
Establish your presence 
with WhatsApp
Convenience is more important than ever, and customers now 
expect to be able to message businesses where they're already 
spending time. Engaging via messaging platforms such as 
WhatsApp can be a powerful way to connect with customers 
and strengthen relationships. 



WhatsApp Business is an app available for Android 
and iOS. It's free to download, and was built with small 
business owners like you in mind. 

Download WhatsApp Business from the Google Play 
Store or App Store. Once it's downloaded, register 
your business phone number (whichever number you 
want to use to talk to customers). Here, you can restore 
your chat history with this number from your personal 
WhatsApp account, if you'd like.

Complete your business profile on WhatsApp
This is what new and existing customers will see when 
they first message your business on WhatsApp. Add the 
following:

Get started with WhatsApp Business

STAY CONNEC TED

SCAN THIS QR CODE FOR A 
FUN SURPRISE

Organise your chats with labels
Use labels to help organise and segment your contacts, which will enable you to access 
them faster. Consider grouping customers according to their order status or their level of 
interest in your business.

Make your business discoverable
Create short links, or QR codes, so that people can easily get in touch with your business. 
When people click on your short link or scan your QR code, it initiates a new conversation 
between them and your business. Consider adding your QR code on physical items such as 
window stores and item tags, or even digitally, in posts and email signatures.

Learn more about  
communicating with your customers on WhatsApp.

• Business name and description
• Contact information (address, website, email address)
• Business address
• Business hours

https://fb.me/boost-whatsapp-biz


Fill this in for your greeting message:

Hi, thank you for sending                                                                                            a message. 

We're excited to connect and tell you all about our                                                                                           . 

But if you know what you'd like to order already, let us know!

SET A GREETING MESSAGE

Greeting messages enable you to introduce 
your customers to your business. A greeting 
will be sent automatically to customers who 
message you. In your message, you can include 
your business hours or when people can expect 
a response from you.

Manage expectations

[Your business name]

[Promotion, product or service]



Fill this in for your away message:

Hi, thank you for contacting                                                                                                              .

We are currently closed for the day. 

We will be back on                                               from                    to                    . 

If you have a specific question or message, please feel free to let us know, so we can address it 

immediately. 

SET AN AWAY MESSAGE

Away messages tell customers when you're busy 
and when they can expect a response. You can 
also select who receives these messages. Save 
an away message and specify the time period 
during which you will be unavailable, and it will 
automatically be sent to anyone who messages 
you during that time.

[Your business name]

[Day you will be back] [Your business hours]

Manage expectations



Use quick replies to save responses as keyboard 
shortcuts and respond to your customers faster. Once 
your small business has a presence, this simple but 
powerful tool can help you scale messaging to your 
customers. You can also use quick replies for rich 
media messages, such as GIFs, images and videos, too. 

Think about the ways you can also incorporate your 
business's personality into these messages, such as 
adding emojis if your brand has a playful tone.

A helpful way to start creating is to narrow down your 
frequently asked questions and save the responses. Try 
jotting down your most frequently asked questions below: 

Improve your customer service

Example: What are your business hours? What is your price list?
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