
Account handoff · Google Reviews / Google Business Profile
Last checked: October 2026 · Managed by: ____________________ (organisation fills this in)

What this is
The Google listing customers see in Google Search and Google Maps.

Who owns the login?
• Primary owner: ____________________

• Backup owner: ____________________

• Review responder: ____________________

Google listing is not the same as the organisation Gmail password. Add staff with their own Google Accounts as
Manager when that is enough. Never put the password on this sheet.

Before you start
Use only an account you have permission to use. If you do not know which account to use, or cannot sign in, stop and
ask the named account owner. Never share or write down a password or sign-in code.

Steps to follow
1 Open business.google.com and sign in with the Google account that manages the listing. Confirm the right location.

2 Check People and access to see who has access. Keep the business owner as primary owner.

3 Add staff or helpers using their own Google Accounts. Prefer Manager for day-to-day reply work.

4 To answer a review: open Read reviews (or Reviews), click Reply, write a short polite answer, then post.

5 Keep hours, phone, address, website, and photos current.

6 If a review violates Google's policies, use Google's reporting process rather than inventing a delete path.

If the screen looks different, stop before changing settings. Use the official help link below or ask the account owner for help.

Official help (US links; region may differ)
Manage Business Profile owners and managers: https://support.google.com/business/answer/3403100
Manage customer reviews: https://support.google.com/business/answer/3474050
Edit your Business Profile: https://support.google.com/business/answer/3038177

Warning / troubleshooting

• Google listing ≠ Google email account. The Business Profile is managed by Google Accounts.
• US help links. Your region may show different wording.

Do not
• Do not share the primary owner's Google password with every helper.

• Do not write passwords or recovery codes on this sheet.

Longer guide
https://jadexzhao.github.io/jadexzhao/handoff-google-reviews.html

Footer: Who owns this account? ____________________ · Backup: ____________________ · Credentials live in the password manager only · When
someone leaves, remove their access · When something is wrong, use Official help above · Last checked: October 2026 · Checked by:
____________________ · Jade Zhao · independent guide, not affiliated with the platform · Never put the password on this sheet.
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