian Dollss

Description of your restaurant
400} characier imit

B51l Buny3 COWSUNITY CSNtrd 1S 3 SUlTl-purodd Facilicy locatsd &n
Bell, Qld. We're best know for our coffee, homewade pick
predasued, and Leansd Like your Grandes uisd te sakal Set is &
gulet, relaxlng gardsn sartlng.

Add & descriglion in sncéer languags

Choose a photo lo répresent this listing
Image File: Brmans.

Submit this lisling

B Gez notied by email about new reviews and Taveller qUESHONS for YoUr DUSness

E Chack this box in carify thal you are an oMoial representative of the propesty for which you s
submitiing this istng and that the indormaton you have submiSed is comeot In submitting & photo. wou
carify that you hewe the rght # fve photo on the web and agree &0 hold TripAdvisor harmiess
Ear wery mnd all copytighl insces an fraem ywour use of the mage

BEtripadViSOr o baer @ ook beter ® oo vetier R LA
5 AUD :
Australla -

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.

Ada ansicsuascaiser ©
Photos

Bell Bunya Community Centre  View on TripAd

0 Reviews |

BUSINESS DETAILS Edit

© Lot 71 Maxwell Street, Bell, Queensland 4408 Australia
L, +61 7 4663 1087

O http:/fwww bellcommunitycentre.com.au

@ + Add hours

@ + Add menu link

Make sure diners see your page at its best
Stand out with exclusive Premium features

Upgrado Now &

Q) = = * L
Update your Choose a primary Create a Pin a Favourite Promote your
business hours photo Storyboard Review page

Update Choase Get Learn Learn
Now Now Started Maore More

Changes may take up to 5 working davs to appear on TripAdvisor.

Performance Trends seeall last month \ | | to previous period \/
CUSTOMERACTIONS PAGE PERFORMANCE REVIEW PERFORMANCE
January 2019 vs. December 2018 January 2019 vs. December 2018 January 2019 vs. December 2018
0 - . = i = 0 .
[-1 0bookingclicks @ 0, Pappearaticesit @ [21 0new reviews

coarely mncilte —
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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".

[0)©) advisor

Bell Bunya Comm... ~ Manage Listing Advertising Help & Settings Reviews
Help Centre
Add TripAdvisor Best Practices  5U
Photos

Contact TripAdvisar | E

Owners' Forum K
Billing and Payments IES
Update Email Preferences 71

17

Manage User Access L

-
amrvridd

tripadvisor ENGLISH(AU) v TRIPADVISOR

Home  Contact us v

| Search

Guidelines N

16 gl

DOWNS | WESTERN DOWNS

REGIONAL COUNCIL Libra ries



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.

TripAdvisor Help Centre > Guidelines

Guidelines

WWriting Reviews 16 articles

* TripAdvisor's Content Policy
Cur guidelines for traveller reviews

Photo and Video Guidelines

Listing Guidelines

What is a listing?
What kind of places does TripAdvisor list?

How do | reguest that a place or business be added
to TripAdvisor?

Fraud p 12 aricles_|

TripAdvisor is offering me an incentive for a review -
is that okay?

What is considered fraud?

Does TripAdvisor screen reviews?

Responding to Reviews (Owners)

Motification Owner Response Guidelines
How can | edit or delete a Management Response?

Two guests in the same party each wrote a review.
Is this allowed?

Managing Your Listing (Owners)

Tips & Guidelines on updating your business details
Property Video Guidelines

What is '‘Best Value' Ranking?

Other Guidelines

11 articles

Guidelines for Links
Guidelines for Messages

Guidelines for Trips

DOVVNS |

REGIONAL COUNCIL
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TripAdvisor Help Centre = Guidelines > Managing Your Listing {Owners)

Managing Your Listing (Owners)

Tips & Guidelines on updating your business details

Property Video Guidelines

What is 'Best Value' Ranking?

Why should | list my business on TripAdvisor?

How can | get listed?

How can | register and verify myself as a business representative?

Does my business need to be listed on TripAdvisor for someone to review it?
How did my property end up on TripAdvisor?

| received an "Official Notification from TripAdvisor” email - what should | do?
My hotel is listed in the wrong location — how can | fix it?

My business is listed in a small town. Can it be moved to the listings of a popular city, nearby?
How do | get notifications of new reviews or questions on my listing?

A staff member's name was mentioned in a review. Should | be concermned?

As an owner, how do | remove my business' listing from TripAdvisor?

How can | report that my hotel has closed?

How do | report a major renovation of my business?

What can | do if my business is temporarily closed or cannot accept bookings?

| just bought a hotel/restaurant/attraction already listed on TripAdvisor; can | start with a clean slate?
How can | include contact information for my business on my TripAdvisor page?
How can | update my own property's information?

How do | add a photo to my property's listing?

Photo Guidelines for Business Owners

What is TripAdvisor Business Advantage?

How do | view my TripAdvisor invoices and payments?

As a business representative, how do | use Special Offers?

What is the menu link and how can | manage it?

How can | add or remove booking links from my attraction listing?

How do | change the category of my accommodation?

How do | update my listing after a branding change?

How do | update my average rates?
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TripAdvisor - Reviewing a place

Go to www.tripadvisor.com.au.

<= = 2 il ]
@@ tripadyisor b2 -

AUSTRALIA Trips Inbox

&L
Where to? v

. M " X ~

Hotels Things to do Restaurants Flights Holiday Rentals More

Dame Traveler & posted a photo = Follow
10 Feb.

Who to follow on
TripAdvisor

PopSugar &
@PopSugar

89 contributions = 22,514 folio. ..

More personal. More
helpful. More

connected.
Insanely Addictive

Get personalised advice
® from the friends and travel
experts you trust

I 4 Follow

National
@ Geographic &
@NatGeo

@ Washington DC, District of Coh
182 contributions = 147,539 fol

Easily find hotels, things
® o do & restaurants that
are right for you

It's everything you need to
® Kknow and go better

Every time National Geographic shares
global stories to inspire fravelers
fo explore and experience the
world's...

Share your travel
advice

‘& Follow

Il Post photos

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

/7~ O\
i Q
[l L] o
Trips Inbox Frofile
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http://www.tripadvisor.com.au/

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.

©® tripadvisor

n Continue with Facebook

s Continue with Goegle

OR
| Continue with email

By proceeding, you agree to our Privacy Policy and Terms of Use.

Once you have signed in successfully, you will be taken to your personalised
home page.

Hotels Things to do Restaurants Flights Holiday Rentals More

Dame Traveler & posted a photo ., Follow Who to follow on
0 Feb

TripAdvisor

Pam Langridge
@pamiangridge

Contributi... Followers

0 0

9 Dalby, Australia

| love reading and road
trips, and good coffee

TripAdvisor &
@TripAdvisor
’

Share your travel
advice

3 Postphotos

[ Write review

National

Geographic &
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On your TripAdvisor homepage,

your travel advice. Click on the |

or in your Profile, you will see a prompt to Share
ink to write a review.

Share your travel
advice

I} Postphotos

[* Write 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

oo advisor =

@ City or destination

Orreview a 11 Holiday Rental » + Airline »

Have you been? Travellers want to see more reviews of these places.

Kobbers Motor Inn Restaurant
37a Nichaison St, Dalby, Queensiand 4405, Austraiia

¥

Marissa's Espresso
22 Bunya St | Cnr OF Bunya And Nicholson Street, Dalby, Quee

| Squires A La Carte
= i 18 Draylon St | Dalby Motei Motor

inn. Dalby, Queensiand 4405,

Review a place you've visited

Q, Hotels, restau

nsland 4405, Australia

rants, attractions

Review a place you've visited

@ Bell, Queensland, Australia Q, community

Orreviewa [ Holiday | g Myrall Youth and Community Centre

2Ba Nicholson St Dalby. Queensland, Australia

REGIONAL COUNCIL

Bunya Community Centre

Maxwell Street Bell, Queensland, Australia

Bell
2 Lot 71

ers want to see more reviews of these places
Can't find what you're looking for?
Kobbers Motor Inn Restat Add a listing

37a Nicholson St, Dalby, Queensland 44(_
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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.

7" Bell Bunya Community Centre

Lot 71 Maxwel Street, Bell, Queensland 4408, Australia

Your first-hand experiences really help other travellers. Thanks!

& Your overall rating of this restaurant Draft saved at 13:28.

O,0.0,0@% verycooa

@& Title of your review

Love the coffee|

o Your review Tips for writing a great review

| go 1o BBCC for work each week. | always buy a coffee and sometimes morning tea or
lunch at the Community Centre. | love the coffee, and the scones with rosella jam. | also
appreciate the clean public toilets. Volunteers are always friendly.

Draft saved at 15:28. 242 characters (100 minimum}

@& What sort of visit was this?

Couples Family Friends m Solo

& Were you here for...

Coffee ortea r

@& When did you visit?

February 2019 -

Could you say a little more about it? (optional)

22 i
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TripAdvisor will prompt you with more places nearby to review.

Careful - it could get addictive!

(6)c] advisor e~

Travel feed: Bell Hotels Restaurants  Flights  Holiday Rentals  eee

South Pacific > Ausfralia > Queensland > Bell

m Where else have you eaten? n What places have you visited?

Pips and Cherries Bunya Mountains National Park
Bunya Highway, Bell, Queensland, Australia e Bunya Avenue, Bunya Mountains, Queensland 2004, .

Bunya Mountains Horse Drawn Teurs
| Bunya Mountains Queensland, Dalby, Queensland ..

OOOOQ0 ciicktorate

Bunya Mountains Coffee Shop and Tavern
Bunya Avenue, Bunya Mountains, Queensland 4405, ..

OOOOQ ciicktorate

Jimbour
86 Jimbour Station Road, Jimbour East, Queensland...

Poppies cafe
Bunya Accommodation Centre, Dandabah, Bunya M
e Yy Pl

OOOOQ ciiktorate watia OOOO0 ciicktorate

Meadowbank Garden Cafe and Function C... Dalby Country Antiques
1217 Bowenville-Meola Rd, Dalby, Queensland 4404.. . 46 North st., Dalby, Dalby, Queensland 4405, Australia

Northside Convenience & Takeaway
4 Kookaburra St, Dalby, Queensland 4405, Australia

Myrall Youth and Community Centre
28a Nicholson St, Dalby, Queensland 4405, Australia

OOOOQ ciicktorate

Russell Tavern
1 Cunningham Si, Dalby, Queensland 4405, Australia

OOOOO Click to rate

Dingo Factory Tours
9 Owen St, Dalby, Queensland 4405, Australia

OOOOO clicktorate

. gl

DOWNS | WESTERN DOWNS

N— Libraries




e . gl

DOWNS | WESTERN DOWNS

N— Libraries



TripAdvisor — Responding to Reviews & Questions

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

©© s advisor = @

Inbox

Your Business v Products Reviews Marketing Tools Help

Manage Your TripAdvisor Listings

Bell Bunya Community Centre
Lot 71 Maxwell Street, Bell, Queensland 4408 Australia

Find Your TripAdvisor Listing

), Search for Your Business

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

o)o) advisor

Bell Bunya Comm... ~ Manage Listing Advertising Help & Setlings Reviews Bookings esse

Promote your restaurant Bell Bunya Community Centre = Viewon TripAd
with a video Storyboard!

1 Reviews

BUSINESS DETAILS Edit
EeeERpies @ Lot 71 Maxwall Street, Bsll, Quasensland 4408 Australla

+, +61 7 4663 1087

O hitp/Awww bellcommunitycentre.com.au

@ Hours Today: 9:00 am - 3.00 pm

@ + Add menu link

Make sure diners see your page at its best

Stand out with ex Premium fe:

Upgrade Now @

25 i
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http://www.tripadvisor.com.au/owners

2. Hover over the Reviews menu and click on Respond to Reviews.

N . =
@0, :advisor o Ca)
Trips. Inbox
Bell Bunya Comm... IManage Listing Advertising Help & Settings Reviews Bookings ess
Respond to Reviews
X BASIC SUBSCRIl  Ajews " Ecions
Promote your restaurant Bell Buny ReportaReview [ View on TripAd
with a video Storyboard! _—_— Get Mars Reviews
TRIPADVISOR PREMIUM
BUSINESS DETA Edit
See Examples @ Lot 71 Maxwn  Select Favourite Review ralia
%, +61 7 4663 1

bk L Lol

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

Reviewed by pamlangridge
11 Feb 2019

Love the coffee and the volunteers!
00006
| go to BEBCC for work each week. | always buy a coffee and sometimes morning tea or lunch at

the Community Centre. | Igy#the coffee, and the scones with rosella jam. | also appreciate the
clean public toilets. Volyefiteers are always friendly.

Your response

Your name will display as Your business role

BellCommunityCentre Front Office Manager -

Enter your response, select your business role, and click the Submit button.

% i
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3. Potential customers can also ask you a question on TripAdvisor.

Questions & Answers

Get quick answers from Bell Bunya Community Centre staff and
past visitors.

Mote: your question will be posted publicly on the Questions & Answers page.

Hi, pamlangridge. What would you like to know about this restaurant?

s

m Posting guidelines

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

Inbox

N

Click on the Inbox icon at the top right, then click on the question alert.

m G

Inbox See all /

Bell Bunya Community Centre
has a new question. See the
question.

o

&

@

Today
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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.

Bell Bunya Community Centre Questions & Answers
Bro
Hi, do you have an parking? Resh
11 minuies ago =
pamiangri...
Dalby, Australia
0 answers
Add your answer
] Hi pamiangridge, Yes we have a large carpark, with plenty of C—{etﬁq
v space for multiple caravans, campervans, or coaches. o
BellCommunityCentre :
Bell. Australia
Ldl
que
™
\/ I'm not a robot
reCAPTCHA
Ahsting guidelines

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.

View profile Settings v

My business
» Account info

Account settings

Bookings .
Subscrmtl@
C Accountinfo ) -
|

Sign out

Make sure you have subscribed to alerts about Reviews and Questions.

Subscriptions Contiue browsing »
Preferred e-mail address: webmaster.bbcc@ | Update
Emails For Owners Emails For Travellers
Preferred e-mail language | English (USA) AR Subscribed Unsubscribed
Reviews & Quesfions: Alerts of new reviews and questions posted about your business L
Reputation Management: Best practices for improving your online reputation and promoeting your business o .
Building Business: Insights, tools and tactics that can help you convert browsers into paying customers o .

Click here to unsubscribe from all TripAdvisor marketing communicafions 7
Note: you will still receive transactional emails from TripAdvisor
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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.

Reviewed by pamlangridge
11 Feb 2019

Love the coffee and the volunteers!
@@@@()

| go to BBCC for work each week. | alw: uy a coffee and sometimes morning tea or lunch at the Community Centre. |
love the coffee. and the scones with rosella jam. | also appreciate the clean public toilets. Volunteers are always friendly.

Response from BellCommunityCentre, Front Office Manager at Bell Bunya Community Centre
v Response Pending

Thanks for your review, pamlangridge. We're glad you enjoyed your visit!

Delete Response

This will open it up on its own page.

(@)(@)@®)®) ) Reviewed yesterday
Love the coffee and the volunteers!

| go to BBCC for work each week. | always buy a coffee and sometimes
morming tea or lunch at the Community Centre. | love the coffee, and the
scones with rosella jam. | also appreciate the clean public toillets.

pamlangridge
Dally,

Australia Volunteers are always friendly.
=1
Date of visit: February 2019
(@EEEE® Value @@@®E® Service
@E@E®® Food
Ask pamlangridge about Bell Bunya Community Centre
ile Thank pamlangridge - Resp

This review is the subjective opinion of a TripAdvisor member and .'?Mm’
LLC

/

Click on the little flag icon to start the reporting process.
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Report a Problem X

What do you want to report?

@ | want to report this review

| need to update my business or owner details

| want to report my business closed

| want to edit or remove my response

| need to report a change of ownership or renovation

| want to report a photo associated with this review

| want to remove my listing
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Report a Problem X

Help us understand. What's wrong with this review?

It's pOStE‘d to the wrong business
The details in this review describe a different business.

It's inappropriate or not family friendly

It contains profanity, sexually explicit comments, hate speech, prejudice, threats, or
personal insulis.

It's written by an ex-employee or competitor

| believe an employee of 8 competing business or former employee of my business
wrote this review.

It describes an experience more than 1 year ago

While reviewers may only write about an experience that happened within the past
year, we do not remove old reviews Older reviews have less impact on the Popularity
Index.

Review text is not consistent with rating given

Example: The review is titled "Excellent” but the overall rating is 1 The reviewer rated a
category they did not experience. Example: "Sleep quality:2” but reviewer did not stay.
Cwerall ratings are NOT an average of sub-rafings.

This reviewer did not experience my business

This reviewer had no experience of my business including the booking process or
check-in. (TripAdvisor does allow reviews of incidentsfevents that occur during the
booking process, check-in or upon arrival at the establishment.)

It's a duplicate by the same member or copied text

This person has 2 reviews with the same text, or copied text from another reviewer or
source. Reviewers are allowed fo write one review of each experience of a business
within our timeline guidelines.

See more options

Back
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Report a Problem X

Is there any further information you'd like to add to help us understand
your concern? (Optional)

=]

7

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.

@@ tripadvisor

H;Ipﬂen*ﬂe

A Search
ﬁ'\.

Guidelines
Site Features

Community

4 ¢ 9

Technical Support

English (AU) ~  Contactus »  TripAdvisor forums w

tripad\"isor know better @ book better @ go better

[Site Map

. gl
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https://www.tripadvisorsupport.com/hc/en-au

Make sure you check out TripAdvisor’s advice on Best Practice at
https://www.tripadvisor.com.au/TripAdvisorlnsights.

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.

B tripadvisor  Insights

Manage Reviews

Get Started v Build Your Business v

BUSINESS TYPE

" i Accommodation
Manage Rev
Restaurant
Attraction

Airline

Vacation Rental

What Does TripAdvisor Do About
Unfair Reviews?

8 Reasons to Ask All Your Guests to
Write a Review

The Complete Review Express
Guide

How to Add Management
Responses to TripAdvisor Traveler
Reviews

3 Things You Can Do After a Bad
Review

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

There are articles that outline how to deal with and respond to reviews, especially
negative ones.

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

How should | respond to a negative review?

Respond quickly

A prompt response shows prospective guests that you take customer service seriously and
adds your perspective on the situation to the original review. This allows future guests o
hear your side of the story as soon as possible.

Be courteous and professional

When replying, remember that your Management Response will be seen not just by the
reviewer, but also by potential guests who are considering booking or visiting your
restaurant or attraction. Therefore, if you don't agree with the reviewer, or feel they are
being unfair, relay your side of the story in a polite and unemotional way. The last thing you
want to do is turn off potential visitors with an aggressive or defensive Management
Response.

Thank the reviewer

Express your appreciatian for the traveller’s business and for writing a review. Demonstrate
that all feedback is important to you, be it good or bad. Also, if possible, provide an
empathetic apology for any shortfalls.

Address the specific issues

If the review contains a specific complaint, explain what you have done to fix the issue so
potential guests are reassured that the problem has been resolved.

Highlight the positives

Highlight any positive comments the reviewer has made. You can even take the opportunity
to mention related services or planned upgrades that you would like to share with potential
visitors.
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Give it a Go!

Google Reviews

Google My
Business

EEEEEEEEEE
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Review a business on Google

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

r & Google x +
&« C (Y @& httpsy//www.google.com.au
About  Store
Australia
Advertising Business

= [m}

w &

Paused

Gmail Images

Google

(-

Google Search I'm Feeling Lucky

Privacy Terms Seitings

If you don’t already have a
Google account, you will
need to create one.

{\ i
DOVWNS |
I

REGIONAL COUNCIL

G Sign in - Google Accounts x

& - C {} & https//accounts.googlecom/Ser., T £ Paused .

Google
Signin

with your Google Account

[ Email or phone

Forgot email?

Not your computer? Use Guest mode to signin privately.

Learn more
Next
English (United States) « Help Privacy Terms
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2. Search for the business, either on Google Search or Google Maps.

&

&« > C0 @

Google

G need 2 wash deby - Goaghe Sen x [RER

https:www googiecomiau/searcn?aum = 508h1 =en-AUSEurt

need a wash dalby

Al meges  Maps  Shogping  Mews M Settings Tools

Abaut 384,000 rasults (D 4B sacands)

Need-A-\Wash - Home | Facebook

itps e facenonk com » Flaces » Dalhy, Queensiand » Car
drdrdeded Rating: 4.8 - 12 vates

Haed & Wash - G5 drayion st Daltby, Qusensland 4405 - Ratad 4.0 basad on 12 Reviews "Awssoma
way b wash tha car . graat pricing Usa # on a regular

Need-A-Wash in Dalby, QLD, Car Wash - Truelocal
itpEW ocal com au » Car Wash » QLD » South » Dalby =
Fek i
Heed A Wash in Dalby, QL0 4405, Businass contact desaiis for Meed A Wash inzluding phone
numbss, raviaws & map location - Trual ocal

Need A \Wash - Car Wash Services - 85 Drayton St - Dalby

Fitps i el o 8-Wash- 1536007 3-fsting Mml -

Meed A Waah Car Wash Sendces - Dalby, Qusensland. 4405, Busineas Owners - |z Need A Wash in
Dalby, QLD your business? Attract maore custemers by

NEED-A-WASH DETAILING - Car Wash Services - 85 Drayton St - Dalby
Ritps:iawew yellowpages.com.aul...fdaly a-wash-gelaiing- 1000001957 328-fistin..
NEEDLA-WASH DETAIL Waash S i Dalby Queetsland, 4405, Busi
NEED-A-WASH DETAIL! n Dalby, QLD your businesa?

1

Need-A-Wash | Drayton Street. Dalby, QLD | White Pages®

Need A Wash

Dérccsinng saver

Addresa: 85 Draylon 51, Daky QLD 4405
Phone: (07) 4662 G647

SBupgast an edit - Own this busineas?
Add missing information

Add business hours
Add vebsile

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 busin

dalty

Drections Save

Car wash in Dalty,

Phone: (07) 4562 5647

Add businass hours
Add webslte

B et firsl 1o ask o que

Faceback
4.8/6

2] Send 10 your phon

Reviews

Eir et firsl 1 rovie

Address: 85 Draylon S, Dafy QLD 4405

Suggest an edit  Own this business?

Add missing information

Know this place? Answar quick questions

Questions & answers

Reviews from the web

ess hours).

Bloq - nesd+a+ B

°
@0

Add website

Suggest an adit - Own this business?

Add missing information

Add business hours

Know this place? Answer quick questions

Reviews

: Ask a question
sbiur)

Be the first to review

Write a review Add a photo

Feedback

Truie Locat

3.5/5
- Send

Wrteareview | Afdaphato

REGIONAL COUNCIL
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3. Click on the Write a review button.

Write a review

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.

Rate and review

Need A Wash, 85 Drayton St, Dalby QLD 4405

Pamela Langridge =
A Your review will be posted publicly on the web. Learn more
=H
* kX X X X

Always open for self-service, even if it's not staffed. | especially like the
Vi buckets of detergent and scrub brushes you can use to clean off the

o really sticky stuff before going through the auto-wash.

| d Staff are always willing to give you a hand, too/

g

CANCEL POST

Click the Post button at the
bottom, and you’re done!

Thanks for your review!

People rely on great reviews like yours to find the best
places to go.

b DONE  CONTRIBUTE MORE
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5. To add missing information, click on the link and fill in the details.

—

Suggest an edit

Change name or other details
Edit name, location, hours, etc

Remove this place
Mark as closed, non-existent or duplicats

Hours X
Need A Wash

Take a close-up photo that clearly shows the hours for Google to scan

'EI Add a photo
Add a photo to help us verify your suggestion. Your photos will be publicly available under your name.
CR

Select days to add hours
D Sunday Closed
D Monday Closed
I:l Tuesday Closed
D Wednesday Closed

Cancel Send

Website
Meed A Wash

@ Website

Add website

Google will emall you about the status of your edits. Learn more

Cancel

e "
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6. You can even let Google ask you some questions about the business’
attributes.

Know this place?
Answer quick guestions

Bell Bunya Community Centre
85 Drayton 5t, Dalby QLD LOT 71 M

Is there wheelchair accessible parking? Is this place good for working on laptops?

@

NOT SURE

MORE CHOICES MORE CHOICES

Thanks for sharing about places that
you know

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

Maps User Contributed Content Policy Help  Q == OO

Prohibited and Restricted Content

The following policies apply to all formats, including Reviews, Photos, and Videos. Content
that does not meet these criteria may be rejected from publication on Google Maps.

Contributions to Google Maps should accurately represent the location in question. Where
contributions distort truth, we will remove content. This includes reviews, photos, or videos
not related to the location or business where they are tagged. If content is inaccurately
placed on the map, or is associated with an incorrect listing, the contribution may be rejected.

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/74001 1
4
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https://support.google.com/contributionpolicy/answer/7400114
https://support.google.com/contributionpolicy/answer/7400114

Spam and fake content A

Your content should reflect your genuine experience at the location and should not be posted just ta
manipulate a place’s ratings. Don't post fake content, don't post the same content multiple times, and
domn't post content for the same place from multiple accounts.

Off-topic ~

Only post content based on your experience or questions about experiences at the specific location.
Maps is not meant to be a forum for general political, social commentary, or personal rants. Content
that does not meet this standard will be removed.

Restricted content .

For some products or services subject to controls and local regulations, you must follow certain
guidelines when posting content. The content you upload may not feature calls to action or offers for
the sale of products or services that are subject to local legal regulations. This includes, but is not
limited to, alcohol, gambling, tobacco, guns, health and medical devices, regulated pharmaceuticals,
adult services, and financial services.

The content shouldn't display:
€3 Links to a landing page where it is possible to purchase restricted goods or services.
€3 Email address and/or phone numbers to contact for the purchase of restricted goods.

€3 Promotional offers for restricted goods or services. For example, you shouldn't upload content that
displays deals, coupons, pricing information or other promotions for a restricted product or service.

Note that incidental depictions of these products are excluded from this policy. Examples include:
& Images of menus.

& Images where alcoholic beverages are present but not the main focus.
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lllegal content ~

We don't accept content that is illegal or depicts illegal activity. This includes:

€ Images or any other content that infringes on anycne else’s legal rights, including copyright. For
more information or to file a DMCA reguest, review our copyright procedures.

€ All sexual abuse imagery and all content that presents children in a sexual manner.
€ content on dangerous or illegal acts such as: rape, organ sale, human trafficking..

) lllegal products and services: endangered animal products, illegal drugs, prescription drugs diverted
to the illegal market.

€ Images of graphic or gratuitous violence, or which promote violence.
€ Content produced by or on behalf of terrorist groups.

For any other legal issues, please select the "Copyright or other legal issues” tab on the report a
problem feature.

Sexually explicit content ~

We don't allow content that contains sexually explicit material. Also, we absolutely don't allow content
that sexually exploits children or present them in a sexual manner. We will remaove this type of content,
shut down the account, and send a report to the National Center for Missing & Exploited Children
(NCMEC) and law enforcement.

Offensive content A

We will remove content that contain obscene, profane, or offensive language or gestures.
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Dangerous & Derogatory Content ~

Google Maps is a place for safe communications between users. For this reason, we don't permit
merchants or consumers to post dangerous or derogatory content, including content that:

€D Threatens or advocates for harm on oneself or others
€D Harasses, intimidates or bullies an individual or group of individuals.

€D Incites hatred against, promotes discrimination of, or disparages an individual or group on the basis
of their race or ethnic origin, religion, disability, age, nationality, veteran status, sexual orientation,
gender, gender identity, or ather characteristic that is associated with systemic discrimination or
marginalization.

Impersonation ~

We don't allow individuals to use Google Maps to mislead others. This applies to deceptive content as
well as false representations.

Do not attribute your content to another individual, company or arganization if you are not authorized to
represent them.

Google reserves the right to remove content, suspend accounts, or pursue other legal action against
contributors who falsely claim that they represent or are employed by Google.

@ﬂict of Interest \ ~

Maps user contributed content is most valuable when it is honest and unbiased. Examples of
disallowed practices include, but are not limited to:

€D Reviewing your own business.

€D Posting content about a current or former employment experience.

€3 Posting content about a competitor to manipulate their ratings.

~
N

N > 4
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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/.

- o 2
g ffk
w Seetravel times, traffic and nearby places vy &
(-]
Dalby Pefice Citizens A% Dby Mot WL
s My Youth G (POVE) ® % D)
iy
13 ]
@
@ By
Planear Park Museur @ m
@
Dalty Ganoral Steal 0
Qg PR .
(] -3 2
& b
Godgle B Qcahey £ EERE =
Wester) Downg =

2. Search for your business or place.
Do this by either:
a. Entering the name in the search box, or

o

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.
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https://www.google.com.au/maps/

3. Normally, if Google has a place listed, you would see a hyperlinked pin at its
location.

Thomas Jack Park
4.3 %% ¥ 15 reviews

Homepage Pl B Google Maps
<« C Y @& htips//www.googlecom/maps/@-

3 Apps [§P WDRC Webmail W# WDLWordpress Das' 3 D

\ef,-f"'

v See travel times, traffic and nearby places

This is the spot!

ye.

L ANPM
o409

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

Directions from here

b. Left Mouse CI'Ck on the Add a '. | Directions to here

. . . What's here?
missing place link.

Search nearby

Print

Report a data prablem

Measure distance

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.

Add a place

Sign in to get started

You'll get email with updates as the place is

added | "

Daly,and?
" Richards Gai
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6. Add a Place. You will have a short form to complete.

Enter the name of the business or place, as accurately as you can.
Enter a category and choose from the options.

Check the location.

Add extra details, like your website address and opening hours.
Click the Send button.

®© o 0o T o

Need A Wash

Car Wash

W - &
= .
w @ Caltex Waoolworths
=

i
o Map data ©2019 Google

If this place is located within another, enter the containing place.

Search for place or business

Add phone, hours, website, opening date and photos

Help (zo0gle verity this place

Claim this business

Google will email you about the status of your edits. Learn more
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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.

Thanks for improving Google Maps!

You'll get an email when your suggestion is reviewed

CONTRIBUTE MORE DONE

g 0 » [ ] [+
Published: Your addition of Need A Wash = Inbox x &

Google Maps =noreply-maps-issues@google.co... 16:24 (34 minutes ago) Ty =,
tome -

Google Maps

Success

Based on your suggestion, the listing for Need A Wash has been
added to the map. See your addition. Note that some changes might
take up to 24 hours before appearing on Google.

Thank you for improving Google Maps! Your insights make it a better,
maore useful map for everyone.

“® -
%’ ,,11:1"&
e %
Drovers Mot ',{‘;? %
@ Q
Caltex Woolwort
Need A Wash
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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.

B~ ‘TAB)

‘9

<
&

Criterion Hotel Dalby

@ Mote 1 yal

&
PN
Need A Wash Q %,
it i Need AWash "%
[ ® 2 <
SAVE NEARBY SEND TO YOUR SHARE
PHONE 62 N @
Dalb ? | Q el
a ea
° 85 Drayton St, Dalby QLD 4405 Estate & Rzn!als Hertz Car Rental Dalby
e  (07) 4662 6647 80
e Claim this business 9 Q
B addalabel Caltex Dalby ?sqc
28
[0 Suggest an edit
| @
Andersens Dalby
Add missing information @

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

right now?
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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.

BE cionin to yvour acco
Em Sign in to your acco

Gmail Images =ii m

Search for your business and go to the Maps tab

Go gle bell library
All @ mages Shopping Mews iore

About 521,000,000 resulis {0 67 seconds)

Bell Library | Western Downs Libraries
hitps://www.westemdownslibraries.comvbell-library/ ~
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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).

=  Western Downs Libraries - Bellbr O, X 4
%-?
()
0’9
= ; )
Western Downs Libraries - Bell ‘%
branch
Public library
Western Downs
] ® 3] < Libraries - Bell branch
SAVE MNEARBY SEND TO YOUR SHARE
PHONE

2

Y
@ 71 Maxwell St, Bell QLD 4408
. E . 3CCX+54 Bell, Queensland
(A westerndownslibraries.com
%  (07) 48631113
G) Opens at 9:00 am v \S

e
Q Claim this business We 5
[ Addalabel
[0 Suggest an edit
Satellite

Add missing information @ : g
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3. Claim your business

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

@ Opens at 9:00 am w
9 Claim this business

B Addalabel

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.

What's the name of your business?

Business name

= Western Downs Libraries - Bell branch

By continuing you agree to the following Terms of
Service and Privacy Policy

< Finish and verify this business

To manage your listing, you'll need to verify your connection
= with this business. What you'll get with verification:

v Allow new customers to find you on Google Search &
Maps

Promote your business with photos and posts

Track business analytics to understand your
customers

+ Respond to customer reviews
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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 postcard is coming!

You'll get a postcard with your verification code and next
steps in about 6 days.

0

¥ A e A ¥

eV

Attn: Pamela Langridge
Western Downs Libraries - Bell branch
71 Maxwell Street, Bell QLD 4408

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.

WVerify a business listing by mail

To verify your business listing by mail, enter your business address in Google My Business. We'll send
you a postcard with a verification code. Most postcards arrive within 14 days. Before requesting to
verify your listing by mail, make sure your business address complies with our address entry guidelines.

A Do not edit your business name, address, or category, or request a new code while you're
waiting for your verification postcard.

DOWNS |
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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.

= Google My Business

Western Downs Libraries -
Bell branch

oa Homa
B ro:
=] Inta

il Inssghts
w Feviews

\ebrsite

Q,

Pending verification

Have news to share with your customers?

5 about events, promotiens, o producis

Create post

Google Virtual Tours

Get started

@©  Addhours

&5 Addlege

Add description

1EH]

Manage your business on the go

= 0@

= Google My Business

Bell Bunya Community
Centre
LOT 71 Maxwell St

Bell QLD 4408

EE Home

E Posts

= Info

ih Insights
* Reviews
El Messaging
@ Photos
=1 Website
s Users

® Sunday Closed
Monday 9:00 am—3:00 pm
Tuesday 9:00 am~-3:00 pm
Wednesday 9:00 am-3:00 pm
Thursday 9:00 am~-3:00 pm
Friday 9:00 am-3:00 pm
Saturday 9:00 am-12:00 pm
= 12609 Closed
4/19/19 Closed
4720119 Closed
421719 Closed
42219 Closed
4/25/19 Closed
'\. 07) 4663 1087
(07) 4663 1193
0427 631 080
@  Website
http://www.bellcommunitycentre.com.au
/

= Google My Business

Bell Bunya Community
Centre
LOT 71 Maxwell St

Bell QLD 4408

EE Home

E Posts

[=] Info

ih Insights

b ¢ Reviews
= Messaging
|_Q Photos
(=1 Website
24 Users

Outdoor seating

Offerings

Coffee

Hot tea

Local ingredients

OK to order just coffee

Payments
Credit cards

+ MasterCard, VISA
Debit cards

The Bell Bunya Community Centre is a
multi purpose community facility lecated
in Bell, Qld. We're best known for our
coffee, homemade rosella jam and
scones like your Grandma used to make.
We also provide many community
services such as health, tourism, culture,
and social services.

The Centre is supported by Western
Downs Regional Council with the
objective of enhancing the social,
economic, and cultural enrichment of Bell
and surrounding district.
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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?

— ——
Q ” A . L] v
AdMcb AdSense AdWords Express Analytics Android Assistant

Q = O ™M \
E c [
Blogger Chrome Data Studio DoubleClick by G Suite Google Ads
Google
-~
Google Certified Google Cloud Google Domains Google Enterprise Google Manufacturer Google Maps APls
Shops Platform Search Center
Google Merchant Google My Business Google Shopping Google Surveys Google Tag Manager Google Trends
Center Campaigns
o . 3
co—
- ] L
Google Web Google+ Brands Hire Local Inventory Ads Optimize Search Console
Designer
&
Tha Dicital Coras Wazal ool

m 60 Lllu
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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.

e X

* i

| IT Portal ﬁ Arcus =- Sign in to your acco e
Gmail Image "y &

Maps YouTube Play
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2. You will be taken to the Home page for your Google My Business listing.

= Google My Business

Bell Bunya Community
Centre

g8 eme

A
ate nd
ot
YOUR BUSINESS 15 ON GO0GLE
2 v
G v
Complete your listing
dhe
80%
= Adddesorption +

Businesses like yours are posting!

Viows Searche ctlon
1.29K 6572 288

Search views

Maps views

LATEST REVIEWS
4.7
@ Tony Harvey

very good

~ Reply

“ Greg Yarwood

What & beaunful place 1o go as It has information Centre,
libeasy, shop with craft and a coffee shap, All run by vol . More

Published (1 update)
his has updated informatian from Googh
w these publish

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

= Google My Business

Bell Bunya Community
Centre
LOT 71 Maxwiall 58

Bell QLD 4408
EE Home
B roxs
=] Info

18 mgights
* Reviews

B messaging

L_Q Photos
En Wabsite
¥ Users

Creale an ad

'@‘ Add new location

m Manage locations
Lo ] Linkod apcounts
ﬁ] Settings

@ Suppest

DOVWNS |

REGIONAL COUNCIL

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.

Google My Business

Bell Bunya Community
Centre

LOT 71 Maxwall 58
Ball QLD 4408

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

Pending review

some edits are pending. Edits may be reviewed
for guality and can take up 10 3 days o be
published, Leam more

REMEMBER:

A Do not edit your business name, address, or category, or request a new code while you're
waiting for your verification postcard.

. gl
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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.

B Eell Bunya Community Centre - = X -+

&« [ & & https://business.google.com/dashboard/l/ 1467 ¥ Paused o H
= Google My Business Q # 0 (g
= O] n PERFORMANGE
Bell Bunya Community Create post Add phote Create ad
Centre Views Searches Activity
LOT 71 Maxwell 5t
Bell QLD 4408 GOOGLE ADS 1.3K 596 653
o= u Your ad is almost ready
=0 S Search views 78 (+13%)
= i =
B poss o mBAREHAB Maps views 122K (3%)
5 info Take a few minutes ta finish your ad, and start Feripmncoves past 2B davs et dok otiichided)
reaching more customers
i Insights
Finish ad setup LATEST CUSTOMER PHOTOS
* Reviews
E Messaging
LATEST REVIEWS
[kl Photos 4.7 12 tota
=1 Website @ TonyHarvey
f==] 13
2+ Users Very good

+ Reply
‘\ Create an ad

Greg Yarwood I¥B.25 @ 521
@ Add new location 13 s 8g0
Manage photos

What a beautiful place to go as it has
Information Centre, library, shop with

[iig] Manage locations craft and a coffee shop. All run by

vol... More
Google Virtual Tours
[co ] Linked accounts « Reply
Enhance your online visibility and B
; draw traffic to your business with a
@ Settings Managsireviews 360 interactive experience.
@ Spbor: Get started

¥OUR BUSINESS IS ON GOOGLE

p T
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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.

E Posts

(w Write your post

Keep your customers
updated by sharing
what's new

Reach beyond just your followers -

give everyone searching for your
; ¢ Create post PREVIEW PUBLISH
business a reason to come in by

posting updates and offers directly
to your local listing on Google u What's New m Event ‘ Offer ﬁ Product »

E Create your first post

==
(0]

Make your post stand out with a photo or video

Add a button (optional)
Book

Order online

Buy

Learn more

Sign up

Call now

65 i
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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.

== ] Info

Panding review

Some edits are pending, Edits may be reviewed

ooy -~
3 = — for quality and can take up to 3 days to be
= = published. Learn more
Bell Bun?‘a Commumty Your business is live on Google
Centre
E Wiew on Search
Cafe ‘;?
Community certre X view on Maps
@ LOT 71 Maxwell St Bell Queensland 4408 ‘;:P Close or remove this listing 4
@ Service areas -4
Western Downs, OLD Advanced information
Dalby QLD
Bunya Mountains OLD
Store code Enter store code a2
@ Sunday Closed .{}"
Maonday 900 am-3:00 pm Labels Enter labeis 4
Tuesday 900 am-3100 prm
Wednesday 900 am-3:00 pm
Thursday 9:00 am-3.00 pm
Friday 9:00 am-3:00 pm Google Ads Enter Googie Ads phone &
Saturday 9:00 am—12:00 pm Incateon
extensions phone
m Peardling .b"‘l’
1/26/10 Closed
419119 Closed
42019 Closed
412119 Closed
Amn s Fadl i
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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.

ils Insights

B cutho¥e church

chaf? Erawers

maf1a
6 Help customers find your business” Create 2 post
How customers search Tor your DUSTmSEE
1month =
Deeot
Custorners wiho find yoor fisting soanching for
Woer SEsina s Nama of sodrass

G Busipessas with recant phatos typically reosive more clicks 1o their websizes. Post photas

Wiherne customers view your Dusliness on Soogle
The Boogle services Thal CUSIomErs L 10 fim your businecs

1 menth =

Total views 1435

B LUsiing oo Sagech
=13

B isting on Maps
W

=10

=10

=10
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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.

* Reviews

All Replied Haven't replied

Lachlan Rule

2 weeks ago

The user didn't write a review, and has left just a rating.

. Reply

Tony Harvey

12 weeks ago

Very good

# Reply

4 Greg Yarwood
13 weeks ago

What a beautiful place to go as it has Information Centre, library, shop with craft and a coffee shop. All run by vol... More

#, Reply

68 i

DOWNS | WESTERN DOWNS

REGIONAL COUNCIL Li bra ri es



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.

3 Microsoft Office H ‘ B3 Mail - Pamelalan 5 Big Skies2019-C [ Google - Using Gt = ] Bell Bunya Col X | + v - O S
I
-6 =% O @ B https://business.google.com/me * ‘:\E ﬁ_ |_Q
To see favorites here, select = then +, and drag to the Favorites Bar folder. Or import from another browser. |mport favorites
= Google My Business Q # 0 (g

Bell Bunya Community
Centre

LOT 71 Maxwell St

Bell QLD 4408

EE Home

B ross T
(= Info

il Insights e
* Reviews

Get messages from customers

Ei Messaging Allow customers viewing your listing to message you directly. Respond
to questions, share information, and quickly connect, for free.
|_Q Photos
Install from Google Pla Install from the App Store
(=] Website 9 Y i
= Users

‘\ Create an ad

@ Add new location

E Manage locations

©2019 Google - Terms - Privacy Policy - Content Policy - Help - Get Android app - GetiPhone app

(=] Linked accounts
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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.

|_|;| Photos

Overview By owner By customer 360 Video

Interior Exterior 3

(2% V9 v -.'.
o '

. To-day's Menu |
|Bake of the Day: $7.00 !
iSconcs jam & Cream, wilth Tea or Colfee

|Light Meal: $10.00 |
|E.g. Quiche & Salad, Ham & Salad, |
| Homea Made Beef Pia & Salad .|
| I}
| |

|

Home Made Sausage Rolls: $3.00
| Home Made Beef Pie: $5.00 -
‘Sandwiche $5.00

70
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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.

=1 Website

5 Bell Bunya Communi X | 4

< = O Ly https//business.goagle.com/site/|/14576565176178033857 0 <% = 1L &
To see favorites here, select ¥= then #, and drag to the Favorites Bar folder. Or import from another browser. Import favorites
= Website Q,  Searchlocations O @
® =  Bell Bunya Community Centre L. CallNow ¢ GetDirections
THEMES
T
EDIT
L]
" Bell Bunya Community Centre

PHOTOS Coffee Shop, Art Gallery, Community Centre in Bell, Qld.
Open today until 3:00 PM

o

Edit Header Photo

A Send Feedback

. gl
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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..

o
=t Users

Manage permissions

(‘ You (Webmaster BBCC) Primary owner

Add new users

Allow others to help you manage business info, customer reviews, and YouTube videos.
It's easy to assign different levels of access to each user. Learn more

e Storey, Ruth €3

Choose a role
Owner
Manager CANCEL INVITE

Communications manager

) gl
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13. Create an Ad

This will take you to the Google Ads website.

‘.\ Create an ad

796012-1584

4 Google Ads | All campaigns (7] webmaster.bbcc@gmail.com

Start advertising in 3 easy steps

1. Select your ad goal F

Pick the action you want customers to take.

2. Create your ad /

Aftract potential customers with a compelling ad

3. Set your budget
Pay only for clicks on your ad. You can change your - k

budget anytime
CREATE AD

Reporting is not real-time. Your account time zone is the basis for all dates and times. Learn more
Some inventory may be provided through third party intermediaries.
You'll see Media Rating Council (MRC) accreditation noted in the column header's hover text for accredited metrics

@ 2019 Google
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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.

@ Add new location

N O ) https://business.goc ‘;'5{ ﬁ .

To see favorites here, select ¥= then %, and drag to the Favarites Bar folder. Or import fron

Google My Business ®@ -'fg

What's the name of your business?

Business name

By continuing you agree to the following Terms of
Service and Privacy Policy

. gl
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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.

el ] Microsoft Office Home 3 Mail - Pamela Langridge - | B Big Skies 2019 - OneDrive | 3 Locations
é 9 O @ 5 hitps://business.google.com/locations
To see favorites here, select ¥= then ¥, and drag to the Favorites Bar folder. Or import from another browser. |mport fave

E Manage locations

(] Linked accounts

O 000

Google My Business Q

Manage locations

4 locations
Locations

§83  settings
@ Support 5

Locations
B Back to GMB Classic

D Name 4

Bell Art Group

Lot 71 Maxwell Street, Bell QLD 4408

Bell Bunya Community Centre
LOT 71 Maxwell St, Bell OLD 4408

Bell Memorial Public Hall
59 Wallace Street, Bell QLD 4408

Bell visitor Information Centre
Lot 71 Maxwell Street, Bell QLD 4408

©2019 Google - Terms - Privacy Policy -

25% published

rites

Create location group

All locations (4) ~ Add location ~

Status

& Pending verification

& Published

& Pending verification

& Pending verification

Enter verification code

Enter verification code

Enter verification code

Rows perpage: 10 140of4

Content Policy - Help -

Get Android app - GetiPhone app

DOVWNS |

REGIONAL COUNCIL
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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.

D Linked accounts

Linked accounts

See and manage link requests from other Google products, such as AdWords or Merchant Center. Learn more

Requests (0) Linked accounts (0O)

No linked accounts

©2019 Google - Terms - Privacy Policy - Content Policy - Help - Get Android app - GetiPhone app

: i
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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.

EEERY o vicosofice! 5 wai-pamelatar [ sigskiss 2019~ | [ Google-Usinge | 3 sewngs x| 4 v - o x
é 7 O ﬁ E] https://business.google.com/settings *ﬁr 7_“5 £‘, E_Q

To see favorites here, select ¥= then ¥, and drag to the Favorites Bar folder. Or import from another browser. |mport favorites

= Google My Business Q  Search locatio #H 0 (‘
T T Email Notifications T =
E] Manage locations Earaisi
English

(=) Linked accounts

Preferred email

&

Settings
webmaster.bbce@gmail.com

@

Support
Important updates

Google may send you important updates about your account

Customer reviews

Alerts when customers post reviews of your business

Questions and answers

Alerts about questions and answers posted to your business on Google
Photos

Tips and updates about photos on your Google listing
Listing health

Timely alerts to help you keep your business info accurate on Google
Insights

Personalized insights and tips about your customers and listing

Product updates

Occasional alerts about new features and offers to improve your listing's performance
Posts

Tips and updates about your posts on your Google listing.
Feedback

Occasional opportunities to send product feedback to Google

: i
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18. Support

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

Status

& Fubl

& Pen

& Pen

Popular

E

E

E

E

BROWSE

Verify your business

Edit your business listing on Google

Request ownership of a business
listing

Remove or report duplicate locations

Edit or delete a post on Google

ALL ARTICLES [£

VISIT HELP FORUM [£

Contact

us
Need mare help?

Send feedback

DOVVNS |

REGIONAL COUNCIL
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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.

e X

* i

| IT Portal ﬁ Arcus =- Sign in to your acco e
Gmail Image "y &

My Business

Maps YouTube Play

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

= Google My Business

Bell Bunya Community
Centre

"
o
E

oo

W * =
H

am

b

e & & F
8

YOUR BUSINESS (5 ON GOODLE

B e

o
G Viewon searcs

Complete your listing

Businesses like yours are posting!

........

80%

o &
i
1.29K 572 288
Sesrohview 3
aps v vanx
LATEST REVIEWS
4.7
g e
wery good
hat on Centre,
e v M
- s
...............
Published (1 update)
o

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

= Google My Business

Bell Bunya Community
Centre
LOT 71 Maxwiall 58

Bell QLD 4408

EE Home
B roxs
=] Info

18 mgights
* Reviews

B messaging

L_Q Photos
En Wabsite
¥ Users

,‘\ Creale an ad

'@‘ Add new location

m Manage locations
Lo ] Linkod apcounts
ﬁ] Settings

@ Suppest

DOVWNS |

REGIONAL COUNCIL

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.

80
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Google My Business

Bell Bunya Community
Centre

LOT 71 Maxwiall 5t
Hall QLD 4408

EE Home

g

WESTERN DOWNS

Libraries



4. Click on the Info menu option.

This will give you access to all the details

Google My Business about your business listed in Google

search results.

Bell Bunya Community
Centre

LOT 77 Marwell St
Beel| L 04408

Home

O
(=] |

E Posis
E Info

ils nsights

w Reviews

['H"”"‘H"] G 1/26/19 Closed /
- 4/19/19 Closed
LU0~ 42019 Closed
i A = 4/21/19 Closed
1 S
! W —— 4/22/19 Closed
4/25/19 Closed
Bell Bunya Community 4
Centre v,  (07)4663 1087 7
(07) 4663 1193
café / 0427 631 080
Community centre
Art Studio
Art Gallery @ Website V4
Coffee shop http://www.bellcommunitycentre.com.au/
Community Garden
Arts and Crafts Shop Menu URL

Add URL

Order ahead URL

@ LOT 71 Maxwell St Bell Queensland 4408 V4 Add URL

Reservations URL

@ Service areas Vd Add URL
Western Downs, QLD
Dalby QLD
Bunya Mountains QLD x Menu
Add or edit items
® Sunday Closed Z
Monday 9:00 am-3:00 pm Q Accessibility Y
Tuesday 9:00 am-3:00 pm Wheelchair accessible entrance

Wednesday 200 4mi-3100.py Wheelchair accessible parking lot
Thiirsday S:B0.am=00pm Wheelchair accessible restroom
Friday 200 a0y 500 by Wheelchair accessible seating
Saturday 9:00 am-12:00 pm

- 81 gl
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Amenities
Good for kids
High chairs
Restroom
Free Wi-Fi

Crowd
Family-friendly

Dining options
Brunch

Lunch
Catering

Mo delivery
Seating

Highlights
Mo live music
Outdoor seating

Offerings

Coffee

Hot tea

Late-night food

Local ingredients

OK to order just coffee

Payments
Credit cards

+ MasterCard, VISA
Debit cards

The Bell Bunya Community Centre is a
multi purpose community facility located
in Bell, Qld. We're best known for our
coffee, homemade rosella jam and
scones like your Grandma used to make.
We also provide many community
services such as health, tourism, culture,
and social services.

The Centre is supported by Western
Downs Regional Council with the
objective of enhancing the social,
economic, and cultural enrichment of Bell
and surrounding district.

G Add opening date V4

E‘l' Add photos

Updates from Google

This location has updated information from

Google users or other sources. Review these
published updates to make sure that they're

accurate. Learn more

ACCEPT ALL FOR THIS LOCATION

DOVVNS |

REGIONAL COUNCIL

Your business is live on Google
s View on Search

¥ view on Maps

Close or remove this listing ~

You can mark this listing as permanently closed or remave it
from your account

MARK AS PERMANENTLY CLOSED

REMOVE LISTING

Advanced information

Store code Enter store code /
Labels Enter labels /
Google Ads Enter Google Ads phone /
location

extensions phone

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

information.

IE,‘I LOT 71 Maxwell St Bell Queensiand 4408

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

can add multiple categories.

Category

Categories describe what your business is, not
what it does or sells.

Primary category

Café

Adc

Cafe
Co

Craft shop
Scaffolder

Scaffolding Hire Service
Art

Californian restaurant

Gt Car Factory

Enter your street address.
Community Garden You can also move the

map pin to make it easier

Arts and Crafts Shop for customers to find your
ADD ANOTHER CATEGORY front door (eg, down a
driveway, or at the rear of a
CANCEL  APPLY building)

Please note: Edits may be reviewed for quality and can

take up to 3 days to be published. Learn more
. a4l
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Business location

Let customers see your business location on Google by adding a street address. You can leave this empty if you
don't have a location such as a storefront or office.

Country / Region

Drag pin to reposition
%
% Map  Satellite

Street address iy o
o
S

LOT 71 Maxwell St

add line

Suburb |
To help

Bell
customers find
® you, drag the
State b ~— marker to the
ueensland v % center of your
. gc,-, + location.
@ Important:
Postal code $ -_ Maving the
marker will not
4408
update your
Map d B2019 G le T f U
e s e address text.

Clear address

CANCEL  APPLY

Please note: Edits may be reviewed for quality and can take up to 3 days to be published. Learn more

Service area

Let customers know where your business provides
deliveries or services

Select to add areas

Adding Service Areas might be especially

Add cities, postal codes, or other arsas

useful if your business operates in a set

oIS D 3% territory, or if you provide home delivery.

Dalby QLD X

Bunya Mountains QLD X

Bel,QLD X

Clear service areas

CANCEL APPLY

Please note: Edits may be reviewed for quality and can
take up to 3 days to be published. Learn more

) gl
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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.

B Closed

@ open 9:00am 12:00 pm

1:00 pm 5:00 pm| ADD HOURS

Tuesday . open 00 am 3:00 pm ADD HOURS

Wednesday @ open 900am 3:00 pm ADD HOURS
Thursday @ Cpen 9:00am 3:00 pm ADD HOURS
Friday . Qpen 9:00 am 300 pm ADD HOURS

Saturday @ open 9:00am 12:00 pm ADD HOURS

CAMCEL APPLY

Please note: Edits may be reviewed for quality and can take up to 3 days to be published. Leamn more

Special hours

What about public holidays? Or
Enter hours for days when this business has an irregular schedule

if you have a funeral to attend? ustralia Day
. [ 1/26/19 B Closed X
The next section allows you to

Good Friday

add special hours for individual
4/19/19 I Closed

dates, such as public holidays.

. 4/20/19
You can specify changes to your
hours (eg, if you only open a half A p—
day) Easter Monday
4/22/19 I Closed
Anzac Day
[ 4/25/19 B Closed
ADD NEW DATE
CANCEL APPLY
Please note: Edits may be reviewed for quality and can take up to 3 days to be published.
Learn more
[ . [RS8l
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Phone number

Primary phone

f07) 4663 1087

Addilional phore

(07) 4663 1193

Additional phone

0427 631 080

CAMCEL APPLY

Please note: Edits may be reviewed for quality and can
take up to 3 days to be published. Leam more

URLs

Enter URLs to improve business info. Only enter
LRLs with live websites.

http:/fwww bellcommunitycentre.com_auy/

Menu URL

Order ahead URI

Reservations URL

CANCEL  APPLY

Please note: Edits may be reviewed for quality and can
lake up o 3 days 1o be published, Learn mare
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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

o Viewing your menu or list
of services

This changes depending on your

business category.

g
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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.

& Back

Add menu section
Section
Drinks

XA -. I, & ADDETd e bl {[4[E2H
Add menu item

Enter at leas! ane item per section. You can add more later

tem name

Coffeq| tern price (ALD)

Itemn description

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.

87 i
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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

Attributes

Only attributes you can edit are shown below.

your business category. Learn more

Q, Search these attributes

L T T,
+" Wheelchair accessible parking lot
+" Wheelchair accessible restroom

" Wheelchalr accessible seating

Amenities

-+ Bar onsite
Booster seats
Dogs allowed
Good for kids
High chairs
Restroom

+ Unisex restroom

Wi-Fi

CANCEL APPLY

Please note: Edits may be reviewed for quality and can
take up to 3 days to be published. Leam more
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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.

From the business

write a bnel descriplion of your business
Learn more

The Bell Bunya Community Centre is a multi
purpose community facility located in Bell, Qld.

We're best known for our coffes, homemade
rosella jam and scones like your Grandma used to
make. We also provide many community services
such as health, tourism, culture, and social
Services.

The Centre is supported by Western Downs
Reglonal Council with the objective of enhancing
the social, economic, and cultural enrchment of
Bell and surrounding district]

CANCEL APPLY

Please note: Edils may be reviewed far gualily and can
take up to 3 oays to be published, Leam more

. gl
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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.

Opening date

Enter the date you first opened at this address, or
will open. This helps customers notice your
business, Leam more

|'-|“:—=.:-1r Month

Year and mnth are required

CANCEL APPLY

Please note: Edils may be reviewed [or quality and can
lake up to 3 days to be published, Leam mare

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

E‘,‘ Add photos

. gl
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REMEMBER:

A Do notedit your business name, address, or category, or request a new code while you're

waiting for your verification postcard.

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

Pending review

Some edits are pending. Edits may be reviewed
for guality and can take up 10 3 days to be
published, Leam more

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.

Your business is live on Google

E View on Search

¥ view on Maps

91 i

DOWNS | WESTERN DOWNS

REGIONAL COUNCIL Libra ries




p T

DOWNS | WESTERN DOWNS

N— Libraries



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.

ik *

* F :

| TPortal @ Arcus QB Sign in to your acco »
Gmail Image; Yy € F

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

= Google My Business

Bell Bunya Community
Centre

[ = Q- Your ad is almost ready

Q-+ = =

By Mensgeiocatins Bo%e

Businesses like yours are posting!

nnnnnnnnnnn

Viaws Sesrche ctio
1.29K 672 288

Search views

Waps views

LATEST REVIEWS
47
@ Tony Harvey

very good

* Reply

* Greg Yarwood

what a ace 16 g s 1 has Information Centre,
librasy, shop with craft and a coffee shap. Al fun by vol.. More

.............

Published (1update)
his has updated information from
e hides il

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

= Google My Business

Bell Bunya Community
Centre

LOT 71 Maxwall 58
Bell QLD 4408

EE Home

B  rFous
[=] Info

ik msdghts
* Reviews

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.

B messaging

LQ Phaotos
En Webaite
2 Users

‘\ Cragte anad

'@‘ Add new lncation

Google My Business

Bell Bunya Community
Centre

LOT 71 Maxwiall 58
Ball QLD 4408

EE Home

ﬁ] Manage locations
o] Linkod apcounts
@] Settings

@ Support

94
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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.

EE Home

= Bosts 5. Click on the Reviews menu to see
all the reviews and ratings Google

& Info account holders have added about
your business.

il. Insights

* Reviews

EI Messaging

-3 Kerri Mewman =
o 23 weeks ago :
Lovely place great staff
+ Reply
[ P Oriel *
- 47 weeks ago -

| highly recommend the Bell Bunya Cemmunity Centre as a workshop venue for your organisation. | recently booked the
centre for an afternoon with 35 people in attendance. The meeting area easily fits that amount however the Centre's
teamn suggested we utilise the gallery space if we wanted to. This proved to be an inspiring approach as attendees satin
big circle (just chairs) surrounded by beautiful art pieces which energised the workshop's discussion and outcomes. The
meseting room was still utilised as a break out area for smaller group discussions and initially to meet for lunch. The
luncheon is a great choice for catering large groups as it was delicious and generous with varied choices featuring local
produce including rare Rosella jam that delighted many attendees (do arrive with an appetite). The Centre's team was
helpful and friendly from beginning to end. There is a lot of parking available and sparkling clean amenities. If your
organisation is holding conferences or workshops in the area or is just travelling through the area, it is well worth
utilising the Bell Bunya Community Centre, particularly as a first meeting place before moving on to wherever your
accommodation or further workshop proceedings may be.

. Reply
Timmy Supaman
50 weeks ago

Heaps of info. Every helpfull

&, Reply

- . gl
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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.

All Replied Haven't replied

/

All Replied +/ Sort by date

Sort by highest rating

@ Lachlan Rule Sort by lowest rating
_= 1 week

6. To reply to a review, click on the Reply button.

W Greg Yarwood
13 wegh

What a beautifyfplace to go as it has
Information Gfntre, library, shop with craft and
a coffee shgh. All run by volunteers.

4, Reply

DOVWNS |
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Write your reply in the text field and then click the Post reply button.

: Greg Yarwood
13 weeks ago

What a beautiful place to go as it has Information
Centre, library, shop with craft and a coffee shop. All
run by vol... More

(owner)

Your reply

Thanks for your kind words, Greg!

Please note that your reply will be displayed publicly
on Google and must comply with Google's local
content policies. Learn more

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

before you post!

Tips for responding to reviews

Business owner responses allow you to build relationships with customers, but they're also public. When replying
to your customers, keep the following guidelines in mind:

1. Be nice and don't get personal. This isn't just a guideline—it's also a good idea as a business owner. It's
difficult to win an argument with a frustrated customer, and you want to avoid burning bridges. Keep your
responses useful, readable, and courteous. In addition, responses should comply with our local content palicy.

2. Keep it short and sweet. Users are looking for useful and genuine respanses, but they can easily be
overwhelmed by a long response.

3. Thank your reviewers. Respond to happy reviewers when you have new or relevant information to share. You
don't need to thank every reviewer publicly, since each response reaches lots of customers.

4. Be a friend, not a salesperson. Your reviewers are already customers, so there’s no need to offer incentives or
advertisements. Tell reviewers something new about your business, or share something they might not have
learned from their first visit.

If you believe that a Google review violates the posting guidelines, you can flag it as inappropriate by clicking the
three dot menu icon : and choosing Flag as inappropriate.

™ . g
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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.

; Greg Yarwood
13 weeks ago

What a beautiful place to go as it has
Information Centre, library, shop with craft and
a coffee shop. All run by volunteers.

& Reply

You might need to wait several days for it to copy link

be assessed.

4 Flag as inappropriate

How do you know what is “inappropriate”?
Google has Prohibited and Restricted Content policies relating to:
e Spam and fake content
o Off-topic
e Restricted content
e lllegal content
e Sexually explicit content
o Offensive content
e Dangerous & derogatory content
e Impersonation

e Conflict of interest

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

. gl
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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.

5 A
*  :
| TPortal @ Arcus BB Sign in to your acco »
i
Gmail Imagef 'y | '

o -
4

| ”

Account

A

Maps YouTube Play

99 i

DOWNS | WESTERN DOWNS

REGIONAL COUNCIL Li bra ri es




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

= Google My Business

Bell Bunya Community
Centre

"
o
E

oo

W * =
H

am

b

e & & F
8

YOUR BUSINESS (5 ON GOODLE

B e

o
G Viewon searcs

Complete your listing

Businesses like yours are posting!

........

80%

o &
i
1.29K 572 288
Sesrohview 3
aps v vanx
LATEST REVIEWS
4.7
g e
Wery good
hat on Centre,
e v M
- s
...............
Published (1 update)
i
o

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

= Google My Business

Bell Bunya Community
Centre
LOT 71 Maxwiall 58

Bell QLD 4408

EE Home
B roxs
=] Info

18 mgights
* Reviews

B messaging

L_Q Photos
En Wabsite
¥ Users

,‘\ Creale an ad

'@‘ Add new location

m Manage locations
Lo ] Linkod apcounts
ﬁ] Settings

@ Suppest

DOVWNS |
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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.

Il

Google My Business

Bell Bunya Community
Centre

LOT 71 Maxwiall 58
Bell QLD 4406

EE Home

100
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4. Insights.

. You can learn more about how customers
Bell Bunya Community

Centre find your business on Google Search and

LOT 71 Maxwell St

Bell QLD 4408 Google Maps, and what they do once they
find it.

o5 Home

E Posts

Click on the Insights menu.
Info

=
il Insights /

* Reviews

i

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

people enter in Google Search and Google Maps.

e

Google My Business (4

Queries used to find your business * Send feedback @

1 menth

Query Users
1 bell 43
2 bell gld 31
3 bell cafe <10

!
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Queries used
You can view the top queries used in the last

wilar
Week, Month, or Quarter, by clicking the down 1 week
arrow next to the current time period.
P 1 month
1 quarter
Ty

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

How customers search for your business @

1 quarter

Direct
Customers who find your listing searching for

your business name or address

Discovery
Customers who find your listing searching for a
category, product, or service

©

Total Searches

1,903

Branded
Customers who find your listing searching for a
brand related to your business

@ Businesses with recent photos typically receive more clicks to their websites. Post photos

gl
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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?
e Have you recently undertaken an advertising campaign? Do you think that

has affected the results over time?

Discovery

467
23.6%

Branded

350
17.7%

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.

Where customers view your business on Google @
The Google services that customers use to find your business

1 quarter -
Total views 4.14K

120 W Listing on Search

220

B Listing on Maps
3.92K

Nov 1 Dec1 Jan 1

gl
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Hover over a specific point on the map to get the actual breakdown for that day.

1 quarter

Total views 4.14K

November 2, 2018
Listing on Search; 8

Listing on Maps: 37

30

Nov 1 Dec

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.

B Listing on Search @ Listing on Search
220 220

Bl Listing on Maps m—-
3.92K

, h l A
| |
T | ,\vf \\JAV’\ M\\” ’\_j'v\\ \J‘\ \

a8l
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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.

Customer actions @
The most comman actions that customers take on your listing

1 guarter

Total actions 34
| @ Wisit your website
I Q Request directions

B v Callyou
8

|

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.

gl
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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.

Directions requests @
The areas where customers request directions to your business from
1 quarter
Ducklo 16 Burra Burri -
Kingaroy ra
Dalby 14 Jinghi La
Bell 13 D (o6
" MNanango
[=2] Diamondy Kumbia
Jandowae L i
tlow Bunya Maidenwell paraman
W. MMountains A2 Black
Warra SuNational Park
MacAlister Cooyar
[ 2] “Kaimkillenbun g @ 9
Ranges B i
Irvingdale +
T Bowenville
@ -—
m | 5= ]
Map data 2019 Googl ms'of Use  Report 3 map emor

Use the map navigation buttons to zoom in and out.

gl
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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

Phone calls

When and how man es customers call your business
Day of week ] quarter

Time of day

Mon Tue Wed Thu Fri Sat Sun

gl
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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.
[ -
Casual
What your business is known for 93%
Casual
Good for groups
Good for kids
0% 25% 50% 75% 100%

gl
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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.

Photo views
The number of times your business photos have been viewed

All photos 1 quarter

Owner photos B You

73 AW
.'_.LE|\

Customer photos

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.

gl
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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.

Photo quantity @

The number of photos that appear on your business, compared to photos from other businesses
Customer photos

You
B Owner photos

Businesses like you

gl
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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.

| TPortal Q' Arcus g

Account

A

Maps

Gmail

Sign in to your acco

Image

YouTube

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

= Google My Business

Bell Bunya Community

Centre
B8 vame
[= [
&
h
* o

;;;;;

Viows Semiche Action
1.29K 672 288

Your ad is almost ready

Search views

Q- : = = [P——

LATEST REVIEWS

4.7
YOUR BUSINESS 1S ON GOOGLE @) 7o Harvey
® -
Very good
B viewon s
o ~ Raply
L

“ Greg Varwood
1

What i beaunful place 15 g6 45 It has Information Centre,
librasy, shop with craft and a coffee shop, All run by vol... More

80% « Reply

Manags review "

= Adddescription +
Published (1 update)
h s updated informstion from Google users of othes

’ P pse published Ugdates fo make sure that they e
Businesses like yours are posting! ;

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

Google My Business

Bell Bunya Community

Centre

LOT 71 Maxwill 58
Bell QLD 4408

EE Home
B roxs
=] Info

ih mgights
* Reviews

Messnging

Photos

Waebaite

Users

Creale an ad

Add new location

Manage locations

Linkad accounts

Settings

Support

DOVWNS |
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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.

= Google My Business

Bell Bunya Community
Centre

LOT 71 Maxwiall 58
Ball QLD 4408

EE Home

!
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4. Click on the Photos menu option.

El Messaging

@ Photos
=i Website
2+ Users

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

prompts to add photos.

Overview By owner By customer 360 Video Interior Exterior Product Food and drink > == °

Video Food and drink Product Menu

Use a video to tell the story of Attract customers by featuring Customers love being able to see Customers rely heavily on menu
your business and what makes it photos of your food and drink photos of products you offer. photos when deciding where to
unique offerings eat

Add videos Add photos Add photos Add photos

gl
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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.

Overview By owner By customer 360 Vide

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).

Team ldentity

Sort by date

Identity ’

Sort by popularity

viewed.

- « M
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Types of business-specific photos

Exterior
photos

Product
photas

Photos
at work

Food &
drink
photos

Common
areas

Rooms

Team
photos

DOVVNS |
|

REGIONAL COUNCIL

Description

Exterior photos help customers
recognize your business as they
approach from differant
directions.

Intesior phiotos help your
cistomers get a feel for the
ambiance and decor of your
business.

Great photos of representative
or popular products give
customers a better
understanding of the kinds of
goods you offer

Photos help customers quickly
understand the type of work you
do.

Food & drink photos add color
and detail to your menu and help
customers plan where to eat.

Photos of your common areas
help attract customers who are
planning business or leisure
travel.

Customers rely heavily on
photos of guest rooms when
deciding where to book thelr
next hotel for business or
leisure.

Team photos are important to
present a more personal slde of
your establishment.

Minlmum number to add

Add &t least three great
exterior photos to help
cuslomers recognize
your business.

Add &t least three great
interior phatos 1o show
customers what your
business feels like
Inside

Add at least three
photos of products that
you sell

Add at least three
photos that are
representative of the
services you offer.

Add at least three
photos of the food or
drinks you serve.

Add &t least one photo
aof each of your common
areas.

Add at least three
photos of your most
popular guest rooms.

Add &t least three
photos showing your
management team and
YOour employees.

115

Tips

1. Capture a photo from each
disection that customers
might approach your
business

2. Try uploading photos that
show your business at
different times of day.

1. Capture photos that
truthfully show what it's like
to stand inside your business
85 8 CUSTOMEr.

2. Capture the atmosphere of
your business in your photos.
1. Showcase the items that

are most popular for your
business

2. Try taking evenly It photos
of your products

1. Capture photos of your
team providing different types
of service to customers.

2. Capture photos of the
speciality services you
defiver,

1. Showcase the food items
that are most popular for your
business.

2. Try taking evenly it photos
of your food items.

1. Add &t least cne photo of
each common area (for
example, spa, gym, or
breakfast room).

2. Capture the atmosphere of
the common area in your

photos.
1. Try showeasing all the

different types of rooms that
you offer to guests.

2. Capture photos that
truthfully show what it's like
when you are in the room as a
guest

1. Show something a fittle
less formal 1o humanize your
business.

2. Show yourself and amy
staff to highlight your
personalities and give
potential clients a feel for
what you're like,

g
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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.

Product Food and ¢

Mo pictures yet

Post photos of your physical menu to
showcase your offerings to potential

Post photos

OR, click on the blue circle.

!
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https://support.google.com/business/answer/6123536

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.

Post photos x

Cancel ?) Learn more

Click the Select button to start the uploading process.

Cancel

gl
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Post photos

Uploading...

Cancel Posting publicly on Google products Z:?'_' Learn more

And done!

ZUNY | WEP VaE FETg

©@ Upload completed X

Next, create a Post to share updates and
offers with your customers directly on your & =
listing in Google Search and Maps. / ®

Create post Remind me later
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7. To delete a photo, click on it to bring it up full screen.

119 Il! ﬂ
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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.

Information X

L0 286 views
]  Mar 13,2017

e 3072 = 2304 pix®
Categories

<+ Interior + Exterior
<+ Product
<+ Food And Drink

+ Menu + Team

Note: You can change the category, but you can’t select multiple categories.

gl
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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

G

You will need to explain why you believe the customer’s image is inappropriate.

Images may be subject to copyright.

Why are you reporting Offensive, hateful or sexually explicit
this photo? (Required) ) _
Copyright or legal issue
Privacy concern
Poor quality
Mot a photo of the place
Other
Please share your reason. Examples:

inappropriate caption,
misclassification.
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Give it a Go!

CamperMate

WWWWWWWWWWW
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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.

CamperMate

GeoZone Travel & Local Ak khd 2332 8

=
C
c
3
J
il
[1E)
(1t
3
[s1
(i
5
(1K)
oy

[F] Add to wishlist Install

Visiting MNew Zealand or
Avustralia? Travel Srmarter ]
with Camperhlate.

armmaarkiata the bheot and ranot read ilse
1 viale, tne DEST and MoSsT popula

T e A el e E e
WNZ or AU including offline maps.

van related trave

READ MORE
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2. The CamperMate app opens up in map view.

Rockhampton

[ o]
o
ladstone’s

Google

L{#]

Explore

Herv

Sunshi

Deals

oast

1o

Suggestions

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.

The special place where you

Add stuff and help
us grow!

CamperMate is a community

This free app wouldn’t be here without
all of you.

Reviews, photos, new places you explore.

They all help make this app better.

[+XN
m & ® b
Map Explore Deals Suggestions

You can add a Review (aqua), a new Place (red), a Photo (blue), or a Shout Out

to fellow travellers (green).
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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.

Add a New Place Add a New Place

1 1

CATEGORIES CATEGORIES

Select one primary category Select one primary category

a" Low-cost Private Driveway (8 EV Charging Station

as" Paid Private Driveway @ Dump Station

X Activities & Attractions B ATM ]

ZzZ RestArea B Petrol Station

‘& Interesting tips % Supermarket

#4 Public Toilet <» Recycling Station

49 Winery & Dairy

Fax Campervan Day Parking o Motel

® EV Charging Station ‘? Unautherised campsite
CONTINUE ]

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.

Add a New Place

2
MAP LOCATION

SATELLITE @

First National Real
& Estate Chinchilla

h=

Westpac

&
o t.;}

e
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6. Details

Enter the name of the place, as well as any Details you think other travellers
might find useful.

Add a New Place

3
DETAILS

Westpac ATM

Details

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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Add a New Place

Thanksl!

Your contribution will help out travellers that
follow in your footsteps, awesomel

Want to help more?

!
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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:

e Malware — usually spread by downloading and running an infected
computer program.

e Security hackers or “crackers” - people who try to find vulnerabilities in
computers’ security using little programs called “bots”.

e |dentify 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:

e 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.

e 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?

e 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.

e |If you’re not sure, Google them!

Useful resources
e Stay Smart Online www.staysmartonline.gov.au

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

business
e Tech Savvy Seniors https://www.telstra.com.au/tech-savvy-seniors
e BeConnected https://beconnected.esafety.gov.au/

e Western Downs Libraries' Lynda.com courses
https://www.westerndownslibraries.com/lynda-courses/
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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.>
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