
Step 1: Go to www.
foursquare.com. This 
should be the page 
you see. Click either 
“Log In” or “Join Now”. 
Follow all the prompts 
to create your account. 
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Step 2: This is what you should 
see once you have finished 
creating your account, with 
your name in the place of “New 
User.” Once you get to this 
page, go to the search bar and 
type in the name of your 
business to see if it already 
exists on foursquare. 

Step 3: If you scroll 
through the search
results, and do not find 
your venue, scroll to the 
bottom of the page to add 
a new foursquare venue. 



Step 4: Once you click to add a new 
venue, type in all the necessary 
information, and click “create venue”. 
You will then be taken to this page. 
Now click the orange band that says 
“claim here” to manage or be a staff 
member for your market. Follow the 
steps to claim your venue. Note: You 
are able to change managers at any 
time. 

Step 5: Once you create 
your new venue, you will 
be taken to this page, 
where you can edit your 
venue, view statistics, 
add specials, and edit 
employees. Please note 
that although there can 
be multiple employees, 
there can only be one 
manager at a time. 

Step 6: Here is a close up view of your options on 
your new venue page. A good first step would be 
to add a description to your venue. Click the “add 
a description” tab to write something. Make sure 
to check your venue stats, and add a special if 
you wish as well. 



After clicking to add a special, this screen will 
appear. You can add in your special, and pick 
how many times a customer must check in 
before receiving it. Note: Only managers can 
create specials.  

If you scroll down, you will 
be able to see any specials 
that you have ever created. 
You can only have one 
special active at a time. In 
order to change or edit a 
special, click the pencil 
button. To delete a special, 
click the X button. 

Once people start checking into your venue, make sure to check out 
your statistics. You will be able to see who is checking in, when the 
most popular time to check in was, who was there recently, who visits 
the most, etc. 


