
HOW TO POST A GOOGLE REVIEW
There are a couple of ways to post a review. You will need to be logged into Google to leave a review. 

OPTION 1: Do a normal Google search for the business in question (don’t go to their actual website, 
just search for the business name). If you are doing a Google search, the business will appear in a panel 
on the right hand side of the screen. In that panel you will see a ‘Write a Review’ button. If you don’t see 
this right hand panel or the ‘Write a Review’ button then move to Option 2 below. 

OPTION 2: The recommended way to leave a Google Review is to open Google Maps, search for the 
business in Google Maps and then follow the steps below:

STEP 1: Visit https://www.google.co.uk/maps and click the ‘Sign In’ 
button on the top right hand corner. You’ll need to use your Google Mail 
account details to sign in or create a account.

STEP 2: Once you’ve signed in, enter the place or company you would like to review in the top 
left corner where it says ‘Search 
Google Maps’. For example in our 
case that would be Co-Kinetic.

STEP 3: The company or place 
will appear on the left hand side of the screen. Scroll down to the ‘Review Summary’ section and click 
‘Write a Review’.

STEP 4: A window will now appear on your screen, click the star rating you would like to give the 
place/company (out of 5 stars) and ideally then write a short review (see the next page for some helpful 
tips). 

Remember your reviews are public, so anyone can see what you have written. 

Here are a few tips on how to write a good review. A review could be anything from 10 words to 
200 words in some cases. 

BE INFORMATIVE AND INSIGHTFUL 
Be specific and relevant to the place you’re 
reviewing, and describe what other visitors are 
likely to experience. Highlight what makes the 
place or the experience special, and try to share 
something novel and new. 

BE REALISTIC 
Try to be as accurate as possible, describe your 
experience rather than using subjective words 
like “the worst” or “the best” and don’t just focus 
on the positives or negatives. 

LEAVE OUT NAMES IF YOUR 
FEEDBACK IS NEGATIVE 
Avoid the temptation to name and shame as this is not helpful to other users, rather focus on what 
happened.

BE RESPECTFUL 
Never write a review while you’re upset, sometimes a good 24 hour cooling period is useful before 
writing a review. Even if you’re frustrated, make sure your criticism is constructive. 

CHECK YOUR SPELLING 
People will pay attention when you write thoughtful reviews. Keep them readable and avoid excessive 
capitalisation or punctuation. Use good grammar, check your spelling, and avoid profanity. Choose the 
right length - a paragraph is great. Be creative and have fun!
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WHY GOOGLE REVIEWS ARE IMPORTANT
Google Reviews are becoming increasingly important to small businesses, particularly local ones, for 
several reasons. Not only does it give the business itself valuable feedback regarding your experience 
with them but they are also helpful for prospective customers who may be contemplating using 
that business in the future. Lastly good reviews significantly increase a business’s profile on the 
internet which means that those with good reviews will appear higher up in search result pages than 
businesses with poor or no reviews.
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