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101: How to claim your listings pages

Whether you are listing your credit union for the first time, or re-claiming a location to clean it up, here are
sixvery important things you need to know before getting started:

1. Rememberyourlogininformation and passwords.

e You will be creating an account for each provider site, and your username may not always be
available. It isimportant to store yourinformation in a safe place.
2. Donotalways follow the exact instructions these websites give you.

e Some of the steps listed online are outdated or do not work with systems you have set up internally.
If necessary, look for opportunities to get a live person on the phone (we will provide you with the
phone numberswe found).
3. Ifyou work at headquarters office, to claim your businesses, it will generally have to be done through each
branch location.

e These search engines want to make sure you are who you say you are. Whatever phone number
and/or address you are using for the business, the search engines will double check through either a
phone call, text, or pin number they mail to you.

4. Allofthese websites are very sensitive, if you try to hit the “back” button once you are in the process of
listing a business, you will lose everything and have to start over.
5. Keep your data relevant

e Many credit unions, members, and prospective members are surprised with information they find
on listings because is incorrect/not updated, even linking them to the wrong website.

e If your credit union is already listed and the information is incorrect, it’s likely the information is
incorrectinother places. Yourgoalistoclaim the listing so ifyourinformation changesinthefuture, orif
youwanttomakeupdates, youcandoso because you own the page.

6. Listingyourbusinesseswillbeworthit

e Onceyouhaveclaimed allyourlocations across allthe search engines, signing back inis a piece of cake.
It’s a great feeling to be in control of all your listings and your search rankings will improve because of
it!
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1. Let’s Start with GOOGLE

Here are the steps to getting listed on Google:
e For reference, the Google My Business support center is located here.

e In this day and age, the majority of businesses are already listed on Google. If you see your credit union branches
already listed, this may have happened because you, a former employee, or a member already listed it.

Before you begin: Make sure to check that no one else currently at your institution has an active account used to manage
locations, as having access to that account could expedite this process.

1. Visit www.google.com/business.

2. Click Start Now at the top right corner of the page. NOTE: they do provide a phone number (1-844-491-9665) you
can call and walk through setting things up with a contract employee. The experience varies depending upon who
you speak with, but if you’d prefer to do that over following the steps below, that is an option.

3. Sign in - mostly likely, you'll want to use a CU account. You can create a
login by choosing Create An Account on the login screen.

e If you create an account with your credit union email, you may be |
asked to verify via an SMS text, then an email, or just via email.

e Once you click the activation link in the email, you'll be able to log
in to your My Business account.

4. Once you're logged in, you'll see a map form at the top left (see picture to
right here). Enter your branch information in the first field.

5. As you type, suggestions for possible matches will appear. If you see your
business, select it from the suggestions.

6. Complete the rest of the fields, then click Continue.

7. Ifyougetan alert saying “Someone else has already verified this listing” skip
down to the bottom of this section.

8. You'll get messaging asking to confirm that you want to manage that
business (branch) on Google:

fabulanity credit union

9. Next, you’ll be asked to confirm you want the verification code via mail (this is the only option) — click “Mail”.

K
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10. They will confirm a postcard is being sent and that you should expect it in
1-3 weeks. That said, Google does tell us that the postcard usually arrives

within 5 business days. You can also add a contact name to make sure your

mailroom can route the postcard correctly.

11. Click to accept the confirmation, and you’ll be taken to your Google My
Business dashboard. The dashboard, once verification goes through, will

be a big help in terms of listings management.

12. From this single dashboard, as you claim and verify all your branches, they
will appear within the same interface. You can also add additional users if

you want your team to have access as well.

If KA cadkverifod this list someone has already verified your listing, you may see a pop-up
alert telling you this. If so, contact that person or follow the
Account Recovery steps linked in Google My Business.

Next, you’ll be asked to put in your information — and whether
you’d like to share information with the current owner. For credit
unions, 99.99% of the time the previous owner is someone who
was or is in-house.

Google sends the existing verified owner an alert. If that person
does not respond within the next 7 days, Google will then let you
request to verify the listing via the above described postcard
method.

Repeat all these steps with each of your branch locations.

Share your info with the current owner 1o continue

0

What level of access would you like?

What's your relationship to the business?
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2. Facebook

You may have not set up a Facebook page for every branch, but there is a very good chance one has already been created
for you. That's because general Facebook users and 3™ party aggregators went out and created them for you (sometimes
even creating duplicates), without your knowledge.

Facebook has changed the names it uses for different kinds of pages —and the word PAGE itself is something unique. Below,
we’ll go through the steps to set up a structure for your multi-branch credit union account.

What you might have at the beginning:
e One Facebook page for your credit union, likely tied to your headquarters branch location
e “Rogue” pages that were created by Facebook
e Additional branch pages you created

What you want in the end:

e One BRAND page for your credit union, which publishes the primary content feed and has links to all relevant
information members/potential members may want. This will not be tied to an address/branch location.

e Locations pages for each branch, which allow users to add reviews and ratings, but which can show the content
published on the main brand (previously called Parent) page.

What this will look like this:

Credit Union

Navy Federal Credit
Union®

odoral

Home

';\Doul oy Like 3\ Follow 9 Recommend “ m © Massage

Pholos

Events Q

Videos
Locations

Instagram feed

Ratings -

Posts . .

Navy Federal Cradit Union

Community {875-A N Randolph Street,
Arlington, VA)
Closad now, raopens fomorrow o
7:30 am =
2
875-A N Randoiph Street e
Aringlon, Virginsg 22203
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How do | get started?

Check all the known pages in the Listings Tab in CUBrandMonitor — this is your reference point. Which pages already exist
for your credit union?

1. Create a BRAND Page: For your primary BRAND page, you’ll take your current main Facebook page and migrate it
into a location, leaving a BRAND page behind — this keeps the ratings and reviews you’ve already accumulated.

2. Add Branch Locations: Upload the addresses and info for your branch locations.

3. Clean Existing Listings: For “rogue” pages, you will want to claim or merge, where they will be replaced by/edited
into Locations (see above image).

Step ONE: Set Up Brand Page — With Locations

1. Configure Admin Rights: Log in and make sure that the email you’re using with Facebook is your work address.

This verifies for Facebook that you are a representative for your credit union. If you've been managing with a personal
email address, we recommend following the steps shown here and add your work address as an admin. Once you have that activated, log
out and log in as the admin, so you can manage from that email address.

2. Request Locations Access: On this page, request access to the Locations functionality for your page. This will let you
add each brand as an easy-to-manage Location, rather than as separate pages.

3. Receive Confirmation: Once the system processes the request, you'll receive a message in your support inbox, which
lives under SETTINGS on your main page. This can take a few minutes.

4. Migrate HQ Branch: If the page for your credit union that you wish to use as the ‘Brand” page has a street address
on it, you will encounter a warning message asking you to either remove your address info or migrate existing
ratings and reviews to a new Page. We recommend selecting to migrate, which will move that location-specific page
into an official Location page. This means any ratings and reviews will go to that location, while overall information
can stay on the “Brand” level.

IMPORTANT: Once you save, it can take a little bit of time for the system to process the changes, which will allow
you to add Locations. We recommend turning your attention to dealing with any branch-specific pages, either
claimed or rogue, then coming back and managing locations.

Step TWO: Verify Your Page

Verifying will allow you to rank higher in Facebook’s results algorithm.

1. Onyour Brand Page — go to Settings. On the right side, there will be an option listed as Page Verification near the top.

2. Click Edit, then click Verify this Page. e
3. You’'ll be given two options — to verify by phone call or verify by using e iy L s s o o s o gt
documents. 4 GBI Yo o e Y :

1. Phone verification: You can edit the phone number shown there,
and add an extension. This process worked for some locations
we’ve verified, and not for others. We recommend trying it
before assuming it won’t work.

2. Documents verification: You can upload any of the following
documents to verify the location:

1. Business utility or phone bill

2. Business license


https://www.facebook.com/business/help/187316341316631
https://www.facebook.com/help/contact/911181838969039
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3. Business tax file
4. Certificate of formation

5. Articles of incorporation

4. Once you've submitted these, you'll need to wait. Our verification came through within a week — and we were alerted
by a message from Facebook within the app.

Step THREE: Merge / Claim Single Unofficial Pages

Note: To merge or claim unofficial or single (that you/your CU created) pages, you will need to be the verified admin for
your main page.

1. CUBrandMonitor will show you all the Facebook listings you need to manage — go to Listings and sort by Facebook as
your provider. You can click directly to the listing url from each listing shown on that page.

2. Click ona listing and open it in Facebook. If the Page is unmanaged, you'll see Unofficial Page below its cover photo. You
can request to claim the Page and become its admin, and you can merge it into a Page you already manage for your
credit union. Here’s what that looks like:

Call Now

Middlesex Savings Bank

Bank ok Like B Save /7 Sugpest Edits

3. Click Is this your business? below the Page's cover photo.

You’ll be presented with two options —to merge the page into
a Verified Page that you already manage for the credit union,
or to claim and verify the branch —through a phone call or via
documents, as described above.

Claim Middlesex Savings Bank

Do you already have a Verified Page for this business? You can
merge this unofficial Page into it. If you don't have a Verified Page.,
you can claim this one and verify it.

4. Choose to Merge the Listing:

Merge Middlesex Savings Bank into a Verified Page you manage

lf your business e'ma“ is aSSOCiated With your account, Claim and verify Middlesex Savings Bank with a phone call or
select it in the drop-down and you will be sent an e-mail to documents

verify. If not, you will have to submit the documentation

listed as described above when you verified your main Cancel w
page.

Callahan Tested: It took about 2 business days to receive an e-mail address we tested. You will get an e-mail through
Facebook letting you know the page has been converted into a merged part of your main page. Once pages are merged,
the old url will redirect to the primary page — this is how it will look:

s Cattatan & Assocutes Owvoncate Fage Dewceo
eaewiimn

CALLAHAN

- — —— =
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Step FOUR: Configure Your Locations

1. Once you have your Brand Page fully set-up, you can start adding in your child pages to the relationship! You can create
new locations or add in pages that have already been created, such as those you claimed in Step Three.

2. Go to Locations under Settings — General, you’ll now be able to start creating branch-specific locations pages. Note
that you’ve got the option for each branch and in general to choose to show posts and nearby locations. You can also
add custom pictures and backgrounds to branch pages, if you wish.

Managing Locations

+ Add a Location - + Import Multipie Locations + Downsosd All

Location Pages

® - Name Address Reach Page Likes Check-ins

AW VISROZE O your 10Ca00N Pagss 10 682 offer Calanan 5 Associaies 10calions naarty

3. Add A Location lets you create one branch page at a time. You can either choose from an existing page that you have
claimed OR create a new one. You can also utilize the bulk upload functionality if you don’t have claimed pages for
branches already. This would be the base if you did NOT have valuable pages you didn’t want to simply merge into the
main page.

4. The bulk upload instructions can be found here. You’ve got the ability to download your location data with addresses
from CUBrandMonitor, so this can be a very quick way to get all your branches set up quickly.



https://www.facebook.com/business/help/224119578024377?helpref=faq_content

.. . BRAND
Claiming Your Branch Listings MONITOR

3. Bing

Bing is the second-most visited search engine on the Internet. If people aren’t searching on Google, chances are, they are
searching for your credit union on Bing (thanks to Microsoft setting work desktop computer homepages to Bing). The other
benefitwithdoingBing nextisitis the process is simple. One thing to note is that Bing uses the reviews that come in via Yelp,
so responses and any review flagging will need to be done via the Yelp platform.

Here are the steps to getting listed on Bing:

1. First, you need tovisit: https://www.bingplaces.com/ and hit “Signin” in the upper right-hand corner

2. You will then be asked to sign into Bing or create an account — they give you the choice to sign in with one of
the following: Facebook, Google, “work”, or a Microsoft account. If your credit union uses Microsoft Office
365 it is straightforward to sign in with your work address in this way.

3. Onceyouaresignedup, youwillhavetoverify youraccountviathe e-mailaddressyou provided. The email comes
through very quickly — if you don’t see it shortly after you complete this step, check your spam filter or with
your IT team as it may have been blocked..

4. Once you've verified, you’'ll need to go back to the Bing Places page https://www.bingplaces.com/ and hit “Get
Started.”

5. You have two options here — to claim each branch separately, but almost instantly, or to claim them as a
multi-location business and wait 1-2 weeks for a postcard verification. Both processes are outlined here:

6. If you are looking to claim one branch, fill in the business information.

e When your business pops up, click “Claim Business,” if it does not pop up, click “Create New
Business and follow the steps.”

e  Youwill have tosignin with your new Bing account from Step 2.

e Youwillthen be directed to a dashboard for your business.

e Toverify, click the “Verify” button on the dashboard

e Youwillgetseveral optionsto verify, eitheraPIN via e-mail, phone call or text. You can also hit alternative
methods for mail.

e The phone call verification is very easy, but email may be the easiest, depending on your call center

and how calls are routed. ~
> aing |

7. Ifyou want to claim all your branches at once: e ¢ m— |
e For Corporate Offices who clicked the “Chain” option:
e Enter your contact information as shown at right: ()
e Enter your headquarters information, as shown below:


https://www.bingplaces.com/
https://www.bingplaces.com/
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e Confirm that you'd like to Verify.

o A pop up will open with information (see below) letting you know that a postcard with a PIN number
has been sent and should arrive within 1-2 weeks. Once you receive it, you’ll be able to complete the
process and also take advantage of the option to do bulk information uploads

Moit-locstion business verification
A A Soth
Note ' . _ - . e

Callahan tested: Ours came within 1-2 weeks**

8. When you get the PIN number in the mail, it will have login information
9. Follow the steps to login and enter your PIN number

10. You will get to a dashboard with several bulk upload options

11. Tobulkupload, you willfill out a spreadsheet to submit: hereis the link if you are having trouble finding the Bulk
Uploadoption:
a. Downloadingthe templateisvitalin this process

b. Onceyouhave completed the spreadsheet, you hit upload

c. Itmaytake afew daysforall of your listings to appear
If you are having any issues with getting on Bing go here, and you can message live with support.

Repeat all these steps with each of your branch locations.

10
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4. Yahoo

Yahooisthe Internet’s third most popularsearch engine, soit needsto be up there onyour business listing venture.
They do not make claiming easy, as their goal is to get you to buy paid listing management services through Yext.
You can listforfree, butit’s along process; they don’t guarantee that it will be listed in a timely fashion.

Here’s why: Yahoo forsmallbusiness has become cumbersome and confusing. Forexample, ifyou used to subscribeto ‘Yahoo
Small Business’, ithasnow changedto ‘AabacoSmall Business’, then, afterannouncingit took over a company called Luminate
to manage small business, they are just absorbing Luminate though Aabaco (Confused? You're not alone!). If you are not a
paying customer, they will re-direct you to Yext, and Yext will try to get you to pay for listing management in many ways, though
thereisawaytodoitforfree (again, not user-friendly or easy to locate).

There’s only one thing that’simportant ... here’s how youcan get a free local listingonYahoo:

How to Claim a Free Local Business Listing on Yahoo: e
Caliahan & Associates

1. Go to https://local.yahoo.com/ and search for your business R
listing first. If a page is already created you can see if it's already ot hrogh ansyt
been claimed.

2. If a page already exists you can click “Verify your listing.”

3. Ifapage exists and is claimed: if you don’t know who at your credit
union might have claimed this, you can still click “Verify your
listing” and proceed with the next steps.

4. Thisis where things get tricky... You will see information regarding
Yext. Yext is a “digital location management company that is a
paid monthly service to manage your listings across multiple provider sites. Initially it seems as though your only
option is to sign up and pay for money to manage a listing on your business, however, there are ways around it that
take extra steps.

5. That link will take you to http://www.yext.com/pl/yahoo-claims/index.html (you can just go here directly if you
prefer).

6. Enter your business information and click “Scan Now” — see below how we entered info for Callahan:

Business Name Callshan & Associates

Business Phone 2022233920

Business Address 10031 Connecticut Ave

Business Zip 20036

7. The pop up box will close and show a lot of listings details. Don’t worry about all the other information showing on
this page - just click the big “Continue” button.

e Next, you can update the information about your listing. Complete this page fully - don’t forget to use the
same NAP (name, address, phone) that you use on other providers for this branch. This is very important!

e C(lick the “Continue” button when you’re done. Choose as many categories that apply — we recommend
also choosing “bank” in addition to credit union — so you can compete with local institutions fully.

11
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8. Yext will then present you with four paid plans, but immediately below these plans is a tiny link that says, “Claim

your Basic Listing only on Yahoo” ... click that link

YAHOQO!  yext

Select Your Plan =

Join over 130,000 businassss just e you and cormct your Betings scross the
nternet.

Yahoo Essential Complete Premium
Listing o0 Yahoo Phis Pacsage 1andard Packacs Advanced Package

‘13 : tg‘_‘ . . |10  . ‘19,..'

Optimization Rat Optirmiza Optimization Rate!

tion Rate!
©C 0 O

Add :;,”3“ o A':drvbuv l.mn;'g to Full Essential Package Fuli Complete Package
the owing t Ollowsng Sites = -
o « ]
@ Yahoo @ vaho < « g S * g
- Srn ® ]
Bing 35+ Emerging Sites @ Y
& Apple @ L3 d Y .
C I -
hitePages
Whi i Hoview Montaring
@ :00ues Prowwes N Srach of Shet i
ad FOVIOWS Yone
- SUPOTRaQos ‘; e MINE O yoor
v, AR
Citysearch s
com fasiymch 1 »--'..“ :'m- ")
Track proffc view v e opan e

yerihr-s il of your evhanced

P Foursguore
oo rive the mo
traety

e PerYext/Yahoo: “The Yahoo business claim allows you to update the name, address, phone number,
email, category, and website for your business. *Verification is required. You will receive an email
shortly with instructions. To immediately claim your business, select one of the power listings (aka
paid listing subscription)” -see screenshot below

t

You're now at the “Yahoo Basic Listing Checkout” page. Complete the checkout and click “Place Order” (it’s
free). Enteryourbusinessinformationinthe form provided.

Yext will send you an email to verify your email address. Click the link, create a password, then login to your
account.

yext

12
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4. Thefinal stepisto verify you represent this business. The easiest method is to have them call you, but there
are other methods as well.

5. Again, it will ask if you want to immediately verify by upgrading to a paid subscription, or give you the option to
verify via an automated phone call or by submitting an official document containing the name and address of
your business, which verification could take up to 2 weeks.

A Yext representative (Raj Nijjer) says that “Note that the free basic listing can take upwards of 30 days to
publish/update and only include basic NAP attributes.”

Callahan Tested: We chose the “Answer a Phone Call” option to the business address. We immediately
received a call and given a verification code and were able to successfully confirm our listing. We realize that
call/contact centers do sometimes present insurmountable difficulties in verifying via phone call. We are
currently working with listings providers to achieve a work-around, but for the time being the mail / postcard
verification is the primary sole alternative.

Repeat all these steps with each of your branch locations.

13
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5. Yelp

Yelp hasbeengrowing quicklyinthe online world, mainlyforits customer-driven review functionality. Many credit unions
may be surprisedtofind themselveslisted on Yelp - with pictures. Thisis because members can create pages for locations
if they do not already exist.

Here are the steps to getting listed on Yelp:

1. Navigate to https://biz.yelp.com/support/claiming which gives an overview of the process for claiming your
business. Claiming a yelp business is a very straightforward process, provided your listing telephone number is
correct. Choose Claim Your Business

m tor Barsaness Owners L= SgeUp

Sefing Bared Claiming your Business o Con ) et
Aftar claimung your Dusiness
pages, you Ul e able &

Frogucta § Services i

’%

Mare or e 0 e

2. Typeinthe name ofyourbusiness on this page:

TR I Bamns Owsers -

Claim your Freo Business Page now and you may be eligibie for
$300 in free Yelp Ads®

There are three possible scenarios for this branch — follow the steps for your situation:
1. Your branch is there and ready to be claimed — go to Step 3
2. Your branch is there and already claimed — go to Step 4

3. Your branch is not there at all — go to Step 5

14
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3. If you found it and it has not been claimed click on “Claim This Business”
i) ==

e The next screen will prompt you to select the way you’d like Yelp to contact you to verify that you own the
listing. Unless you can receive texts to the branch phone number (rather unlikely...), choose the Call me at...
option — note that you have the ability to add an extension, which means the verification call can be routed
directly to you as needed.

e When you select the Call me option, a new screen will appear with a code. When the phone rings, you will be
asked to enter that code. Immediately, your screen will refresh and confirm that you’ve claimed the listing!

Let’s verify your business
phone number (202) 223-3920

4. Ifitsaysithasalreadybeenclaimed, callthisnumber:(877)767-9357 (Yes, they willtry to sell you advertising,
reiterate that you just want to clean up your listing first).

e Theline will say you've reached Yelp Advertising - after providing your language choice, you'll be routed
to a real live human being. You'll be asked to provide your phone number from the listing.

e Explain to them that the person who claimed the listing is no longer at the credit union and you need
to claim it. They will ask you to email them from your credit union official email address (the support
rep will give you their contact details — not a list, but their work address!) and state:

e “Hello, This is First Name Last Name, my email address is first.last@yourcreditunion.com, the
person who previously ran our Yelp account is no longer with the business, please add me as
the account contact.” They will enable reclaiming and email you back directly with confirmation
that you can officially claim that branch.

5. If you could not find your business, click “Add Your Business to Yelp” .
e Filloutthe form with your business information and then click “Add Business”.
e Youwillbe sent an e-mail to confirm the listing.
e Thee-mailwillbring you backto Yelp where, you need to clickthrough to see your business.

e You will not be able to officially claim the business as your own until it populates on search results,
which can take 1-5 days according to a Yelp specialist we spoke with.

15
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e After that time, you will need to create a Yelp Business Owners Login.

e Tofindit, go to your listing and at the VERY top of your screen, you will see a red flag that says “Go to Yelp
for Business Owners,” click on it

—1

e C(lick the Login option at the top of the Yelp for Business Owners Page. Follow the stepstocreateaVYelp
Business Owners Account

o After creating the account, call (877) 767-9357, if you hang on the line you will get a LIVEPERSON!

o Explain to them that you want to link your newly created business listing with your business
account.

o PLEASE NOTE: If you have fewer than 10 locations, Yelp creates for you a Local Business Manager
Account, if you have more than 10 locations, you need a National account (depending on who you
talk to, they call it different things).

TR E—— - - -

Find oo Clawn your Yels Busvees Pages

o
anmm

e Callahan Tested: When originally going through this process, when we hit the 10 business location
threshold, Yelp literally paused our account and gave us a number to call. They will insist on selling you
advertising. The only way we could get around this was to convince them that we were not in charge of
marketing, butin charge of cleaning up business listings. We told them we would work on getting them
a meeting with our marketing team if they could help us out. That meeting never happened, but we
did get the National Business account we needed.

16
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6. Yellow Pages

Yellow Pages is finally getting onboard with the online world. With millions of searches daily, they have a pretty easy
platform to work with. No bulk upload option if you are a Corporation or Agency. Outside of the major time commitment
for bigger businesses, listing with them is pretty easy. They did tell us if we purchased advertising they would entertain a
bulk upload.

Here is how to get listed on Yellow Pages:

1. You need to create a YP account — hereisthe websiteto create one.

2. Once you're logged in, you’ll be on a page that asks you to connect to your advertising —you don’t need to do this
— look for the small print above the Account Number field that says If you do not have an advertising account, you
can still manage your free listings — click this link.

Connect to Your Advertising Account

S

Carmbives

3. You can add listings here, but we found that the easiest thing to do is to go to yellowpages.com and search for a
branch location. Click into the listing for that branch and click the orange Claim this business button.

Callahan & Associates u
W Wik s Bevnn Aaap
[ Vil Wit
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9

4. Once the next page loads, it will ask you to do a phone verification — they’ll call you at the number shown on your
business listing. Click Start and that will trigger the phone call — you’ll need to enter a code that is displayed right
on your screen.
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Verify Listing

Your listing will not be displayed on YP.com until you have completed verification.

» We'll need to verify your listing, so we know you represent the business (and not its competitor).
« Verification halps us publizh your listing faster, usually within 1-4 hours.

Phaone Verification

We will call the phone number on your business listing: (202) 223-3920. When you answer the
phone, listen to the instructions and type in the cede you will be given. Our call will show as
(800) 343-7390 on your caller 1D.

Click Start when you are ready. Start
Ve do not recommend cancelling this step. our

listing will not go live if you do not verify

5. If your business exists, it will give you a screen to select it to claim, if not, you will move onto the verification page.

e |f it's not the correct phone number, call the number give (806) 570-8863 and a LIVE PERSON will help
you out.

If it was the right phone number, click “select”.

7. Next, youwill be atthe phone call verification step.

e Callahan Tested: You must make your call center aware that the other line is going to start ringing, give
them the code, and hang up. After a few tries, we got the hang of it, but this process happened really
quickly. If you are concerned about whether it will be possible for the call center to handle getting this
code, we suggest calling the (806) 570-8863. The support team went ahead and verified a listing for us
when we had an automated phone answering system that would not take their calls.

8. Once your account has been set up and businesses verified, if you are not directed to your Dashboard, go back to
the sign in page. Sign in to get to your Dashboard.

9. You will see the word “Tools” across the top of the screen. That is where you can access your listings to manage in
future.
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7. MerchantCircle

MerchantCircle is an online directory that helps small businesses connect with local consumers. They offer free marketing
tools. Not the highest priority as far as business listings are concerned, but they are hyper-local and by listing your credit
union, their data becomes available for other sites to harvest it and potentially re-list you using the information they have
— correct or incorrect.

There is no bulk upload option, so you have to load each business individually. It is very time consuming, and can be done
at a lower priority than the other providers we covered here.

Here is how to get listed on MerchantCircle:

1. Go here: https://www.merchantcircle.com/signup?#step=stepOne.

2. Fillin your information — this creates an account for you and takes the branch information.

3. If your branch does not exist in their system, it will have you fill in your address, phone number, and business
category — if it does exist, skip down to step #4.

e Enter the branch-level information and add category and business description selections.

e The next page will — guess what! —try and get you to pay. Select the TRY IT FREE option — then choose the
small text that says SKIP on the bottom of the next page, where they try to sell you yet more advertising.

e They immediately send you a verification email. Be sure to check your spam mail folder.

e Once you click the link in the email, you’re verified and ready to update the listing.
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