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Chapter 1: Getting Started
with LinkedIn

In This Chapter

v Getting to know LinkedIn
v+ Creating a LinkedIn account
1 Creating your profile

+* Getting connected

v+ Finding out who uses LinkedIn

Wz cover lots of different forms of social media in this book. Many
social media networks are ideal for a business-to-consumer (B2C)
business, but when you run a business that relies on other businesses for
clients, or when you want to network with other professionals, LinkedIn is
the answer.

Many business owners use LinkedIn in conjunction with other social media
outlets, such as Twitter and Facebook. LinkedIn can be useful to you if you
want to

4+ Network with professionals who are in your industry or supporting
industries

4 Touch base with your consumers and fuel the marketing fire

When you visit the LinkedIn site, you see a more utilitarian, albeit func-
tional, site than Facebook or Twitter — similar to what you expect when
you attend a business seminar: no frills and no bells or whistles. LinkedIn
has just enough features to get the job done, and the job is to network with
other business professionals to build a powerful network of professional
allies who can augment, or add to, your marketing efforts.

In this chapter, we introduce you to LinkedIn and show you how to get
connected.

Discovering the Benefits of LinkedlIn

At the LinkedIn Web site (www.linkedin.com), you connect with other
businesspeople. You can find a wide variety of professionals, from accoun-
tants to zoologists. That’s what makes LinkedIn unique: You can connect
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Figure 1-1:
A LinkedIn
profile
resembles a
résume.

with every conceivable profession and not run into a single teenager who’s
chatting about what she plans to do this weekend. The site is a no-nonsense,
no-frills place to connect with business professionals.

If you've ever heard the theory that only six degrees of separation exist
between yourself and any other person on the planet, LinkedIn proves this
theory. If you need to connect with someone to further your profession or
get a gig, all you have to do is look at the people you're connected to and get
the word out. The people you're connected to are connected to other profes-
sionals, who are linked to other professionals, and so on. In theory, if you
have connections on LinkedIn and you put out a request, eventually you can
get connected to the person you need.

This list describes some LinkedIn features you can take advantage of:

4+ Create a professional profile: When you join LinkedIn, you create a pro-
file. Unlike on the other social media networks, your profile at LinkedIn
is more similar to a résumé. Many professionals, in fact, use LinkedIn to
find work or clients. You have a lot of leeway when you set up your pro-
file on LinkedIn, as shown in Figure 1-1. You can add a picture, create a
detailed bio, add links to your Web site, and much more.
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Figure 1-2:
Find out
what your
connections
have been
up to.
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4+ Expand your reach: The theory behind LinkedIn is to create connec-
tions with people you know — first-degree connections. The people
they’re connected are second-degree connections, and the people con-
nected to them are third-degree connections, and so on. When second- or
third-degree connections are introduced to you by a first-degree connec-
tion, you can request that the person become one of your connections.
That’s how your LinkedIn network grows. If you pursue your LinkedIn
network actively, it explodes and you have access to a wide variety of
people who can help you in your quest.

4 Get recommended: You can demonstrate your expertise on LinkedIn by
being recommended by people who have used your services. You can
also join groups and show your knowledge there. When you participate
in a group, you can post a new thread in a discussion or comment on an
existing thread. You can create your own discussions, too. Like other
forms of social media, LinkedIn works best when you engage with the
people to whom you’re connected and actively seek new connections.

4+ Keep status information up to date: LinkedIn recently took on a Facebook-
like look. An element that looks much like a Facebook news feed greets
you when you visit the LinkedIn Web site, as shown in Figure 1-2. The feed
is a wonderful way to see what your connections are up to. You can add
your two cents by entering text in the Network Activity section and then
clicking Share. Notice also the check box that lets you share the informa-
tion on Twitter. In case you were wondering, LinkedIn Network Activity
messages are limited to 140 characters, just as they are on Twitter.
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Figure 1-3:
Searching
for people
on Linkedin.

Determining whether LinkedlIn is right for you

If you're looking for new retail customers, LinkedIn isn’t the place to be. But
if you're in one of the following categories, LinkedIn is the place for you:

4 Your company does business with other businesses.

4+ You run a service that benefits busy professionals.

4+ You network with other professionals in your industry and supporting

industries.

Be sure to join a group or follow a company that is a leader in your net-
work to stay informed of the latest news in your industry.

LinkedIn has a wide variety of tools you can use to find other professionals.
In fact, you can search for people before you even join LinkedIn, right on the
home page, as shown in Figure 1-3. Notice that the entire Linkedln member
directory is available in alphabetical order. Click the link that corresponds
to the first letter of the person’s last name or, better, type the person’s first
and last names in the applicable text fields. You can also browse by country.

@ Linkedin | i ips Matter - Mozilla Firefox

[B][=1%]

fle Edit Vew Hgtory Bookmarks Tools Help

@ - C ‘ar ([G it fpwwon linkedinieam]

Search for someone by name: |First Name

6 or more characters

[ _Jointiow

Already on Linkedin? Sign in

Last Name

eclory-abcdefghijkimnopgrstuvwxy zmore| Browse members by country

* By clicking Join Now, you are indicating that you have read, understood, and agree to Linkedin's User Agreement and Privacy Policy.

Customer Service | About | Blog | Careers | Advertising | Recruiting Solutions | Tools | Developers | Language
Linkedln Updates | Linkedin Answers | Linkedin Jobs | Jobs Directory | Company Directory

By using this site, you agree to Linkedin's terms of use. Commereial use of this ske without express authorization is prohibited

7 -] - £
[ Linkedin | Relationships Matter | = ‘ ‘7
-
Linked [ Home WhatisLinkedin? Join Today ~SignIn
Over 65 million professionals use Linkedin to Join Linkedin Today
exchange information, ideas and opportunities First Name:
3% .4 Stayinformed about your contacts and industry Last Name:
%[A) Find the peaple & knowledge you need to achieve your goals Email:
~Z4 Control your professional identity online Password:

At LinkedIn, you can control your online professional identity. If you're deal-
ing with businesses in distant locales, the executive officers of potential cli-
ents or business partners can find out what they need to know by looking at
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your LinkedIn page. You fill the page with compelling information and links
to your Web site and other online media.

The activity on LinkedIn isn’t quite as frenetic as what you find on Twitter or
Facebook. You set up a profile and maintain it. If you join groups, you're noti-
fied by e-mail whenever someone posts new information or adds a topic. Many
businesspeople maintain identities on Facebook, LinkedIn, and Twitter and
manage to be active in all groups without taking too much away from their
busy days. If your goals are to network with other professionals and create
business opportunities with other businesses, LinkedIn is a good place to be.

Taking a look at LinkedIn demographics Book VI

Becoming involved with any type of social media involves a commitment of
time and energy. If the typical LinkedIn user doesn't fit the type of people you're
trying to network with, you should expend your energy elsewhere. The demo-
graphics of LinkedIn at the time this book was written are listed in Table 1-1.
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Table 1-1 Linkedin Demographics
Demographic Percentage of Users
Female 49
Male 51
Ages 13to 17 years old 4
Ages 18to 34 years old 27
Ages 35to 49 years old 37
Age 50 or older 31
Caucasian 82
African American 6
Asian 7
Hispanic 4
Other 1
No kids 0 to 17 76
Kids 0to 17 24
0 to $30,000 12
$30 to $60,000 19
$60 to $100,000 30
More than $100,000 39
No college 26
College 47

Graduate school 27
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Setting Up a LinkedIn Account

If you've decided that LinkedIn is a community to which you want to belong,
all you need to do is set up an account. When you set one up, you provide
only basic information and then tweak your page and provide the informa-
tion for your online presence.

Figure 1-4:
Getting
linked

in with
LinkedIn.

To create a LinkedIn account, follow these steps:

1. Launch your favorite Web browser and navigate to www.linkedin.com.
The LinkedIn home page appears (refer to Figure 1-3).

2. Enter your contact information.
It’s the usual Web stuff — first name, last name, e-mail address, and
unique password (see Figure 1-4).

3. Click Join Now.
The Build Your Profile page appears. Click the link to confirm your
e-mail address.

4. Choose an option from the I Am Currently drop-down menu.
The default option is chosen. You can also list yourself as working inde-
pendently or looking for work or as a business owner or student.

(@ Build Your Profile | Linkedln - Mozilla Firefox [M[=1<

Ele Edit View Higtory Bookmarks Tools Help

@ - & - inkedin profile?_l=enafion=1lofgap7-16k6 1d 7 -] ]-TI~ 2]

[ Build Your Profile | Linkedin [ =] F

/2 Do you want Firefox to remember the password for e on linkedin.com? Remember | [ Never for This site | [ tiothow | [

Linked [[ij

Moe, Let's get your professional profile started

I'am currently: |Employed [i] ¢ AlLinkedin profile helps you...
* Country: | United States M + Showcase your skills and experience
*ZIP Code: ‘ \ + Be found for new opportunities
£.9. 84042 (Only your region wil be public, not your ZIP code) + Stay in touch with colleagues and friends
* Company: | |

*Job Title: ‘ ‘

& Add a school

Create my profile

# Indicates required field.

Linkedin Corporation @ 2010 | By using this site, you agree to Linkedin's terms of use. Commercial use of this site without express authorization is prohibited
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Choose a country from the Country drop-down menu.
Enter your zip code, company, and job title.

This option is the default if you indicate in Step 4 that you're employed.
If you choose one of the other options, enter your zip code and the
industry in which you work. If more than one industry applies, choose
the one associated with your profile or in which you have the most
expertise.

(Optional) Click the plus sign (+) icon next to Add a School.

This option is available if you are a student. It displays the College/
University text field. You can enter this information now or while setting
up your LinkedIn profile.

Click the Create My Profile button.
The See Who You Already Know on LinkedIn page appears.
Choose an option for an e-mail server.

If your e-mail server is at your company’s Web domain, skip this step
because it applies only to e-mail servers such as Yahoo! and Gmail. After
you choose an e-mail service, you click a button to log in to your e-mail
service. LinkedIn compares the e-mail addresses in your address book
and then notifies you when one of your correspondents is on LinkedIn.

Complete the process of checking to see whether any of your recipi-
ents is a member of LinkedIn, or click Skip This Step.

A message appears, asking you to check your e-mail for a confirmation
message from LinkedIn.

Open your e-mail from LinkedIn and click the link to confirm your
e-mail address.

From your confirmation e-mail, you also have the opportunity to

4 Build your network by finding contacts who are already on LinkedIn:

This is similar to Step 9 in the preceding step list, but in a different
dialog box, as shown in Figure 1-5.

4+ Import a contacts file from Apple Mail or Outlook or another format:

The files must have the extension . csv (comma-separated values), . txt
(text file), or .vct (vcard file). You can find out more about importing
contacts from your desktop e-mail by clicking the Learn More link.

Book
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Figure 1-5:
Building
your
network.
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After you create a LinkedIn account, you have a bare-bones profile. Your
success on LinkedIn depends on how well you set up your profile and how
thoroughly you fill out the information. Many people set up a rigid profile
that looks like it was written by a robot — no personality at all.

Set up a useful profile that tells visitors to your public profile and your con-
tacts everything they should know about you. Write your profile in a manner
similar to creating a 30-second elevator pitch. In other words, make it short,
sweet, and to the point but compelling enough to show people what you're
all about and what you do.

Look at the profiles of others in your industry to form an idea of what to
include in your profile.

To set up your profile, follow these steps:

1. Create a new account, as outlined in the earlier section “Setting Up a
LinkedIn Account.”

When you complete the final step, you see a page with options to build
your network by way of e-mail (refer to Figure 1-5). Notice the welcome
message followed by your name at the top of the page.
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Click your name.

Your profile page appears, as shown in Figure 1-6. It’s blank except for
the titles for the information you provide.

Click Add Photo.

The Upload a Photo page appears. Click Browse, navigate to the image,
and then click Upload Photo. You can upload a GIF, JPG, or PNG file.
The file size limit is 4MB. Use a professional-looking photo, preferably a
head-and-shoulders portrait on a plain background.

Fill in the What Are You Working On text field.

In this brief description of your current project, you're telling your
connections, in essence, what you're doing in regard to your business.
You can update this section as often as you want, and this information
appears in the Network Activity section, along with other updates from
people you're connected to.

Add your employment information and click the Save Changes button.

Click the Current link to enter information about your current position
or the Past link to enter information about your previous positions. You
can add as many past positions as you want. However, try to limit this
section to your current position and the past two previous positions.

@
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-~ i ([ http:/mvww.finked pra

| [ edit My Profile | LinkedIn [ =]

vr - [~ )
\
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Moe Howard [ Edit)
; = = + Forward your profile to a connection
Lakeland, Florida Area [Edit] | & Add Industry + Edit Contact Settings
+ Edit Public Profile Settings
<7 Add Photo + Create your profile in another language
What are you working on? [=e=l=E
0% profile
Current « None < Add Current Position
Complete your profile quickly
Past * None & Add Past Position {5 Import your résumé ta buid a complete profle in
Education + None & Add Education minutes
Recommended You haven't been recommended < Get Recommended

sic Account; Upgrade

~

\Welcome, Woe Howard - Add Connections - Settings - Help - Sign Out

Connections

0 connections

Websites * None % Add Websites

Twitter + None % Add Twitter account
Flgure 1-6: Public Profile http:/fwnww linkedin com/pub/moe-haward/20/721/b01 [ Edit]
Setting up
your profile. Summary pedi)

None & Add Summary

Profile Completion Tips (why do this?)
& Add a position (+25%)

@ Add your education (+15%)

% Add a picture (+5%)

& Add your summary (+5%)

& Add your specialties (+5%)

& Ask for a recommendation (+5%)
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Figure 1-7:
Adding your
education
information.

6. Click Add Education.

The Add Education tab appears, as shown in Figure 1-7.

7. Enter the required information and click the Save Changes button.

If you joined any societies while in school or did something special, be
sure to note them in the Activities and Societies section. If you achieved
any outstanding recognition, such as making the dean’s list or if you
received any awards, be sure to note this information in the Additional

Notes section.

At this stage, you can find some recommendations. But unless you have
some contacts, it’s a moot point. We show you how to get recommenda-
tions in the “Getting Recommended” section, later in this chapter.

8. Click the Add Websites link.

The Additional Information page appears, as shown in Figure 1-8.

(@ My Profile: Add Education | Linkedln - Mozilla Firefox [M[=1<
Fle FEdit View Hgtory Bookmarks Tools Help

@ - (a1 (B htp:hwww linkedin = prf_en*4Us 77 -] [*8- 2]
[ My Profile: Add Education | LinkedIn | -+ | B
Basic Account: Upgrade Welcome, loe Howard - Add Connections - Setngs - Hep - Sign Out ||
Linked[[§: Home Profile Contacts Groups Jobs Inbox More... e B ovancea

Edit My Profile =~ View My Profile

Add Education

Country: | United States
State: | Choose... M
Degree:

Field(s) of Study:

Examples: English, Physics, Economics

Dates Attended: - [v]to[-  [v]

Tii: Current students: enter your expected graduation year

Activities and Societies:

Tip: Use commas to separate muliple activities.
Examples: Alpha Phi Omega, Chamber Chorale, Debate Team

Additional Notes:

See examples




Figure 1-8:
Adding your
Web sites.
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@ - i [ http:/www fnked it L prf_en®4Us 77 -] ﬁ- £

| [ My Profile: Additional Information | ... [ =] -
Basic Account: Upgrade \Welcome, Moe Howard - Add Connections - Settings - Help - Sign Qut |
Linked[fJo Home Profile Contacts Groups Jobs Inbox More.. P BN Asvances

Edit My Profile =~ View My Profile

Additional Information

Websites: |Choose... ]|l site You can create your profile in another
language.
Choose... )| U vw.site.q|
[+] & Create another profile
Choose . [w][U o

Interests:

Tip: Use commas to separate multiple interests
Examples: management training, new technology, investing, fishing, snowboarding... See more

Groups and Associations:

Tip: Use commas to separate mulipke groups
Examples: Kiwanis, [EEE, Product Marketing Association... See more

Henors and Awards: J

Examples: Who's Who In America, 1999-2004... See more

9. Choose an option from the Websites drop-down menu.

You can choose from My Website, My Company, My Blog, My RSS Feed,
My Portfolio, or Other.

10. Enter the URL of each Web site with which you’re associated.

You can add as many as three URLs on your LinkedIn profile. Choose an
option for each URL from the drop-down menu, as described in Step 9.

11. Enter information in the Interests text field.

This step tells people the topics you're interested in. Choose topics
related to your business or business goals. Refrain from entering any
personal interests, such as snowboarding, macramé, or basket-weaving.

12. Enter information in the Groups and Associations text field.

Enter any business groups or associations to which you belong, such as
local networking groups or Toastmasters. This information tells more
about your business goals and the type of activities you do to support
your business.
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13.

14.

15.

16.

17.

Enter information in the Honors and Awards text field and click Save
Changes.

This information concerns honors and awards you’ve received that are
related to your business. For example, if you're a sales professional and
you were Salesperson of the Year, include the information here.

(Optional) To connect Twitter to LinkedIn, click the Add Twitter
Account button.

You're not in LinkedIn any more, Dorothy. You're in the land of Twitter,
as shown in Figure 1-9.

Enter your Twitter username and password and then click Allow.
You're redirected to LinkedIn, as shown in Figure 1-10.
Choose an option.

Choose to share all tweets with your connections or only tweets with
the in hashtag (#1in). If your tweets aren’t all discreet, the latter option
is wonderful. That way, whatever happens on Twitter stays on Twitter.

Click Save.

Your Twitter posts are now shared on your profile, as shown in
Figure 1-11.

Figure 1-9:
Allowing
Twitter to
link to your
LinkedIn
profile.
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Figure 1-10:
Telling
LinkedIn
which
tweets to
post to your
profile.
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Figure 1-11:
Tweets
now display
on your
LinkedIn
profile.
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Figure 1-12:
Contact me,
but on my
terms.

These steps add lots of meat to your profile, but you can do more to beef up
your profile. Click the Edit My Profile link, and scroll to the bottom of the
page to add the following information to your page:

4+ Personal Information: If you want people to be able to get in touch with
you, navigate to the Personal Information section, where you can add
your phone number, address, instant messaging (IM) information, birth-
date, and marital status.
4+ Contact Settings: Edit this section to tell people on LinkedIn how you
want to be contacted, as shown in Figure 1-12. You can specify the type
of messages you accept and your opportunity preferences, and leave a
bit of advice to those who attempt to contact you. Completing this sec-
tion alleviates a lot of contact requests from people you may not want to
be in contact with.
18 Accunt & Settings: Contact Settings | Linkedin - Mozilla Firefox yn=
E: Edt Mew Hgory fockmarin ook Heip
O.C.,_..wmn....,“ - [48= ;
mmnﬁ-nigermﬁnq_. |
41 Do you want Firefox 10 remember the passwind for S 8 0n Inkedin, com? [ Femenber | |ngver for ihis e | [ potrion | ﬁ
Hamic Atcount. Ungrate Wakcome, Mos Huward - Add Conmctions - Sefings - Helb - Sgn &
Linlﬂdﬁ., Home  Profile Contacts  Groups Jobs  lobox  More... Peogple = ﬂ Advanied
Contact Settings

What type of messages will you accept?

Opportunity Preferences

@ 1M accept Introduscthions and I8l
3 11 accapt enly Intraductians

What kind= of cpportunities would you like to recene

[#] Canser cpportunities [#] Expenise requests

[l Consulting offers [ Dusiness deals

New ventures [l Personal reference requests
[ Joib isquines B Hogueits to meonne
Whal adace wisld you g b e comadinng contaclng you?

Account Settings: In this area, you have a plethora (one of Doug’s favor-
ite words) of options you can change. To change your account settings,
click the Settings link to open your Account page, as shown in Figure
1-13. From there, you can

¢ Edit your profile

¢ Change your account picture



Figure 1-13:
Changing
your
account
settings.
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¢ Manage your recommendations
¢ Monitor your feed visibility

As your marketing goals and the type of people you want to be in con-
tact with change, you can change your account settings and profiles
to match your current needs. Notice also the option to upgrade your
account. In essence, you pay LinkedIn for additional features. Explore
this topic at your leisure.
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L..‘M.o Home Proflle Contocts  Groups Jobs  Inbox  More...
() Account
You have 8 Personal accoant. View purchese histary | Compare sccount types
# More Communication Features and Access < More Powerful Search
& Introductions: 5 of 5 avallable 3 InMails: 0 ovallable
Tie: Wyour nar in out, eAner walt for 3 recipient io take s r
act ceount
' Settings
Profile Settings Persanal Information
My Profile Hame & Location
Updiater camer and edscatsn, add assacations and awardks Comtral you mame, lacatue, and despling name seftings
and kel specillies and mbeest:
Fmail Addresses
My Profile Photo Your primany email address is currently
our profila photo is visible to your netwaork. infoi@superbémages. nat
Public Profile Change Password
Your public profila displa Change your Linkedin account password.
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Close Your Account
Banage Hecommendations {hssabile your accoun! ane wemeave your prokds
You haven't received any recommendations
Mamber Feed Visitility Privacy Settings
Yoour murmber fovd 15 visible 1o your connections. Risisnsch Survsiys
i Settings for recendng requests to participate in market research v

Getting Connected on LinkedIn

LinkedIn is all about getting connected. After you set up your profile and fine-
tune it, it’s time to start connecting with the type of people whom you can
network with, use as mentors, and use as business partners, for example. You
can find people you know who are already on LinkedIn, or send an invitation
to colleagues to join LinkedIn. LinkedIn calls these people connections.

To get connected on LinkedIn, follow these steps:

1. Log in to LinkedIn.

Your profile appears.
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Figure 1-14:
Getting
connected
on LinkedIn.

2. Choose Add Connections from the Contacts drop-down menu.

The Import Contacts and Invite page appears, as shown in Figure 1-14.

@ Import Contacts and Invite | LinkedIn - Mozilla Firefox 9=
File Edit View History Bookmarks Tools Help
@ - w (O linked tAndinvite?trk=hb_add_conn FaiE B £
[ tmport Contacts and Invite | Linkedin | + | -
4 Do you want Firefox to remember the password for s s on inkedin.com? [ Remember | [ never for Thasite | [ notnow | @
Basic Account: Upgrade Welcome, Doug Sahlin - Add Connections - Settings - Help - Sign Qut
Linked[[[Jc Home Profile Contacts Groups Jobs Inbox(6) More... F—— B ~ovances
Add C i Call c People You May Know View Sent Invitations

Getmore value out of Linkedin by inviting your trusted friends and colleagues to connect

See Who You Already Know on LinkedIn Enter Email Addresses
Searching your email contacts (hotmail.com, gmail.com, yahoo com, aol.com) is the easiest Enter email addresses of people to invite and connect Separate
way to find people who already knaw on Linkedin. Learn More each address by a comma.
Email:
Password:

==
Do you use Outlook, Apple Mail or another email application?
Import your desktop email contacts » Send Invitations

Customer Service | About | Blog | Careers | Advertising | Recruiting Solutions | Tools | Developers | Language | Upgrade Your Account
By using this site, you agree to Linkedin's terms of use. Commercial use of this site without express authorization is prohibited

Linkedin Corporation ® 2010 | User Agreement | Privacy Policy | Copyright Policy | Help improve Linkedin.

3. Enter your e-mail address and password. Click Continue.

This option works if you use an e-mail service such as Yahoo! or Gmail.
When you click Continue, you see a list of people from your address
book who are on LinkedIn. You can pick and choose the ones with whom
you want to connect.

4. In the Enter Email Addresses text box, enter the e-mail addresses of
the people with whom you want to connect.

Each e-mail address must be separated by a comma.
5. Click the Send Invitations button.

A message appears at the top of the page, telling you that the messages
have been sent. Your recipients may not be members of LinkedIn, but
they receive an invite nonetheless.

6. Click Colleagues.

The Colleagues page appears. If colleagues from any of the places you’'ve
worked at are on LinkedIn, you see them on this page. A button appears
for each place you've listed in the Employment section of your profile



Figure 1-15:
Connecting
with former
classmates.

10.
11.

12.

13.
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as long as people from that company are on LinkedIn. Click the link and
follow the prompts to connect with people with whom you’ve worked.

Click the Classmates link.

The Find Past or Present Classmates page appears, as shown in Figure
1-15, with a link from every academic institution you list on your profile.

Click a school link.
A list of people who are on LinkedIn and attended your school appears.

Click the Invite link next to the person’s name to invite him to become
a LinkedIn connection.

Continue to invite additional contacts from your schools.
Click the People You May Know link.

A list of people that LinkedIn thinks you may know appears, using an
algorithm that only LinkedIn understands.

If you find a person to whom you’d like to connect, click Connect.
The Invite Person’s Name to connect on LinkedIn dialog appears.
Choose an option from the How do you know <person’s name>? list.

Your options are: Colleague, Classmate, We've done business together,
Friend, Other, or [ don’t know <person’s names>.
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14. (Optional) Fill in the personal note section.

This can be used as a memory jogger if you haven’t contacted the
person in years.

15. Click Send Invitation.

Your invitation to connect is sent.

Getting Recommended

As you add information to your nearly completed profile, a percentage is
listed on the right side of your profile, and a progress bar. As you add more
information to your profile, it becomes more complete and becomes an
effective business tool for networking with other professionals.

If you add recommendations to your profile, you increase the chances of
connecting with like-minded businesspeople. You receive recommendations
from people you know and with whom you have done business.

Getting recommendations is a two-step process: Ask for one, and then
accept it.

Asking for recommendations

To get recommended, follow these steps:

1. Log in to LinkedIn and then choose Edit My Profile from the Profile
drop-down menu.

Your LinkedIn profile appears in Edit mode. At this stage, you have some
connections but no recommendations.

2. Click Get Recommended.

The Request Recommendations tab appears, as shown in Figure 1-16. It’s
your chance to contact the people you've worked with and ask them to
toot your horn.

3. Choose the position for which you want to be recommended.

If you've listed multiple positions on your profile, you find them on a
drop-down list. You can also add a job or school if they don’t appear on
the list. Click the applicable link and fill in the form, Norm.

4. Fill in a name in the Your Connections text box or by clicking the
LinkedIn icon to the right of the field. Add as many connections as
you need and then click Finish.

If you choose the former method, a name appears, or names appear, as
you start typing the connection’s name. If you choose the latter method,
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a list of your connections appears in the Choose Connections dialog

box. Click a connection’s name to add him to the list. Add as many con-

nections as you need and then click Finish.
5. Accept the default message, or modify it.

The generic message asks for a recommendation. You can modify it if
you need to remind a connection of a specific job you did for her.

6. Click Send.

Your invitation is sent to your contact.

Ask the people who know you best to endorse you on LinkedIn
o Choose what you want to be recommended for

President at Superb Images [ Add a job or schoal |

Q Decide who you'll ask

Your connections: [in]

You can add 200 more recipients

9 Create your message

From: Moe Howard
- R

Subject: |Can you endorse me?

I'm sending this to ask you for a brief recommendation of my work that | can

(@ Request Recommendations | Linkedin - Mozilla Firefox =JoJEd
Fle Edt Vew Hstoy Bookmarks Toos Help
@ - day (B http: fwww dnked —sigoback=.prf_en=aJs 77 -] [ £
| & Lensbaby Walkabouts - Doug Sahin'sP... | | & Lensbaby Walkabouts - Doug Sahin'sP... | | [1] Request Recommendations | Lin... £ |_| \T
Basic Account: Upgrade Welcome, Moe Howard - Add Connections - Settings - Help - Sign Out |2
Linked[[J- Home Profile Contacts Groups Jobs Inbox More.. P BY Advances
Received R Sent R Request Recommendations

Figure 1-1 6: include in my Linkedin profile. If you have any questions, let me know
Getrecom- Thanks in advance for helping me out.
mended -Moe Howard
Accepting recommendations
After you ask for reccommendations, you’re bound to get one, if not several,
recommendations. Recommendations don’t automatically show up on your
BE, profile. You have to accept them, which gives you some power.
&Q,N\ R
&

If you receive a lukewarm recommendation, you don’t have to accept it. Ask

your contact to send you a better one if you know her well.

When a contact sends you a recommendation, you're notified by e-mail. To

accept a recommendation, follow these steps:
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1. Open the e-mail from LinkedIn that announces your recommendation.

The message tells you which contact sent the recommendation and
what it has to say.

2. Click the button at the bottom of the message to display the
recommendation.

The recommendation is displayed on your profile.

Getting your first recommendation is exciting and does a lot to flesh out
your LinkedIn profile. Get as many recommendations as you can, and make
sure that the progress section of your profile shows 100 percent. Then you’ll
be well on your way to getting the most benefit from your time spent on
LinkedIn.



