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Setting up Your Business Profile 

Navigating to your Business Profile is quick and easy! We have also provided some screenshots 
below to help you find your way if you are more of a visual learner! 

 Click the Settings navigation item on the left side of your screen 
 

 
 

 Once you are in Settings, the Business Profile will be the first navigation button in 
the Settings menu on the left-hand side of your screen. 
 

 The Business Profile is also the first page of settings by default, so once you click 
the Settings button, you will automatically see the Business Profile. 
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Business Information Settings 

Filling out this section with information about your business is very important. This information 
includes things like your registration type and number (EIN, CCN, VAT, etc.) and your regions of 
operations. Running a legitimate and registered business can be the diƯerence between getting 
approved or denied when submitting for approval to send SMS messages. 

 

 

 

1. Business Type 

Select the type of business you created. The drop-down will give you the following options to 
choose from: 

 Co-operative 

 Corporation 

 Limited Liability Company (LLC) or Sole-Proprietorship 

 Non-profit Corporation 

 Partnership 
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2. Business Industry 

Select the industry that you primarily serve. We understand that you may serve many diƯerent 
industries, but please select the one that best describes or most describes your target market. If 
your industry is not shown, close the option closest to your industry. 
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3. Business Registration ID Type 

Select your business' registration type. If you are in the United States, you most likely will have an 
EIN unless you incorporated your business in a diƯerent country. 

 

 

4. Business Registration Number 

After you select your business's type of registration, you can add your registration number here. 

 

5. Business Regions of Operations 

Select the regions your business operates in. If you are a global company, select the regions that 
you do most of your sales in. This is a multi-select setting, so you are able to choose more than one 
region. 
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6. Update Information 

Make sure you always click the blue Update Information button after making changes so that your 
changes are properly saved. 

Authorized Representative 

If your business has an authorized representative, please add their information here. If you are the 
authorized representative, please add your own information here. 

 

 

Representative Name 

Enter the representative’s legal name as it appears on internal HR or corporate records. Be sure to 
use full first and last name while avoiding any nicknames or aliases. 

Email 

Provide a monitored email inbox for the representative. Verification questions to this address. 

Job Position 

Specify the person’s title or role that demonstrates authority to represent the business (e.g., Owner, 
CEO, Marketing Director, Compliance OƯicer). 

Phone Number 

Enter a reachable phone number for time-sensitive verification calls or SMS. Be sure to include 
country code (e.g. +1) 
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Update Information 

When you’re finished, select the blue Update Information button to apply changes. If the 
representative changes roles or leaves the company, update this page immediately  

 

Business Physical Address Settings 

Complete each entry carefully, matching oƯicial records where noted. After updating, save your 
changes and spot-check a booking page and a test email/SMS to confirm that dates, times, and 
formatting look correct. 

 

 

 

 

 

 

 

 

 

 

 

Business Physical Address 
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The Business Physical Address should match the address on your EIN listing. This information 
may be used to verify your business if needed.  

 

Time Zone 

Automated events within campaigns work with this field to determine when to send. You may be 
able to override this default timezone setting depending on the feature being used, such as 
workflows or email campaigns. Always check your business profile settings and the settings of the 
feature being used to make sure the correct time zone is selected. 
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