
 

How to manage Google Business profile for your store? 

 



Step 1  
Create a Gmail account if you don’t have one.  Follow the step using the following link. 

 

https://support.google.com/mail/answer/56256?hl=en 

 

 

https://support.google.com/mail/answer/56256?hl=en


Step 2  
Send an email to IT@tsgfranchise.com.au using your store email/TSG recognized personal email.   

Provide your Gmail account and state that you would like to manage the google business for your store in the email. 

For example, 

Subject: Google Business Request -TSG XXX 

Dear TSG IT, 

I am writing this email to request control of the google business profile for TSG XXX.  

My Gmail account is xxxxx@gmail.com 

 

 

XX 

TSG xxx 

 

 

 

 

 

 

 

mailto:IT@tsgfranchise.com.au
mailto:xxxxx@gmail.com


 

Step 3 
Wait for the invitation email from TSG and accept the invitation. 

 

 

 

 



 

 

 

 

 

 

 

 



Step 4 
Now you can manage your google business profile. 

 

 

 



Step 5 
Manage basic information of your store. 

 Change your business name  

Click on the “Info” tab on the left and select the “Business Name” Tab on the right to change your business name when required. 

 



 

Change your Business Name and click Apply. (TSG is not suggesting to change business name that differ from what TSG 

recommended)  

 

 

 

 

 

 

 

 



 Add different shop categories.  

Click on the “Info” tab on the left and select the “Category” Tab on the right to add your business category when required. 

 

 



 

Add extra categories by clicking “Add another category” button and click “Apply”. 

 

 

 



 Change Store’s Opening Hours 

Click on the “Info” tab on the left and select the “Opening Hours” Tab on the right to change the store’s Opening Hours when 

required. 

 

 



 

Update to the new opening hours and click “Apply” 

 

 



 Adding more custom Opening Hours 

Click on the “Info” tab on the left and select the “More Hours” Tab on the right to add more custom Opening Hours when 

required. 

 

 



 

 

 

 

 

 

 

 

 



 Adding more Special Opening Hours 

Click on the “Info” tab on the left and select the “Add special Hours” Tab on the right to add more special Opening Hours when 

required. For example, a public holiday.  

 

 



Select the date and add opening hours accordingly. Click “Apply” to confirm your updates. 

 

 

 

 

 

 

 

 



 Update the store contact number  

Click on the “Info” tab on the left and select the “Phone Number” Tab on the right to update the store contact number when 

required.  

 

 



“Click on the Apply button to confirm the update.” 

 

 

 

 

 

 

 

 

 



 Update other store information. 

 

 



 Upload store photos to Google Business. 

Click on the “Info” tab on the left and select the “Photo” Tab on the right to upload store photos when required.  

 



Choose from the following options. 

 

 

 

 

 

 

 

 

 

 



Drag photos into the box or locate photos in your computer. 

 



You can also view the statistics of your store. 

 

 

 

 

 

 

 

 

 

 



You can view customers’ comments and reply to them. 

 

 

 

 

 

 

 

 



Mobile App 

Mobile App is also available on Google store and Apple App Store. 
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