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Introduction

elationships matter. Ever since the dawn of time, when Fred Flintstone

asked Barney Rubble whether there was any work down at the quarry,

human beings have always networked. We’re social creatures who like to
reach out and talk to someone. As the Internet developed and grew in popularity,
people rapidly took advantage of this new technology for communication, with
e-mail; instant messaging; personal web pages sharing voice, video, and data
with each other; and lots of other applications to keep everybody connected. But
how can the Internet help you do a better job with your professional networking?
I’m glad you asked! Welcome to LinkedIn For Dummies, Fourth Edition.

LinkedIn was founded in 2003 by a guy named Reid Hoffman, who felt that he
could create a better way to handle your professional networking needs. He saw
lots of websites that let you build your own page and show it to the world, extol-
ling your virtues and talents. But a lot of the popular websites that Hoffman came
across at that time focused more on the social aspects of your life and not that
much on the professional side. LinkedIn changed all that with its approach of
augmenting all the professional networking you do (or should do) on a daily basis.
You don’t have to be looking for a job to use LinkedIn, but if you’re looking,
LinkedIn should be a part of your search. As Hoffman put it, LinkedIn was designed
to “find and contact the people you need through the people you already trust.”

In short, LinkedIn allows you to coordinate your professional identity on the
Internet and make you more effective in your career. The site is designed to make
the aspects of networking less time consuming and more powerful, so you can
open doors with your professional connections and tap the connections of people
you know who make up your extended network. LinkedIn doesn’t require a huge
amount of time or usage to be effective, and is focused only on providing tools that
help your professional career.

Perhaps you’ve heard of LinkedIn, but you don’t understand fully what it is, how
it works, and most importantly, why you should care about it. Maybe you got an
invitation to join the LinkedIn website. Perhaps you’ve gotten multiple invita-
tions, or you keep hearing about it and want to find out more. Well, you’re taking
the right first step by reading this book. In it, I talk about the whys as well as the
hows. If you’re looking to enhance your professional life, I truly believe you need
to look at LinkedIn. If you want to go straight to the beach and retire, though,
maybe this isn’t the book for you!
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This book covers LinkedIn from start to finish. In case you haven’t already joined,
I show you how you can sign up. If you’re already a member, this book is also very
useful because I show you how to build your identity and take advantage of Linked-
In’s functionality. This book is useful regardless of your skill level, whether you
want to join or you’ve been on LinkedIn for years but feel stuck.

About This Book

This book covers all aspects of using the LinkedIn site: from signing up and build-
ing your profile, to growing your network of contacts, to taking advantage of some
of the sophisticated options, and everything in between. I include a lot of advice
and discussion of networking concepts, but you also find a lot of step-by-step
instructions to get things done. In this fourth edition, I revisit some of the newer
facets of LinkedIn, including its Groups, mobile apps, Pulse, and Companies
sections, and have updated all the core processes, from creating your profile to
looking for a job.

This book is organized as a guide; you can read each chapter one after the other,
or you can go straight to the chapter on the topic you’re interested in. After you
start using LinkedIn, think of this book as a reference where you can find the
knowledge nugget you need to know and then be on your merry way. Lots of
details are cross-referenced, so if you need to look elsewhere in the book for more
information, you can easily find it.

And Just Who Are You?

2

I assume that you know how to use your computer, at least for the basic opera-
tions, like checking e-mail, typing up a document, or surfing the great big World
Wide Web. If you’re worried that you need a Ph.D. in Computer Operations to
handle LinkedIn, relax. If you can navigate your way around a website, you can
use LinkedIn.

You may be utterly new to the idea of social networking, or the specific ins and
outs of using a site like LinkedIn. LinkedIn allows you to do some really cool
stuff and enhance your professional life. There’s more to it, and this book is here
to show you the ropes — and help you take full advantage of what LinkedIn has
to offer.

LinkedIn For Dummies, 4th Edition



This book assumes that you have a computer that can access the Internet; any PC
or Macintosh line of computer is fine, as well as Linux or any other operating
system with a web browser. All the main web browsers can access LinkedIn just
fine. In some parts of the book, I discuss specific applications such as Microsoft
Outlook; if you have Outlook, I assume you know how to use it for the purposes of
importing and exporting names from your address book.

Icons Used in This Book

TIP

©

REMEMBER

WARNING

As you go through this book, you’ll see the following icons in the margins.

The Tip icon notifies you about something cool, handy, or nifty that I highly
recommend. For example, “Here’s a quicker way to do the described task the next
time you have to do it.”

Don’t forget! When you see this icon, you can be sure that it points out something
you should remember, possibly even something I said earlier that I'm repeating
because it’s very important. For example, “If you are only going to do one of my
bullet point suggestions, do the last one because it’s the most powerful.”

Danger! Ah-oo-gah! Ah-oo-gah! When you see the Warning icon, pay careful
attention to the text. This icon flags something that’s bad or that could cause
trouble. For example, “Although you may be tempted to go into personal details in
your profile, you should never post anything that could embarrass you in a future
job interview.”

Beyond the Book

In addition to what you’re reading right now, this product comes with a free
access-anywhere Cheat Sheet that gives you steps on building your LinkedIn
network, tips for enhancing your LinkedIn profile, advice for getting the most out
of LinkedIn, and tips for using LinkedIn to search for a job. To get this Cheat
Sheet, simply go to www.dummies.com and search for “LinkedIn For Dummies
Fourth Edition Cheat Sheet” in the Search box.

Introduction 3
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Where to Go from Here

You can read this book cover to cover, or just jump in and start reading anywhere.
Open the Table of Contents and pick a spot that interests or concerns you or that
has piqued your curiosity. Everything is explained in the text, and important
details are cross-referenced so that you don’t waste your time reading repeated
information.

Good luck with LinkedIn. Happy networking!
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IN THIS PART. ..

Explore all that LinkedIn has to offer.

Navigate the LinkedIn website.

Sign up with LinkedIn and create an account.

Build a LinkedIn profile that details your professional
and educational experience.



IN THIS CHAPTER

Getting to know your networking
toolkit

Understanding the different degrees
of network connections

Getting to know LinkedIn features

Comparing the different accounts

Navigating the Linkedin menu
system

Looking into
LinkedIn

hen I hear the terms “social networking” and “business networking,”

I always go back to one of my favorite phrases: “It’s not what you know;

it’s who you know.” Now imagine a website where both concepts are
true, where you can demonstrate what you know and see the power of who you
know. That’s just one way to describe LinkedIn, one of the top websites today
where you can do professional networking and so much more. Social networking
has gotten a lot of attention over the years, and the two sites that everyone talks
about are Twitter and Facebook. Let me state right now, in the first paragraph of
the first chapter, that LinkedIn is not one of those sites. You can find some
elements of similarity, but LinkedIn isn’t the place to tweet about what you had
for lunch or show pictures of last Friday’s beach bonfire.

LinkedIn is a place where Relationships Matter (the LinkedIn slogan). It was
developed primarily for professional networking. When you look at its mission
statement, LinkedIn’s goal “is to help you be more effective in your daily work
and open doors to opportunities using the professional relationships you already
have.” This is not a website that requires a lot of constant work to be effective. It’s
designed to work in the background and help you reach out to whomever you need
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while learning and growing yourself. The key is to set up your online identity,
build your network, and steadily take advantage of the opportunities that most
affect you or greatly interest you.

In this chapter, I introduce you to LinkedIn and the basic services it has to offer.
I answer the questions “What is LinkedIn?” and, more importantly, “Why should
I be using LinkedIn?” I talk about how LinkedIn fits in with the rest of your online
activities, and then I move into the tangible benefits that LinkedIn can provide
you, regardless of your profession or career situation. I discuss some of the pre-
mium account capabilities that you can pay to use, but rest assured, LinkedIn has
a lot of features that are free. The last part of the chapter covers basic navigation
of the LinkedIn site. I show you the different menus and navigation bars, which
you use throughout this book.

Discovering Your New Contact
Management and Networking Toolkit

8

When describing how people can be connected with each other, think of a tangible
network. For example, roads connect cities. The Internet connects computers.
A quilt is a series of connected pieces of fabric. But what about the intangible
networks? You can describe the relationship among family members using a
family tree metaphor. People now use the term “social network” to describe the
intangible connections between them and other people, whether they’re friends,
co-workers, or acquaintances.

People used to rely on address books or contact organizers (PDAs) to keep track of
their social networks. You could grow your social networks by attending network-
ing events or by being introduced in person to new contacts, and then you would
continue to communicate with these new contacts, and eventually the new con-
tacts were considered a part of your social network.

As people began to rely more and more on technology, though, new tools were
created to help manage social networks. Salespeople started using contact man-
agement systems like ACT! to keep track of communications. Phone calls replaced
written letters, and cellular phones replaced landline phones. E-mail replaced
phone calls and letters, and with the mass adoption of cell phones, text messaging
increasingly handles short bursts of communication. Today, with the mass adop-
tion of smartphones, laptops, and tablets, Internet browsing has dramatically
increased. People manage their lives through web browsers, SMS communica-
tions, and apps on their smartphones.
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Internet tools have advanced to the point where online communication within
your network is much more automated and accessible. Sites such as LinkedIn have
started to replace the older ways of accessing your social network. For example,
instead of asking your friend Michael to call his friend Eric to see whether Eric’s
friend has a job available, you can use LinkedIn to see whether Eric’s friend works
for a company you want to contact, and you can then use LinkedIn to send a
message through Michael to Eric (or in some cases, directly to Eric’s friend) to
accomplish the same task. (Of course, this assumes you, Michael, and Eric are all
members of LinkedIn.)

In the past, you had no way of viewing other people’s social networks (collections
of friends and other contacts). Now, though, when folks put their social networks
on LinkedIn, you can see your friends’ networks as well as their friends’ networks,
and suddenly hidden opportunities start to become available to you.

This means you can spend more time doing research on potential opportunities
(like finding a job or a new employee for your business) as well as receiving infor-
mation from the larger network and not just your immediate friends. This makes
the network more useful because you can literally see the map that connects you
with other people.

However, just because this information is more readily available, that doesn’t
mean there’s no work involved in networking. You still have to manage your con-
nections and use the network to gain more connections or knowledge. Remember,
too, that nothing can replace the power of meeting people in person. But because
LinkedIn works in the background to guide the way in finding contacts and start-
ing the process, you spend your time more productively instead of making blind
requests and relying solely on other people to make something happen.

Keeping track of your contacts

You made a connection with someone — say, your roommate from college. It’s
graduation day; you give him your contact information, he gives you his informa-
tion, and you tell him to keep in touch. As both of you move to different places,
start new jobs, and live your lives, you eventually lose track of each other, and all
your contact information grows out of date. How do you find this person again?

One of the benefits of LinkedIn is that after you connect with someone you know
who also has an account on LinkedIn, you always have a live link to that person.
Even when that person changes e-mail addresses, you’ll be updated with his new
e-mail address. In this sense, LinkedIn always keeps you connected with people
in your network, regardless of how their lives change. LinkedIn shows you a list of
your connections, as shown in Figure 1-1.
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Sort by Recent Conversation ~ Filter by All Contacts ~ Q search
Select All

Lynn Northrup 1a sdaysago [
Editor at Northrup Editorial Services

Cynthia (Cindy) Beale Campbell 1« 19 days ago
Entrepreneur at (Seff-Employed)

# classmates

R Douglas Tondro 1= 19daysago [
General Manager at THE SPOT La Jolla

Kristie Spilios 1a 21daysago [@
Quality Assurance & Financial Auditor at Bank of America

# classmates

FIGURE 1-1:
See a” your / Michael Bellomo 1« 24daysago [l
connections in s ﬁ* Graduate Student, Master of Public Policy Program at UC Ivine
one centralized
list.

Understanding the different degrees
of network connections

In the LinkedIn universe, the word connection means a person who is connected to
you through the site. The number of connections you have simply means the num-
ber of people who are directly connected to you in your professional network.

Here are the different degrees of how you’re connected with people on LinkedIn:

¥ First-degree connections: People you know personally; they have a direct
relationship from their account to your account. These first-degree connec-
tions make up your immediate network and are usually your past colleagues,
classmates, group members, friends, family, and close associates. Unlike
Facebook, where everyone you connect to is a “friend,” on LinkedIn, you can
connect to friends who don't necessarily have a work, school, or group
connection to you, but are people who you know personally outside those
criteria. Similar to Facebook, though, you can see your first-degree connec-
tions’ contact list and they can see yours — provided your settings (and those
of your connections) are configured so any connection can see other people’s
connections list.

¥ Second-degree network members: People who know at least one member
of your first-degree connections: in other words, the friends of your friends.
You can reach any second-degree network member by asking your first-
degree connection to pass along your profile as an introduction from you to
his friend.
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FIGURE 1-2:
Only three
degrees of
separation can
give you a
network of
millions.

¥ Third-degree network members: People who know at least one of your
second-degree network members: in other words, friends of your friends of
your friends. You can reach any third-degree network member by asking your
friend to pass along a request to be introduced from you to her friend, who
then passes it to her friend, who is the third-degree network member.

The result is a large chain of connections and network members, with a core of
trusted friends who help you reach out and tap your friends’ networks and
extended networks. Take the concept of Six Degrees of Separation (which says
that, on average, a chain of six people can connect you to anyone else on Earth),
put everyone’s network online, and you have LinkedIn.

So, how powerful can these connections be? Figure 1-2 shows a snapshot of how
someone’s network on LinkedIn used to look.

763,459 results
Advanced > 9 .
1st Connections 2nd Connections Group Members
A e
I People I Adam 1
More President & CEQ at Wealthfront - Top Industries:
» 7 shared connections « Similar - 32 500+ () 1 emascn ok  Sevicn
Relationship President & CEQ at Wealthront Inc.
Board of Directors, Observer at ToyTalk, Inc. @2 wangsaseann
| 1t Connections = Board of Directors, Observer at Wrapp
i Board of Directors at Oshman Family JCC
~ 2nd Connections (424088)
+ Group Members (358586) Sultan l
B
Military Headhunter & Recruiterv” &Linking Talent into FORTUNE .
companies &Talent Acquisition for Military to Civilian Jobs
Location WHAT DOES
i‘mlalr Speak d Military Candidate R iter for Military to Ci IT TAKE To
eynote Speaker and Military Candidate Recruiter for Military to Ci...
United Stales (paas3n) Social Media Trainer & Instruclor-Your Career Porfolio In a Social Y AV &
Greater Los Angeles... (62171) Career & Executive TAP Consultant -Linkedin Profile Wiiter-Social.. CR USH
k Ci... (67510) Military Recruiter-Career Specialist-Admissions Representative at...
San Francisco Bay A__ (51878) YOUR QUOTA?
Greater San Diego A... (23984 Richard LN
+ Add Director of Human Resources -
* 1 shared connection - Similar
Current Company Director of Human Resources at The Leamning Center for the Deaf
Human Resources Advisor and Vice President, Board of Trustees
Director of Human Resources at Northeast Security, Inc.
18M (27530} Director of Human at ige Technical i t
Microsoft (2408)
Google (1813)
e ) gaber 1 I
inkedin (845) managing member at celebration entertainment & media lic -
Qualcomm (830}
+ Add » 4 shared connections . Similar ;%ng{igﬂvggg

The account in Figure 1-2 had 517 first-degree connections. When you add all the
network connections that each of these 517 people have, the user of this account
could reach more than 424,000 different people on LinkedIn as second-degree
network members. Add in over 359,000 LinkedIn users who are members of
groups that this account belongs to, plus millions of third-degree network mem-
bers, and the user could have access to millions of LinkedIn users, part of a vast
professional network that stretches across the world into companies and indus-
tries of all sizes. Such a network can help you advance your career or professional
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goals — and in turn, you can help advance others’ careers or goals. Of course, as
of this writing, the LinkedIn community has more than 400 million members, and
LinkedIn focuses on your first-degree connections instead of your second- and
third-degree network members, but the concept is still valid. Your network can be
vast, thanks to the power of LinkedIn.

THE DIFFERENCE BETWEEN
A USER AND A LION

Given all this power and potential to reach people around the world, some people —
LinkedIn open networkers (LIONs) — want to network with anyone and everyone who's
eager to connect with them. Their goal is to network with as many people as possible,
regardless of past interaction or communication with that person.

One of your most prominently displayed LinkedIn statistics is the number of first-degree
connections you have. After you surpass 500 connections, LinkedIn doesn't display your
current count of first-degree connections, but just the message 500+. (It's kind of like
how McDonald's stopped displaying the running total of hamburgers sold on its signs.
Or am | the only one who remembers that?) Part of the reason LinkedIn stops displaying
updated counts past 500 is to discourage people from collecting connections. Many
LIONs have thousands or even tens of thousands of first-degree connections, and the
500+ statistic is a badge of honor to them.

LIONs encourage open networking (that is, the ability to connect with someone you
have never met or worked with in the past) by advertising their e-mail address as part of
their professional headline (for example, John Doe; Manager >firstname@I|astname.
com<), so anyone can request this person be added to their network. You can find more
information at sites such as www . opennetworker . com.

LinkedIn offers a formal program — Open Profile — for people interested in networking
with the larger community. You can sign up for this premium service any time after you
establish a premium account. When you enable the Open Profile feature, you can send

and receive messages with any other Open Profile member. | discuss this in the upcom-
ing section, “Understanding LinkedIn Costs and Benefits.”

I've been asked many times whether it's okay to be a LION: if there is any meaning or
benefit to having so many connections. My answer is that | don't endorse being a LION
at alll Although some people feel that they can find some quality hidden in the quantity,
LinkedIn is designed to cultivate the real quality connections that people have. Not only
does LinkedIn heavily discourage a user being a LION to the point of almost banning
them, but also the random connections make it next to impossible to tap the real power
and potential of LinkedIn.


mailto:firstname@lastname.com
mailto:firstname@lastname.com
http://www.opennetworker.com

Learning About What You Can
Do with LinkedIn

FIGURE 1-3:
Create a unified
profile page to
showcase your
professional
history.

Time to find out what kinds of things you can do on LinkedIn. The following
sections introduce you to the topics you need to know to get your foot in the
LinkedIn door and really make the site start working for you.

Building your brand and profile

On LinkedIn, you can build your own brand. Your name, your identity, is a
brand — just like Ford or Facebook — in terms of what people think of when they
think of you. It’s your professional reputation. Companies spend billions to ensure
that you have a certain opinion of their products, and that opinion, that percep-
tion, is their brand image. You have your own brand image in your professional
life, and it’s up to you to own, define, and push your brand.

Most people today have different online representations of their personal brand.
Some people have their own websites, others create and write blogs, and others
create profile pages on sites like Facebook. LinkedIn allows you to define a profile
and build your own brand based on your professional and educational background.
I use my profile as an example in Figure 1-3.

m = | Search for people, jobs, companies, and more Q| Advances fia A ‘P (5]
Profile Stren,
Joel Elad o
All-Star
Author, Linkedin for Dummies; Co-Promoter, So Cal
Comic Con
Greater San Diego Area | Information Technology and Services
4 Waterside Productions, NewComix.Com
Net2Auction, Top Cow Productions, IBM Global Services
University of California, Irvine - The Paul Merage School
of Business. This no-cost, smart thermostat helps over
7,000 businesses save energy and money

- 500+ I'm Interested *
) nttpsawuew linkedin comvinfosieiad B Contact into
Add a section to your profile — be discovered for your next career step. ?
78" ¢
|

SDGF
n Volunteering Experience n Volunteering Opportunities ‘.-T =

Who's Viewed Your Profile
Add volunteering experience Add volunteering opportunities
Your profile has been viewed by 8
people in the past 15 days.
Y Vewers Your rank for profile views moved
13 om by 13% in the past 7 days.

Unlock the full ist with Linkedin Premium

Technical Trainer, Intemet and eBay guru with a software development background and a yearn for Notify your network?
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Your LinkedIn profile can become a jumping-off point, where any visitor can get
arich and detailed idea of all the skills, experiences, and interests you bring to the
table. Unlike a resume, where you have to worry about page length and format-
ting, you can provide substance and detail on your LinkedIn profile, including any
part-time, contract, nonprofit, and consulting work in addition to traditional
professional experience. You also have other options to consider; for example,
you can

3 Write your own summary.

3 List any groups you belong to.

¥ Describe any courses you have completed and test scores you have achieved.
3 Show any memberships or affiliations you have.

¥ Cite honors and awards you have received.

¥ Identify any patents or certifications you have earned.

3 Provide links to any publications you've written or published.

¥ Give and receive endorsements of people’s skills. (I discuss endorsements in
Chapter 7.)

¥ Give and receive recommendations from other people. (I discuss recommen-
dations in Chapter 9.)

¥ Indicate your professional interests or supported causes.

¥ Upload presentations, graphic design projects, or portfolio examples for
others to view.

3 Post website links to other parts of your professional identity, such as a blog, a
website, or an e-commerce store you operate.

The best part is that you control and shape your professional identity. You decide
what the content should be. You decide what to emphasize and what to omit. You
decide how much information is visible to the world and how much is visible to
your first-degree connections. (I talk more about the power of your profile in
Chapters 2 and 3.)

Looking for a job now or later

At some point in your life, you’ll probably have to look for a job. It might be today,
it might be a year from now, or it may be ten years from now. The job search is, in
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itself, a full-time job, and studies show that 60 to 80 percent of all jobs are found
not through a job board like Monster.com or a newspaper classified ad, but rather
through a formal or informal network of contacts where the job isn’t even posted
yet. LinkedIn makes it easy to do some of the following tedious job search tasks:

3 Finding the right person at a target company, like a hiring manager in a
certain department, to discuss immediate and future job openings

¥ Getting a reference from a past boss or co-worker to use for a future job
application

¥ Finding information about a company and position before the interview

3 Enabling the right employers to find you and validate your experience and
job potential before an interview

3 Searching posted job listings on a job board like the one on LinkedIn

The hidden power of LinkedIn is that it helps you find jobs you weren’t looking for
or applying to directly. This is when you’re a passive job seeker, currently employed
but interested in the right opportunity. As of this writing, hundreds of thousands
of recruiters are members of LinkedIn, and they constantly use the search func-
tions to go through the database and find skilled members who match their job
search requirements. Instead of companies paying big money for resume books,
they now have instant access to millions of qualified professionals, each of whom
has a detailed profile with skills, experience, and recommendations already
available.

This practice of finding passive job seekers is growing quickly on LinkedIn, mainly
because of the following reasons:

3 Companies can run detailed searches to find the perfect candidate with all
the right keywords and skills in his profile, and they then contact the person to
see whether he is interested.

¥ LinkedIn users demonstrate their capabilities by providing knowledge on
the site, which gives companies insight into the passive job seeker’s capabili-
ties. Not only does LinkedIn give users the opportunity to share updates and
knowledge, but it also hosts an extensive network of groups on the site. Each
group runs its own “discussion board” of conversations, where LinkedIn users
can pose a question or start a conversation, and other Linkedln members can
provide insight or link to relevant articles and continue the discussion.
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3 Companies can review a person’s profile to find and check references
ahead of time and interview only people they feel would be a great match
with their corporate culture.

3 Employed individuals can quietly run their own searches at any time to
see what's available, and they can follow up online without taking off a day for
an in-person or phone interview.

LinkedIn research shows that “People with more than 20 connections are 34 times
more likely to be approached with a job opportunity than people with fewer than
5 connections.” Therefore, your connections definitely influence your active or
passive job search.

Finding out all kinds of valuable
information

Beyond getting information about your job search, you can use the immense
LinkedIn database of professionals to find out what skills seem to be the most
popular in a certain industry and job title. You can learn how many project man-
agers live within 50 miles of you. You can even find current or past employees of
a company and interview them about that job. LinkedIn now has hundreds of
thousands of detailed Company pages that not only show company statistics but
also recent hires, promotions, changes, and lists of employees closely connected
with you. (Read more about Company pages in Chapter 15.)

Best of all, LinkedIn can help you find specific information on a variety of topics.
You can do a search to find out the interests of your next sales prospect, the name
of a former employee you can talk to about a company you like, or how you can
join a start-up in your target industry by reaching out to the co-founder. You can
sit back and skim the news, or you can dive in and hunt for the facts. It all depends
on what method best fits your goals. (I discuss LinkedIn search techniques in
depth in Chapter 4.)

Expanding your network

You have your network today, but what about the future? Whether you want to
move up in your industry, look for a new job, start your own company, or achieve
some other goal, one way to do it is to expand your network. LinkedIn provides a
fertile ground to reach like-minded and well-connected professionals who share
a common interest, experience, or group membership. The site also provides sev-
eral online mechanisms to reduce the friction of communication, so you can spend
more time building your network instead of searching for the right person.

PART 1 LinkedIn Basics
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First and foremost, LinkedIn helps you identify and contact members of other peo-
ple’s professional networks, and best of all, you don’t have to contact them via a cold
call, but with your friend’s recommendation or introduction. (See Chapters 9 and 5,
respectively, for more information.) In addition, you can find out more about your
new contact before you send the first message, so you don’t have to waste time fig-
uring out whether this is someone who could be beneficial to have in your network.

You can also meet new people through various groups on LinkedIn, whether it’s
an alumni group from your old school, a group of past employees from the same
company, or a group of people interested in improving their public speaking skills
and contacts. LinkedIn Groups help you connect with other like-minded mem-
bers, search for specific group members, and share information about the group
with other members. (I cover LinkedIn Groups in Chapter 16.)

Understanding LinkedIn
Costs and Benefits

Signing up for LinkedIn is free, and many functions are open to all account hold-
ers, so you can take advantage of most of the opportunities that LinkedIn offers.
You don’t have to pay a setup or registration fee, but you can pay a monthly fee for
a premium account to get additional functions or communication options. Finally,
tailored solutions are available for corporations that want to use LinkedIn as a
source for hiring quality candidates.

Weighing free versus paid accounts

There’s not much difference between a free account and paid account on LinkedIn.
And the basic account is anything but basic in usage.

Your free account with LinkedIn allows you to use most of LinkedIn’s most popular
features, including

¥ Building a network of connections with no limits on size or numbers.

¥ Reconnecting with any member of the LinkedIn network, provided that he
knows you and agrees to connect with you.

¥ Creating a professional and detailed LinkedIn profile.
¥ Giving and receiving an unlimited number of recommendations.

¥ Joining or creating up to 100 different LinkedIn Groups.

CHAPTER 1 Looking into Linkedin 17



¥ Performing an unlimited number of searches for Linkedln members in your
extended network of first- and second-degree members plus group members.

If you want to step up to a paid account, some of the main features include

¥ Sending a message to anyone in the Linkedln community — regardless of
whether she is in your extended network — through an InMail messag-
ing service.

¥ Viewing more LinkedIn profile information of people not in your LinkedIn
network when you conduct advanced searches.

¥ Seeing more LinkedIn network profile information when you conduct
advanced searches.

¥ Seeing who has viewed your profile (if they have not configured their settings
to be anonymous when viewing profiles) and how they arrived at your profile.

3 Obtaining membership in the Open Profile program, which gives you unlim-
ited Open Profile messages.

Comparing the paid accounts

LinkedIn offers a few levels of paid accounts, each with a specific level of benefits.
For the most up-to-date packages that LinkedIn offers, check out the Free and
Paid Accounts Help page at http://bit.ly/LinkedInAccountTypes, which
should look like what you see in Figure 1-4. You can also click the Try Premium for
Free link at the top right of your screen, below your Account & Settings button (the
thumbnail of your photo), to see a comparison of the paid accounts.

X . Want tips on using LinkedIn?
LinkedIn Free and Upgraded Premium Accounts

X - Check out our free webinars and Iraining videos
What are the different types of Linkedin accounts? o
: Related Answers
We offer a Basic (free) account as well as various upgraded Premium accounts. Canceling Your Premium ant

Basic (free) account Try a Premium Account &
A Basic account is for anyone who wants to create and maintain a professional profile online. Corporate Recruit

- Build your professional identity on the web Building Your Pro
= Build and maintain a large trusted professional network

Premium Accounts ¥ Asked Questions
- Find and reconnect with colleagues and classmates.

» Request and provide recommendations

= Request up to five introductions at a time.

- Search for and view profiles of other Linkedin members.

- Receive unlimited InMail messages.

- Save up to three searches and get weekly alerts on those searches

Premium accounts.

We have Premium account options for job seekers, sales and talent professionals, as well as the general
professional who wants to get more out of Linkedin_ If you have a free account and want to upgrade, you
can compare account types described below.

FIGURE 1-4:

* Land your dream job with Job Seeker

Learn about - Unlock sales opportunities with Sales Navigator
. . = Find and hire talent with Recruiter Lite
different paid - Poweryour professionalfe with Business Pus
account features Learn how to try premium for free or downgrade to a different plan. Read more about the benefits of
. upgrading to a Linkedin Premium account
on LinkedIn.
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Every premium account comes with certain benefits regardless of the level you
choose. These benefits include

3 Open Profile network membership.
3 Unlimited Open Profile messages.

3 Ability to see who viewed your profile.
¥ Access to premium content.

3 One-business-day customer service for your LinkedIn questions.

As of this writing, LinkedIn offers three premium packages targeted at individual
users: Job Seeker (formerly Business), Business Plus, and Sales Navigator Profes-
sional. Each account level comes with specific benefits:

3 Job Seeker: $29.99 per month, billed monthly. This account includes

Three InMail credits per month, which allow you to contact any LinkedIn
member regardless of whether he is in your network, as long as the other
member agreed to receive InMail messages.

Expanded profile views and a total of 250 search results outside your
network when you search. You will see who viewed your profile in the last
90 days and how they located you.

Applicant Insights to see how you (and your skill set) compare to other
candidates for a potential job.

Featured Applicant status when a recruiter searches for applicants. You will
be moved to the top section of a recruiter’s search screen.

3 Business Plus: $59.99 per month, billed monthly, or $575.88 per year when
you buy an annual subscription at a 20 percent savings. This account includes

Fifteen InMail credits per month. (See Chapter 5 for more on InMail.)

The ability to view unlimited profiles when you perform a LinkedIn search,
including any third-degree network members. You can also see who
viewed your profile in the last 90 days and how they located you.

Additional search filters that you can use to run advanced searches.

¥ Sales Navigator Professional: $79.99 per month, billed monthly, or $779.88
per year when you buy an annual subscription at a 20 percent savings. This
account includes

Fifteen InMails per month.

Expanded profile views of anyone who has viewed your profile in the last
90 days and how they located you.
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Lead Builder and Recommendation tools to help you find the right people
to close the deal in your sales life.

Full name visibility when looking at your third-degree network members or
group connections (other plans display only limited name information for
these people).

Upgrading to a premium account

What’s the value in getting a premium account? Besides the features listed in the
previous section for each account level, premium accounts are designed to give
you more attention in areas like job search. When an employer lists a job posting
and collects applications through LinkedIn, premium account holders show up at
the top of the applicant list (similar to the Sponsored result in a Google search)
with a Featured Applicant status next to their name. LinkedIn provides special
content in the form of e-mails, video tutorials, and articles that provide job search
and professional development tips and advice from leaders in the industry. Finally,
you get to see who has viewed your profile, which can be helpful when you’re
applying for jobs or trying to set up business deals. A premium account is not
essential for everyone, so consider what you need from your LinkedIn experience
and decide if upgrading is right for you.

As of this writing, LinkedIn gives you the option to try any premium plan for free
during the first month, and it automatically charges your credit card each month
afterward for the full amount, unless you bought a yearly plan, for which the
charges renew every 12 months.

To upgrade to a premium account, I highly recommend starting by creating your
free account and using the various functions on LinkedIn. If you find that after
some usage, you need to reach the larger community and take advantage of some
of the premium account features, you can always upgrade your account and keep
all your profile and network information that you previously defined.

If you’re in charge of human resource functions at a small, medium, or large com-
pany and you are interested in using the Recruiter functions for your company,
don’t follow the steps in this section. Instead, visit https://talent.linkedin.
com for more information on their Business Solutions.

To subscribe to a premium account, just follow these steps. (You must have created
a LinkedIn account already; see Chapter 2 for details.)

1. Goto the Linkedin home page athttps://www.linkedin.com. Hover
your mouse over your photo or Account & Settings icon in the top-right
corner of the home page, then click the Upgrade link next to
Account: Basic.
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2. On the Premium Products page that appears, click the Select Plan button to
bring up that premium account’s specific options, as shown in Figure 1-5.

LinkedIn accepts Visa, MasterCard, American Express, or Discover to pay for
your premium account. Make sure the billing address you provide matches the
credit card billing address on file.

+ Stand out to hiring managers
+ Get in touch with recruiters

+ See how you compare fo other
candidates

Select plan

Direct messaging to recruiters ‘Who's Viewed Your Profile
Reach out directly to any recruiter or job poster See who's viewed you in the last 90 days and
with 3 InMail credits how they found you
Featured Applicant Applicant Insights
Move fo the top of recruiters’ applicant lists See how you compare fo other candidates
FIGURE 1-5:
Review the
OpthnS for Start my free trial
the premium
account you are No commitment for 30 days - cancel anytime
N . After your free month, you'll pay $29.99° / month
considering.

3. Clickthe yellow Start My Free Trial button for the premium level to which
you want to upgrade.

4. Fillinthe appropriate billing information, as shown in Figure 1-6, and then
click the Review Order button.

5. Verify the information you've provided, then scroll down and select the
check box to agree to automatic billing every month and LinkedIn’s Terms
and Conditions.

6. click the yellow Place Order button.

That’s it! Expect to get e-mails from LinkedIn to help explain and demonstrate
the new features you can take advantage of on the website.

If you decide to stop subscribing to a LinkedIn premium account, you must go to
your settings page, click Account on the left side of the screen, and then click the
Downgrade or Cancel Your Premium Account link so you won’t get billed anymore.

rememeer  (See “Looking at the Account & Settings page” later in this chapter for informa-
tion about how to reach and use this page.)
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Enter your payment information
Credit or Debit Card Information:
YOUR ORDER (e
First Name Joel Business Plus
Subscription
LastName | Elad {Monthly)
From October 27, 2013 to November 27,
Card Number . 2013
Expires [01 V| [2013 v
Credit from previous
Security Code =@ subscription
purchase
Billing Information:
Total purchases
Country  [United States. ™| Discounts/Credits
Company Name Estimated tax
Billing Address | 123 Easy St Total
City | Anytown
State [CA V|
Postal Code 12345
Phone 9495551212 x
FIGURE 1_6: Review order Cancel
Enter your billing
information.

Navigating LinkedIn

When you’re ready to get started, you can sign up for an account by checking out
Chapter 2. Before you do, however, take a look at the following sections, which
walk you through the different parts of the LinkedIn website so you know how to
find all the cool features I discuss in this book.

After you log on to your LinkedIn account, you see your personal LinkedIn home
page, as shown in Figure 1-7. There are two important areas on your LinkedIn
home page that you’ll use a lot, and I cover those areas in the following sections.

Touring the top navigation bar

Every page on LinkedIn contains certain links to the major parts of the site, and I
call this top set of links the “top navigation bar” throughout this book. As of this
writing, the major parts of the top navigation bar are

3 Home: Link to your personal LinkedIin home page.
¥ Profile: Links to the profile part of LinkedIn.

3 Connections: Links to view your connections on LinkedIn or add/import new
connections.

¥ Jobs: Links to the different job searches and postings you can do on LinkedIn.

22 PART 1 LinkedIn Basics
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Profile Connections Jobs Interests Business Services Try Premium for free

I d file in th
Joel Elad 8 E:f“’fsv“j:‘;f your profieinthe 11 ways to keep in touch
Author, Linkedin for Dummies; Co-Fromoter
x Troy Benton has a new job.
A Improve your profile ~13% profile rank in the past 7 days CEO at Troy Benton Games

66 share an update ] Upioad a photo [ Pubiisha post Comment Skip

See anyone you know? Connect with them

harold William Jean-Francois

Ey—

ovmer/contributorieditor at CEO & Publisher at Lime Co-Owner & Executive GET THE
Comic Book Sleuth Media Hawai Vice President at New S Al ES LEADER KIT
Connect Connect Connect y

Find more people you know »

About Feedback Privacy & Terms ~

o Xerox shared: ﬁ Linked[[] Linkedin Corp. © 2015
ollow
xerox (3 (EEEG—G L
Iconic print. Which poster is your favorite? hitps-/inkd in/bRRcsG4

Your LinkedIn | 50 Posters that Rocked the World
home page -E"W‘fz_; xerox.com - We love posters. They celebrate the leaders we

FIGURE 1-7:

3 Interests: Links to search LinkedIin Company pages or keep track of compa-
nies you can follow using LinkedIn, as well as links to LinkedIn Groups, news
items grouped into the LinkedIn Pulse page, LinkedIn Education (which
includes schools and students on LinkedIn), SlideShare, and Online Learning.

3 Business Services: Links to post a job on LinkedIn, use the Talent Solutions
section of LinkedIn, create a LinkedIn ad to run on the site, or use the Sales
Solutions section of LinkedIn.

When you hover your mouse next to any of these words, you can see the various
options in each section, like the Profile options shown in Figure 1-8.

FIGURE 1-8:
Hover your Profile Connections
mouse over each Edit Profile
menu element to Wheo's Viewed Your Profile
see options for Your Updates

each section.

If you simply click the word, like “Profile” or “Jobs,” you’re taken to the main
page for that section. You can also click the Advanced link to the right of the
Search box, above the top navigation bar, to bring up an Advanced People search,
or you can click the drop-down list before the Search box to search for Jobs, Com-
panies, Groups, Universities, Posts, or Inbox from any page on the site. If you
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already changed the search criteria to another function, like Jobs, Companies, or
Groups, clicking the Advanced link brings up the appropriate search page.

Finally, there are several icons along the top right of the screen:

3 Inbox: The picture of two word balloons opens up the LinkedIn Inbox, where
you can see incoming messages.

¥ Notifications: The flag icon indicates new actions you should be aware of
when using LinkedIn, like when you are mentioned, receive an endorsement
or recommendation, or have a new connection.

3 Add Connections: The picture of the + with a person is a quick link to show
the invitations you have received and the People You May Know function to
add more connections to your LinkedIn network.

3 Account & Settings: After you add a profile picture, this is a thumbnail of
your profile photo, and clicking this button expands a list of options that
allow you to check your settings, check your job posting or Company page
(if applicable), and reach the LinkedIn Help Center.

As you scroll down any LinkedIn page, be aware that the top navigation bar will
disappear from view. As you scroll back up the page, or if you move your cursor to
the top of the page, the navigation bar will reappear.

Looking at the Account & Settings page

If you need to update any aspect of your LinkedIn account, go to the Account &
Settings page, shown in Figure 1-9. You can always find a link to this page at the
top right of any page within LinkedIn by hovering your mouse over the Account &
Settings button, and then clicking the Manage link next to the Privacy & Settings
header.

At the top of your Account & Settings page, you first see the settings for your
particular account level, especially if you have a premium account. I cover this
earlier in the chapter, in the section “Upgrading to a premium account.”

Below the basic account information, you can see all the different settings you can
update for your LinkedIn account.
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FIGURE 1-9:

See the details of
your LinkedIn
account.

Joel Elad
[ Member since: May 12, 2006

Password Change

Primary Email Change/Add

Phone numbers Addremove

Account Type: Basic

&l Profile
¥ Communications

&5 Groups, Companies &
© Applications

R_) Account

Payment
+ Manage personal account
* View purchase history

Your active sessions
* See where you're signed in

Get More When You Upgrade!
+ More communication options
+ Enhanced search fools

Upgrade

Privacy Controls

Turn on/off your news mention broadcasts

Choose whether or not to share your profile edits

Select who can see your aclivity feed

Select whal others see when you've viewed their profile

Turn on/off How You Rank
Select who can see your connections
Choose who can follow your updates

Change your profile photo & visibility »

Show/hide "Viewers of this profile also viewed” box

Manage who you're blocking »

Manage how people who have your phone number can connect

with you »

Turn on/off meet the team »

Settings

Manage your Twitter settings
Manage your WeChat settings
Helpful Links

Edit your name, location & industry »
Edit your profile »

Edit your public profile »

Manage your recommendations »

Nesd help?

Following are the settings you can access from this page:

3 Profile: Set how much of your profile is accessible by your contacts, and also
how much information you want to make available to your network in terms

of profile or status updates. Update any part of your profile, add a profile
photo, change your status and public profile settings, and manage your

recommendations.

3 Communications: Set the frequency of e-mails from LinkedIn, as well as who
from LinkedIn’s partners can reach you. Select how other Linkedin members
can communicate with you and who can send you invitations.

3 Groups, Companies & Applications: Update settings for your memberships

with different LinkedIn Groups, view companies that you're following, and

view or add applications that you're using with LinkedIn.

3 Account: Update privacy settings, e-mail addresses and password on file,
language and security settings, and links to upgrade, downgrade, or cancel
your LinkedIn account. You can also enable an RSS feed of your LinkedIn

account from a link in this category.
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IN THIS CHAPTER

Joining LinkedIn with or without an
invitation

Registering and setting your
preferences

Connecting with people you already
know on LinkedIn

Sign Up and Create
Your Profile

hen LinkedIn first launched, it grew primarily through invitations —

you joined only if someone who was already a member invited you and

encouraged you to join. However, membership is now open to anyone
13 years or older (as long as the user hasn’t previously been suspended or removed
from LinkedIn, of course). You can have only one active account, but you can
attach multiple e-mail addresses, past and present, to your account so that people
can more easily find you.

You’ll be presented with some configuration settings during the signup process
that you might not know what to do with until you get more familiar with the
system. Fortunately, you can customize all those settings later, but for now, I sug-
gest some initial settings. In addition, based on your initial settings, LinkedIn
recommends people to invite to your network. In Chapter 6, I discuss the ways you
can grow your network more extensively, but this chapter touches on the initial
recommendation process.
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Joining Linkedin

FIGURE 2-1:

An invitation to

28

connect on
LinkedIn.

Many people join LinkedIn because a friend or colleague invited them. You can
join just as easily without receiving an invitation, though. Everyone joins at the
basic level, which is free. (You can opt for different levels of paid membership, as
spelled out in Chapter 1.) Being able to start at the basic level makes the signup
process quite straightforward. Most importantly, the basic level still gives users
the ability to take advantage of the most powerful tools that LinkedIn offers.

Joining with an invitation

When a friend or colleague invites you to join, you receive an e-mail invitation.
The e-mail clearly identifies the sender and usually has Invitation to connect
on LinkedIn as its subject line. (There’s a chance, though, that the sender came
up with a custom header, but hopefully that message still has the word “LinkedIn”
in the subject line.)

When you open the message, you see an invitation to join LinkedIn, like the mes-
sage shown in Figure 2-1. There might be some extra text if the person inviting
you personalized the message. You also see a button or link that takes you back to
LinkedIn to create your account, such as the Confirm That You Know Joel button
shown in Figure 2-1.

jould like to ouch on Linkedn.

Joel Elad

Ly Author, Linkedin for Dummies: Co-Promoter, So Cal Comic Con

I'd like to add you to my professional netwark an Linkedin.

- Joel

Confirm that you know Joel

Unsubscribe

Linkedin Customer Service

When you’re ready to join LinkedIn with an invitation, you’ll start with these two
steps:
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1. click the button or link from your invitation e-mail.

You should see a new window open that goes to the LinkedIn website, as
shown in Figure 2-2, and asks you to input your name and verify your e-mail
address, as well as enter a password for your new LinkedIn account.

If you want to be known on LinkedIn by another version of your name (say a

@ nickname, maiden name, middle initial, or proper name), or if you want to use
a different e-mail address from the one used for your invitation, you can
TIP change the details in those fields — First Name, Last Name, Email.

Linked

You've been invited to the world's largest professional network

Joel Elad invited you to
connect on LinkedIn

P
First name

[

Last name

Password (6 or more characters)

FIGURE 2-2:
. By CI\Ckmg Join Joel's network, you agree to LinkedIn's User
Provide your Agreement, Privacy Policy, and Cookie Policy

name and create 5 2
Join Joel’s network
a password.

2. Enter your correct first name and last name, and create a new password for
your account. Then click the Join Name’s Network button.

Once you click the button, you will be taken to the next part of the sign-up
process, where you provide some basic information that LinkedIn will use
to create your account. | cover the remainder of the sign-up process in
“Completing the sign-up process,” later in this chapter.

Try to pick a password that no one else can guess. You should use a combination

@ of letters and numbers, and avoid commonly used passwords like your name,
the word “password,” a string of letters or numbers that are next to each other
TP on the keyboard (for example, “qwerty”), or a password that you use on many

other sites.
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Joining without an invitation

If you haven’t gotten an invitation to join LinkedIn, don’t let that turn you into a
wallflower. You can join LinkedIn directly, without an invitation from an existing
user. Open your web browser and go to https://www.linkedin.com. You see the
initial LinkedIn home page, as shown in Figure 2-3. When you’re ready to join
LinkedIn, simply provide your first name, last name, and e-mail address, and
enter a password in the boxes provided, as shown in the figure. Then click the Join
Now button.

This takes you to the next part of the sign-up process, where LinkedIn collects
some basic information to create your account.

nkedl —
Linked in &

Forgot password?

Be great at what you do

Get started - it's free

First name

Password (6 or more characters)

By clicking Join now, you agree io LinkedIn's User Agreement,
Privacy Policy, and Cookie Policy

Join now

Linkedin member directory: Bi y country =
FIGURE 2-3: Si enter | About | Pre Blog | Careers | Developers
Join LinkedIn

from its Browse Linkedin
Updates | Influencer:
home page.

Completing the sign-up process

Whether you’ve been invited to join LinkedIn or created an account directly from
its home page, LinkedIn requires some basic information beyond your name and
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FIGURE 2-4:
Tell LinkedIn
where you are
located.

FIGURE 2-5:

Tell LinkedIn a
little about
yourself to create
your account.

e-mail address to finish creating the basic account. When you’re ready to com-

plete the sign-up process, follow these steps:

1. Inthe Let's Start with Your Profile window, pick the country where you
reside. LinkedIn then asks for more precise information, like a ZIP code
or postal code, as shown in Figure 2-4.

Linkedf}

Let’s start with your profile
This will set you up for success on LinkedIn

Country *
United States

ZIP code (e.g. 94043) *
92109

Next * Required information

2. Click the Next button.

You're taken to the next step, where LinkedIn starts to build your professional
profile by asking about your current employment status and whether you are a
student, as shown in Figure 2-5.

Linked [}

Let's start with your profile

This will set you up for success on LinkedIn

Are you a student? * Yes @ No

Job title *

Company *

Create your profile * Required information

CHAPTER 2 Sign Up and Create Your Profile
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FIGURE 2-6:

LinkedIn can help

associate you
with known

companies in its
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database.

Q

TIP

Complete the fields regarding your current employment and student status.
Specifically, you need to provide the following information:
® Are you a student?: Select the appropriate radio button to indicate Yes or No.

® Job title: If you are not a student, indicate your current job title, whether
you're employed, unemployed (aka “a job seeker”), or self-employed.

® Company: LinkedIn asks for a company name and prompts you by
showing existing companies in its database as you type in the name of
your company, as shown in Figure 2-6. Once you provide the company
name, LinkedIn adds the Industry field. Use the drop-down list to identify
which industry you feel you belong to, as shown in Figure 2-7.

Linked [}

Let's start with your profile
This will set you up for success on LinkedIn

Are you a student? * Yes ® No
Job fitie *
Self-Employed

Company *
Smith Solutions|

— Smith Solutions
M of Indust

@5 Mechanical o Industrial Engineering; 1-10 employees

Injury Management Solutions ~ Rob Smith Solutions
Human Resources: MyseF Only

RJ Steel Smith Solutions CC
[#588" intormation Technolagy and Senvices: Myseif Orly

Lioyd Smith Solutions
Management Consulting

Smith Cameron Process Solutions
“mm Machinery; 51-200 empioyees

If you find it difficult to choose an industry that best describes your primary
expertise, just choose one that's closest. You can always change the selection
later. If you're employed but looking for another job, you should still pick the
industry of your current profession.

Click the blue Create Your Profile button to continue (refer to Figure 2-5).

LinkedIn then offers to import your contacts from your e-mail program, as
shown in Figure 2-8. LinkedIn walks you through the steps of importing your
address book and offers you the chance to connect with existing members of
LinkedIn. You can also do this after you create your account by clicking the
Skip link.
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Let’s start with your profile

This will set you up for success on Linkedin

Are you a student?

Job fitie *

Indusiry

Accounting

Airlines/Aviation

Alternative Dispute Resolution
Alternative Medicine
Animation

Apparel & Fashion
Architecture & Planning

Arts & Crafis

Automotive

Aviation & Aerospace
Banking

Biotechnology

Broadcast Media

Building Materials

Business Supplies & Equipment
Capital Markets

Chemicals

Civic & Social Organization
Civil Engineering

Commercial Real Estate
Computer & Network Security
Computer Games

Computer Hardware

. Computer Networking
FIGURE 2-7: Computer Software
Pick the industry Construction

Consumer Electronics
that best matches

your current job.

Every career needs a strong network

Build yours by looking for your email contacts

We'll import your address book to suggest connections and help you manage your
contacts. Learn more *

FIGURE 2-8:
LinkedIn can help
you identify who
to add to your
network.
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REMEMBER

FIGURE 2-9:
Confirm your
e-mail address
with LinkedIn.

AN

WARNING

5.

It might be tempting to start inviting friends and colleagues to connect with
you right away, but you might want to work on creating your complete and

up-to-date profile first before flooding people’s e-mail Inboxes with invitations.

You can always invite people to connect with you at any time.
LinkedIn asks you to confirm the e-mail address for your account.

LinkedIn will e-mail you a confirmation to help verify the e-mail account you
are using, especially if you joined LinkedIn without an invitation.

Open your e-mail program and look for an e-mail from LinkedIn Email
Confirmation with the subject line Please confirm your email address. When you
open that e-mail, you should see a request for confirmation, as shown in
Figure 2-9. Either click the Confirm Your Email Address button or copy and
paste the URL provided in the e-mail into your web browser.

Inbox All v John, Please confirm your email address

LinkedIn Messages &P = ) Y ——
Iohn, Please confirm your email address 1045 M LinkedIn Messages eply a

Please confirm your email address John, confirming your... To: R Sat 11/21/2015 10:45 PM

Social updates

Linked 1.

Please confirm your email address

John, confirming your email address will give you full access to
Linkedin.

‘Confirm your email address.

If the button doesn't work, you can click here.

Leam why we included this.
Linkedin Customer Service

2028 Stierlin Gourt, Mountain Vi

A

When you click the button, you're taken back to LinkedIn and it confirms your
address. You may be asked to log in to your account, so simply provide your
e-mail address and password when prompted.

If you skip the step of confirming your e-mail with LinkedIn, you won't be able
to invite any connections, apply for jobs on the LinkedIn job board, or take
advantage of most other LinkedIn functions.
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FIGURE 2-10:
LinkedIn asks
you to choose
what you're
most interested
in doing.

6.

Your account is created, and LinkedIn prompts you to build your profile
based on your goals for using LinkedIn.

You are taken to a web page, as shown in Figure 2-10, where LinkedIn asks you
what you are most interested in doing on the website. Based on the choice you
make, LinkedIn prompts you for steps like reviewing other profiles or picking
companies or influencers to follow.

Linked )

What are you most interested in?
We'll use this info to personalize your experience. (Don't worry, we'll keep it private.)

Building my professional network
Keeping in touch with my contacts
Staying up-to-date with my industry
Finding a job

Not sure yet. I'm open!

Go through the LinkedIn prompts to pick what channels (companies,
interests, and influencers) you want to follow.

You'll be prompted with the most relevant channels based on the company
title and industry you provided during the sign-up process, and they will be
automatically checked, as shown in Figure 2-11. You can change the auto-
mated selections by clicking any plus sign to turn on that selection or clicking
the check mark to turn off that selection. Once you've picked the channels you
want to follow, click the Follow X Channels button at the bottom right of the
screen, as shown in Figure 2-12.

LinkedIn prompts you to receive a link to download its mobile app. Provide
your mobile number in the text box provided to receive that link, and then
click the Get the App button.

You can also click the Skip button and install the app later. (I discuss mobile
applications in depth in Chapter 12.)

You are taken to your Linkedln home page. LinkedIn provides you with
prompts to guide you through the rest of the creation process.

You will see pop-up windows, like the one shown in Figure 2-13, offering you
more information on aspects of LinkedIn, such as the messaging center and
sections you can add. Just click the Next button on each prompt to go through
the options. When you see the Done button on a prompt, click it to complete
the walkthrough.

CHAPTER 2 Sign Up and Create Your Profile 35



Linked [

Green Business
5,600,720 people reading
this channel

FIGURE 2-11:
LinkedIn offers
you suggestions
on what to follow.

Green Business
5,609,720 people reading
this channel

FIGURE 2-12:
Pick the
channels you
want to follow.
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Leadership &
Management
17,133,673 people
reading this channel

Which topics are you interested in?
You'll get trending articles you can share with your network

Leadership &
Management
17,133,673 people
reading this channel

Marketing &
Advertising
8,863,146 people reading
this channel

l

--4-;:"—’-;,—#-.

Entrepreneurship
10813443 people

Economy
9,508,326 people reading
this channel

Professional
Y omen

Skip

Which topics are you interested in?
You'll get trending articles you can share with your network

Marketing &
Advertising
8,863,146 people reading
this channel

e ©
Ny

[

e T Ut

Social Media
10 494 818 people

Entrepreneurship
10 813 443 people

vww.allitebooks.cond

Economy
9,508,326 people reading
this channel

Skip

Banking & Finance
5,261,925 people reading
this channel

Technology
13 404 100 people

Follow 5 channels

Banking & Finance
5,261,925 people reading
this channel

Technology
13 404 100 people

Follow 5 channels
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m

in

Home

Profile My Network Jobs

Interests

qQ

Check now to see what may be hiding online about you. Make sure d

John Smith

ndependent Contractor at Smith Technologi

0 Add a photo

66 Share an update

‘Welcome, John!

p 3

See who you already know on LinkedIn

Password

Continue & Leam more

Trending in Leadership & Management

(4]

Add your education 1o get found up to
more

¥ Upload a photo

Following -

Tx

3d

Advanced L ™

Messaging is new and improved!
Conversations on LinkedIn just got easier

»
-

You The Cydio Group

John, get the latest on
News

he Cydio Group Jobs,
morel

+ Follow

About Help Feedba]
Linked([[) Linke

Privacy & Terms «
In Corp. © 2016

FIGURE 2-13: 1 R
1 Signs An Employee Is About To Leave
Follow the QuIT ¢ ploye
JOB! § James Caan CBE onLinkedin - Atthis time of year a lot of
LinkedIn prompts " &\ people are considering big changes in their lives, especially
f = 26 |\ when it comes down to their career. They've spent the firs
or more
information Like + Comment - Shars - o 4845 BB852

Follow prompts like this to
learn more about LinkedIn.

10.

LinkedIn provides you with a long series of prompts to help you build your
profile.

You will see a blue prompt box at the top of your LinkedIn profile page (as
shown in Figure 2-14) asking you for information to help complete your
profile. You will see prompts for areas such as your skills, educational
background, past employers, and current job details.

Fill in information for each prompt and click the Save button to advance in
the process. You can always click Skip to move along the process and save
those tasks for later.

Once you've gone through the series of prompts, you will see your profile
page, as shown in Figure 2-15. From here, you can decide what to update
next. | go into more detail in Chapter 3 about the main sections you can
update on your profile.
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Add a few skills you have: Profile Strength
You have a unique combination of skills - let people know.

Sales Marketing % Engineering IT Operations %

Beginner

m m Done adding skills
Southern California IT Jobs

The Cydio Group

o >
John Smith > Q)
Independent Contractor at Smith Technologies Inc .

Schenectady, New York | Think Tanks You The Cydio Group
Add Experience John, get the latest on The Cydio Group Jobs,
Add Education @ News & more!

FIGURE 2-14:
LinkedIn prompts o
you to complete connections

your profile. Who's Viewed Your Profile |

@ Add a background photo

John Smith Profile Strength

Independent Contractor at Smith Technologies Inc

Schenectady, New York | Think Tanks
Beginner
Curre: Smith Technologies Inc, McDanald's Corporation -—w

ducati New York University

- ‘0 Southem California IT Jobs

The Cydio Group
in] https:/www. linkedin. com/in/jjohn-smith-504839114 m Contact Info
: k‘_‘
[Add a section to your profile — be discovered for your next career step.
You The Cydio Group

Photo A Education
V 4 Memb: t 0ol on the John, get the latest on The Cydio Group Jobs,
more profile re profile views News & morel

FIGURE 2-15: v Viewhors ™ Who's Viewed Your Profile
Continue to work It doesn't look like anyone’s viewed you yet
on yOUI' prof”e. Let's change that

Add photo Add school

If you want to take a break to check your e-mail, you’ll find a nice Welcome to
LinkedIn! message there, as shown in Figure 2-16, assuring you that you’re now a
registered LinkedIn user once you created your account. The e-mail encourages
you to take advantage of the world’s largest professional network by offering links
that help you “Stay connected, be discovered, and get inspired” on the website.
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Troy,

Welcome to the world's largest professional network.

Get started

+& Stay connected

See who you already know on Linkedln,

E Be discovered

Tell your professional story and be found for opportunities.

m Get inspired
Faollow LinkedIn Influencers for insights you won't find anywhere else

Thanks for joining!
The Linkedin Team

FIG U RE 2-1 6: [This iz &n occasional email to heln yvou get the most out of Linkedin, Unsubscribe
L' k d | 7 [This email weas irtended for Troy Benton (--). Learn why we included this.
Inkedin’s | vou need assistance of have guestions, please contact Linkedin Customer Service
welcome & 201 5 Linkedin Corparation, 2029 Stierin Court, Mountain Yiews G4 94043, Linkedin and the Linkedin logo are registered
rademarks of Linkedin
message.

Starting to Build Your Network

You’re ready to look at how to build your network, with tools and forms provided
by LinkedIn. Your first step is to decide who you want to invite to connect with you
on LinkedIn.

Be sure to completely fill out your profile before you start inviting people to con-
nect. Having a complete profile makes it easier to find former colleagues and
classmates. After all, if you invite someone to connect who you haven’t spoken to
recently, he’ll probably take a quick look at your profile before responding. If he
doesn’t see a part of your professional history where he knows you, he will most
likely ignore your invitation.

Your best bet now is to start using LinkedIn with some thought and planning.
Here are some common pitfalls after signing up:

¥ You feel compelled to start inviting friends and colleagues to connect with you
right away, before working on your profile.

¥ You get nervous and decide not to invite anybody beyond one or two close
friends or family members.

3 You wonder about the value of LinkedIn (or get busy with your career and
daily activities) and leave your account alone for a long period of time with no
activity.
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Add connections
to your network.
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I’ve seen all three scenarios occur with various people who have joined LinkedIn,
so don’t feel bad if one of these is your natural reaction.

When you want to start using LinkedIn, begin by navigating to the home page and
clicking Sign In. You are asked for your e-mail address and LinkedIn password,
which you provided when you joined the site. After you are logged in, you can
access any of the functions from the top navigation bar.

Next, start thinking about who you’d like to invite to join your network (see
Figure 2-17). LinkedIn provides some neat tools to help you identify, in your
existing networks, people you know and trust well enough to feel confident about
inviting them and expecting that they will accept.

E See who you already know on Linkedin e

Get started by adding your email address or choosing
a service provider YAHOO! M

Email

Yahoo! Mail Gmail

z
G- @

We'll import your address book to suggest connections and help you
manage your contacts. Learn more Hotmail AOL

i

Other Email Invite by email
Find more connections like Aditya, Philip and Michael

FIGURE 2-17:

Import file

The Add Connections section of LinkedIn is always available by clicking the
Network link from the top of any LinkedIn page, and then clicking the Add Con-
nections link from the drop-down list that appears. The Add Connections section
incorporates some basic options to identify and grow your network:

¥ Check the address book for your web-based e-mail system, like Yahoo! Mail,
Gmail, Hotmail, and AOL.

¥ Check your address book for contacts to invite with options for systems like
Microsoft Outlook and Apple’s Mail app by importing your desktop e-mail
contacts with the link provided.

¥ Upload contact files from other applications.

PART 1 Linkedin Basics



¥ Invite people to connect by their e-mail address. (By specifying people’s
individual e-mail addresses, you can decide who you want to invite without
sending a blind invitation to everyone in your address book.)

I cover these techniques in greater detail in Chapter 6. I recommend that you first
spend a little time thinking about who you want to invite. Then focus on setting
up your profile, and then invite people to connect.

PRIVACY CONFIDENTIAL

When you give LinkedIn access to your existing contact lists (such as on Gmail or Yahoo!
Mail), rest assured that LinkedIn respects your privacy. LinkedIn is a licensee of the
TRUSTe Privacy Program. In its Privacy Policy, LinkedIn declares its adherence to the
following key privacy principles:

® LinkedIn will never rent or sell your personally identifiable information to third
parties for marketing purposes.

® LinkedIn will never share your contact information with another user without your
consent.

® Any sensitive information that you provide will be secured with all industry stan-
dard protocols and technology.
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IN THIS CHAPTER

Crafting your summary information

Updating your contact settings and
adding information to your profile

Adding a position to your profile

Including your education
information in your profile

Viewing your profile

Completing Your
Profile

REMEMBER

fter you register with LinkedIn and work to build your network by looking

outward, it’s time to look inward by focusing on your profile. Think of your

LinkedIn profile as your personal home page to the professional world:
This profile exists to give anyone a complete picture of your background, qualifi-
cations, and skills as well as paint a picture of who you are beyond the numbers
and bullet points.

In this chapter, I walk you through all the different sections of your profile and
explain how to update them and put the right information in a concise and appeal -
ing manner. I take you through adding information at each stage so you can
update your profile now or down the road (say, when you finish that amazing
project or get that spiffy promotion you’ve been working toward).

At any time, you can go to https://www.1linkedin.com and click the Profile link
in the top navigation bar to access your LinkedIn profile to view or make changes.
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Adding Your Summary and Basic
Information to LinkedIn

L4

Your LinkedIn profile Summary section, which appears in the top third of your
profile, should give any reader a quick idea of who you are, what you’ve accom-
plished, and most importantly, what you’re looking for on LinkedIn. Some people
think of their summary as their “elevator pitch,” or their 30-second introduction
of themselves that they tell to any new contact. Other people think of their sum-
mary as simply their resume summary, which gives a high-level overview of their
experience and job goals. Each summary is as individual as the person writing it,
but there are right ways and wrong ways to prepare and update your summary.
You should always keep in mind what your professional or career goals are, and
what kind of image, or brand, you are trying to portray in support of those goals,
because those goals should give you direction on how to write your summary.

In order to keep your Summary easy to read so it can be digested quickly, you
could divide the Summary section into two distinct parts:

3 Your professional experience and goals: This is typically a one-paragraph
summary of your current and past accomplishments and future goals. See the
next section, “Writing your summary first,” for more on how to construct the
right paragraph for this part.

3 Your specialties in your industry of expertise: This is a list of your specific
skills and talents. It is separate from your professional experience in that this
section allows you to list specific job skills (for example, contract negotiation
or writing HTML software code) as opposed to the daily responsibilities or
accomplishments from your job that you would list in the professional
experience and goals paragraph. This not only gives readers a precise
understanding of your skill set, but it also gives search engines a keyword-rich
list to associate with you, and it's at the top of your profile.

Other core elements of your LinkedIn profile are stored in the Basic Information
section. Be sure to polish these elements so they reflect well on you:

3 Your name: Believe it or not, defining your name properly can positively or
negatively affect your LinkedIn activity. Because people are searching for you
to connect to you, it's important that LinkedIn knows any sort of variations,
nicknames, maiden names, or former names that you may have held, so be
sure you correctly fill in your First, Last, and Former/Maiden name fields. Also,
LinkedIn allows you to choose a display name of your first name and last
initial, in case you want to keep your name private from the larger LinkedIn
community outside of your connections.
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You can also include your middle name in the First Name field, which is highly
recommended if you have a common name (for example, John Smith) so
people can find the “right you” when searching.

3 Your professional headline: Think of this as your job title. It is limited to 120
characters and displayed below your name on LinkedIn, in search results, in
connections lists, and on your profile. Therefore, you want a headline that
grabs people's attention. Some people put their job titles; other people add
some colorful adjectives and include two or three different professions. For
example, | use “Author, LinkedIn for Dummies; Co-Promoter, So Cal Comic
Con” indicating two of my main professions. Your headline changes only when
you update the headline field, so if you add a new position to your profile,
your headline doesn't update to show that addition. You have to decide what
changes are worth reflecting in your headline.

Don't overload your headline with too many titles, keywords, or unrelated job
skills. Although the headline does not have to be a complete sentence, it
should read well and make sense. You're not scoring points with a Google
search here — that's what your entire profile is for.

3 Your primary location and industry of experience: As location becomes a
more important element when networking online, LinkedIn wants to know
your main location (in other words, where you hang your hat . . . if you wear a
hat) so it can help identify connections close to you. Then, LinkedIn provides
a list of industries you can choose from to indicate your main industry
affiliation.

Writing your summary first

Before you update your summary on LinkedIn, I advise writing it out, using a
program like Microsoft Word so that you can easily copy and paste it. This allows
you to organize your thoughts, decide the right order of your statements, and pick
and choose the most important statements to put in your summary.

Of course, the goals of your summary should be the same as your goals for using
LinkedIn. After all, your summary is the starting point for most people when they
read your profile. As you write your summary, keep these points in mind:

3 Be concise. Remember, this is a summary, not a 300-page memoir of your
life. Most summaries are one paragraph long, with a separate paragraph to
list your skills and/or specialties. Give the highlights of what you've done and
are planning to do. Save the detailed information for when you add your
individual employment positions to your profile.
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3 Pick three to five of your most important accomplishments. Your profile
can have lots of detail regarding your jobs, skill sets, education, and honors,
but your summary needs to reflect the three to five items throughout your
career that you most want people to know. Think of it this way: If someone
were introducing you to another person, what would you want this new
person to know about you right away?

Depending on your goals for LinkedIn, the accomplishments you put in your

summary might not be your biggest accomplishments overall. For example, if

you're trying to use LinkedIn to get a new job, your summary should include
REMEMBER accomplishments that matter most to an employer in your desired field.

3 Organize your summary in a “who, what, goals” format. Typically, the first
sentence of your summary should be a statement of who you are currently,
meaning your current profession or status; for example, “Software project
manager with extensive experience in Fortune 500 firms.” The next few
sentences should focus on what you've done so far in your career, and the
end of your summary should focus on your goals.

3 Use the right keywords in your summary. Keywords are especially
important if you're looking for a new job or hoping to pick up some consulting
work. Although you should use a few keywords in your professional experi-
ence paragraph, you should really use all the appropriate keywords for skills
you've acquired when you write the Specialties section of your summary.
Potential employers scan that section looking for the right qualifications first,
before making any contact. If you're unsure what keywords are the most
important, scan the profiles of people in your industry, see what articles they
are posting, or look at job opportunity postings in your field to see what
employers want when they hire personnel with your title.

3 Be honest with your specialties, but don’t be shy. Your Specialties section
is your opportunity to list any skill or trade you feel you've learned and
demonstrated with some ability. Some people stuff their Summary section
with the buzzworthy skills for their industry (even if the person doesn't know
those skills at all) in hopes of catching a potential employer’s eye. Typically,

a prospective employer can detect this resume skill padding during the
interview phase, which wastes everybody’s time. Conversely, however, some
people don't list a skill here unless they feel they're an expert at it. You should
list any skill or specialty that you believe puts you above the level of a novice
or pure beginner.

If you need help coming up with your various summary sections, click the Show
@ Examples link below each section header to see examples provided by LinkedIn, or
you can view profiles of other people in similar industries. Reach out to your

TIP LinkedIn network or find people in your industry or field for help.
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FIGURE 3-1:
Bring up your
LinkedIn profile
page.

Updating your LinkedIn profile’s Summary
and Basic Information sections

When you have an idea of what you want to put in your profile’s Summary and
Basic Information sections, it’s time to go into LinkedIn and plug that data into
the correct fields. When you’re ready, follow these steps:

1. Goto Linkedin and login:

www . linkedin.com/secure/login

2. Hover your mouse over the Profile link in the top navigation bar, and then
click Edit Profile from the drop-down list that appears.

You're taken to the profile page, as shown in Figure 3-1. When you hover your
mouse over the sections of the profile page, you will see little pencil icons (such
as the ones in Figure 3-1) that, when clicked, allow you to edit that section.

3 =PREMIUM # Profile Strength
Joel Elad .
. . All-Star
Author, LinkedIn for Dummies; Co-Promoter, So Cal 4
Comic Con
Greater San Diego Area | Information Technology and Services #
;- R Current So Cal Comic Con, Waterside Productions, s
Loe- 1B NewComix.Com
Previous Net2Auction, Top Cow Productions, IBM Global Services #
Change photo Grow Your Career By Following
Education  University of California, Irvine - The Paul Merage School  # B .
e Think Finance
View profile as R H : t h ' n k
_ ) You Think Finance
[ https:/fwwwr linkedin.com/in/joelelad Bm Contact Info

Joel, get the latest on Think Finance Jobs, News &

IAdd a section to your profile — be discovered for your next career step. morel

Add volunteering experience Add volunteering opportunities Your profile has been viewed by 5
people in the past 7 days.

)

one

Volunteering Experience n Volunteering Opportunities

Who's Viewed Your Profile

~  View More - 3 0 Your rank for profile views improved
by 30% in the past 30 days

3. Click the Edit link (that looks like a pencil) next to your name to
update your name.

You now see the Edit Your Profile Name box, as shown in Figure 3-2.

CHAPTER 3 Completing Your Profile 47



FIGURE 3-2:

Define your name
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on LinkedIn.
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In the Edit Your Profile Name box, double-check your name and add any
maiden or former name in the text box provided. Decide whether you
want your former/maiden names visible to just your connections, your
extended network, or everyone on LinkedIn. When you're done, click the
blue Save button.

You can click the down arrow next to the Former Name box and enter a former
or maiden name. Then choose an option for who will see this former name: My
Connections, My Network, or Everyone.

Click the Edit link next to your headline to enter your professional headline
(your main job title).

You can put any job title here, but make sure it conveys your main role as you
want others to see it. (See the previous sections for what to include in your
headline.) When you're done, click the blue Save button.

Click the Edit link next to your Location and Industry line to update your
location and select the industry you most associate with your career.

You can choose from more than 140 designations, so take a few moments to
scan the list. Note that some of the industries listed are more specific than
others. You want to pick the best match possible. For example, if you create
custom graphics for websites, you could select Internet as your industry, but an
even better choice would be Online Media.

Scroll down to the Summary section and click the Add Summary link
below the Summary section header.

You see the Summary page, as shown in Figure 3-3.

In the Summary text box, enter a paragraph or two that sums you up
professionally (as discussed in the previous section).

You're limited to 2,000 characters, but keep your text concise and focused.
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FIGURE 3-3:
Update your
profile’s Summary
section here.
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o 3

Summary
Technical Trainer, Intemet and eBay guru with a software development backgrolind and a yearn for
Entrepreneurship. Close to 20 years experience selling on eBay and teaching others about
technology, six years experience with software project management as well as software
development in languages like C, C++, and Java. Author of Linkedin for Dummies & Web Stores
Do It Yourself for Dummies. Co-author of 5 books, including Starting an Online Business All-in-Cne
Desk Reference for Dummies, Facebook Advertising for Dummies, & Starting an iPhone
Application Business for Dummies. Excellent public speaker and an Educational Specialist Trained
by eBay. Former Lead instructor of eBay classes at the Learning Annex in NYC, Los Angeles, and
San Diego. Consultant to small businesses and enfrepreneurs on matters of eBay and e-commerce.

Specialties: Selling on eBay, technical training, technical writing, building websites, Selling on

m Cancel

9. In the same box, enter your skills and/or specialties as a separate list, as
shown in Figure 3-3.

Separate each item with a comma and don't put any punctuation after the last
item in your list. You don't need to press Enter/Return between skills.

10. click the blue Save button to save your summary.

You're taken back to your profile page. Next, you need to update the Contact
Info and Additional Information sections of your LinkedIn profile.

You’ve now covered the core of your LinkedIn profile. In the next sections, you
find out about the other essential elements to include in your profile, namely
your contact and additional information, plus your current/past experience and
education.

THE $5,000 PROFILE UPDATE

| have a great example of why you should update your profile. Jefre Outlaw’s LinkedIn
profile says that he's a “portfolio entrepreneur.” His profile doesn’t mention, however,
that he spent more than 25 years as a real estate investor and developer, nor that he
obtained his own real estate license and joined his cousin Blake’s agency, Outlaw Realty.
He realized a golden opportunity was available to him through LinkedIn.

Outlaw was interviewed for the Linked Intelligence blog (www. 1inkedintelligence.
com/the-5000-profile-update). “At first | completely forgot about updating my
LinkedIn profile,” he said. “But | got a request to forward an introduction, and it reminded

me that | should probably go update my profile to include my new gig as a Realtor.”

This turned out to be a valuable update for Outlaw.

(continued)
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(continued)

Several weeks later, someone from his extended network was using LinkedIn to search
for Realtors and saw Outlaw's profile. This person contacted Outlaw about listing a
home for sale. Well, the potential client signed up with Outlaw's agency, which was able
to sell the house quickly for $170,000. When you do the math, $170,000 home x 3%
commission = about $5,000 to the brokerage.

As Outlaw relayed his experience to Linked Intelligence, he wanted his story to be clear.
“Let's not overstate what happened,” said Outlaw. “Being on LinkedIn didn't get me the
business. We [Outlaw's real estate agency] were one of several Realtors the client talked
to, and | brought in my cousin, who's a great closer and more experienced than |, to
meet with the client. But the fact that | was on [LinkedIn], that my profile was up to date,
that | have over 20 really good recommendations on my profile — all that put us on the
short list.”

The moral of the story is simple. Keep your profile up to date on everything you're
doing. If your profile isn't up to date, plan to update it right away — you may never
know what opportunities you're missing by ignoring your profile.

Completing the Contact Info and
Additional Information for Your Profile

50

Whenever you meet someone, the most common questions you ask are, “So, what do
you do?” and “Where did you go to school?” However, there’s more to you than your
jobs and education, and LinkedIn has two sections, Contact Info and Additional
Information, to tie your LinkedIn profile to your other Internet and real-life iden-
tities. (Some of these sections, like Interests, Groups, and Associations, are farther
down the page, so you will need to scroll down to see them.)

These sections allow you to provide lots of information in these areas:

¥ Twitter: You can link your Twitter and LinkedIn accounts so that your Twitter
updates show up on your LinkedIn profile, and your LinkedIn network activity
can be tweeted to your Twitter followers automatically.

3 WecChat: As LinkedIn increases its global membership, it's added integration
with WeChat, the world's fastest-growing “social app” that has a platform
integrating various messaging, gaming, and social features. When you link
your WeChat account with LinkedIn, you will be able to see which of your
LinkedIn connections are currently on WeChat.
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Websites: LinkedIn allows you to add up to three different website links,
which point from your LinkedIn profile to whatever website(s) you designate,
such as your personal website, your company website, a blog, an RSS feed, or
any other promotional mechanisms you use online.

Adding a link from your LinkedIn profile to your other websites helps boost
search engine rankings for those pages. Those rankings are partially
determined by the quantity and quality of web pages that link to them, and
LinkedIn is a high-quality site as far as the search engines are concerned.

You must make your profile public to receive these benefits. You can find out
more about your public setting later in the chapter, in the section “Setting
your profile URL and public view.”

Interests: Highlight your extracurricular activities to allow potential contacts
to see what they have in common with you (for example, favorite hobbies or
sports) and give potential employers a glimpse into what else interests you
outside of a job.

Organizations: lllustrate what organizations you belong to and what formal
activities you do in your spare time. Many people use this section to highlight

charity work, networking groups they belong to, or affiliations with religious or

political groups.

Although completing these sections is optional, a strong, well-rounded profile
usually helps you in your career or networking goals because it gives you more
opportunities to connect with someone (“Hey, Joel’s a big travel fan. So am 1!””) or
allows people to identify with your situation.

When you’re ready to update the rest of the information on your profile, follow
these steps:

1.

2.

Go to LinkedIn and log in. Hover your mouse over the Profile link in the
top navigation bar, then click Edit Profile from the drop-down list
that appears.

On your profile page, click the Contact Info link at the bottom right of the
section containing your profile picture, name, and headline, in order to
expand that section.

You see an Expanded contact information section, as shown in Figure 3-4,
where you can update your contact information, including e-mail, phone,
IM, and physical address. Click the Edit link (the pencil icon) to add the
appropriate information.

If you want to update your Twitter setting, click the Edit link next to the Twitter
header to bring up the Twitter Settings page, as shown in Figure 3-5, to add or
edit your Twitter account that's connected with LinkedIn.
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FIGURE 3-4:
Update your
contact informa-
tion here.

FIGURE 3-5:

This page is
where you define
your Twitter
account to be
referenced.
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Need help?

Updating your Twitter setting will take you to your Account & Settings page, so

when you're done, you'll need to press the back button on your web browser
or repeat Steps 1 and 2 to go back to editing your Contact Info section.

3. Under Websites, in the drop-down lists on the left, select short descriptions

for the sites you intend to display.

You can pick from the predefined list of descriptions (My Company, My
Website, and so on). Or, you can pick Other, as shown in Figure 3-6; in the

blank text box that appears, type in a brief custom description for your website

link (such as My E-Commerce Site or the name of your activity).
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FIGURE 3-6:

You can give
custom names to
your website
links.
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This description appears as a link on your profile — the reader doesn't see the
site’s URL.

Search engines look at the text used in these links when calculating rankings.
So if there are certain keywords you want to include that will rank your site
higher, include them in the link text. For example, you might want to say
“Springfield Toastmasters” rather than “My Toastmasters Club.”

Still in the Websites section, in the text boxes to the right, enter the URLs
of the websites you want to list on your profile, corresponding to the
correct descriptions on the left. Click the blue Save button when you

are done.

You can add up to three URLs to your LinkedIn profile, so use them wisely.

This might seem obvious, but, well, people are going to be able to click those
links and check out your websites. Sure, that's the point, but do you remember
that hilarious yet embarrassing picture of yourself you added to your personal
site, or that tirade you posted in your blog about a co-worker or a tough
project? Before you link to a site from your LinkedIn profile, scour it to make
sure you won't end up scaring off or offending your contacts.

Scroll down your profile until you get to the Additional Info section, as shown
in Figure 3-7. Click the Edit link to complete the Interests text box. When
you're done, click the Save button.
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FIGURE 3-7:
Edit your
interests and
additional
organizations
here.
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Interests

Teaching, Internet, comic books, comic cons, domestic and intemational travel, eBay, movies, TV
shows, Texas Hold 'Em and 7 Card Stud Poker

UCLA Alumni Association, eBay Voices of the Community, UC Irvine GSM Alumni Group, The Hero
Initiative, Congregation Beth Israel Men's Club

Add organization

Freelance Writer
Waterside Productions

Use this section to tell the world a little more about you besides your jobs and
education. Make sure to separate each interest with a comma.

You probably want to omit any interests that a potential employer wouldn't like
to see. For example, if you work in the entertainment industry, talking about
how you love to download pirated movies will not make any hiring manager
happy. Talk instead about how you love to watch licensed content from
approved sources like Netflix or Hulu!

6.  scroll down and click the Edit link next to Organizations to fill in your other
groups and associations. (These are non-LinkedIn groups.)

Here you can list your groups not listed under any school, such as any charity
groups, religious organizations, alumni associations, and rotary clubs.

7. Cclick the Save button.

This step updates your Additional Info section in your profile.
LinkedIn is continuing to add lots of exciting sections for you to use to highlight
all of your achievements and skills. If you edit your profile, you see a list of recom-

mended sections you can add to your profile, as shown in Figure 3-8. Simply click
each section and fill in the appropriate information.
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FIGURE 3-8:

See what other
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can add to your
LinkedIn profile.

[Add a section to your profile — be discovered for your next career step
n Volunteering Experience n Volunteering Opportunities
Add volunteering experience Add volunteering opportunities
Organizations Honors & Awards
Add organizations Add honors & awards
Test Scores Courses
Add test scores Add courses
Patents Causes you care about
H
Add patents Add causes
n Supported Organizations m Projects

Adding a Position to Your Linkedin Profile

One of the most important aspects of your LinkedIn profile is the list of positions
you’ve held over the years, including your current job. This list is especially
important if you’re using LinkedIn to find a new or different career or to recon-
nect with past colleagues. Hiring managers want to see your complete history to
know what skills you offer, and past colleagues can’t find you as easily through
LinkedIn if the job they knew you from isn’t on your profile. Therefore, it’s critical
to make sure you have all the positions posted on your profile with the correct
information, as long as that fits with the brand or image you want to portray to
the professional world.

For a company in LinkedIn’s directory, you need to fill in the following fields:

¥ Company name (and display name, if your company goes by more
than one name)

¥ Your job title while working for the company
¥ The time period you worked for the company

¥ Description of your job duties
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FIGURE 3-9:
Start at your
Experience
section within
your profile.

If your company is not listed in LinkedIn’s directory, you need to fill in the industry
and website for the company when you’re adding your position to your LinkedIn
profile.

Use your resume when completing this section, because most resumes include all
or most of the information required.

To add a position to your LinkedIn profile, follow these steps:

1. Goto Linkedin and log in. Hover your mouse over the Profile link in the
top navigation bar, then click Edit Profile from the drop-down list
that appears.

This step takes you to your profile page. Scroll down your profile until you see
the Experience header, shown in Figure 3-9.

Technical Trainer, Internet and eBay guru with a software development background and a yearn for
Entrepreneurship. Seventeen years experience selling on eBay and teaching others about
technology, six years experience with software project management as well as software
development in languages like C, C++, and Java. Author of Linkedin for Dummies & Web Stores Do
It Yourself for Dummies....

Advanced Internet Business Strategies Ebaynyc2007

'

Freelance Writer
Waterside Productions
2004 — Present (11 years)
Add Location

Add Description

Add Position button
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2.

Click the Add Position button to the right of the Experience header.
(Depending on your web browser, the button may not be visible until you
hover your mouse over the Experience header.)

You see an expanded Experience section with all the necessary text boxes, as
shown in Figure 3-10.

Company Name *

+ Add position b

Title *

Location

Time Period *

[Choose.. ~| Year  —[Choose.. “]| Year
(] currently work here

Description

See examples

m Cance'

3.

In the text boxes provided, enter the information about your position,
including company, title, location, time period, and job description.

When you type in your company name, LinkedIn checks that name against its
Company pages of thousands of companies from its records, and you see
suggested company names while you type. (An example is shown in Figure 3-11.)
If you see your company name in that list, click the name, and LinkedIn
automatically fills in all the company detail information for you.

After entering the company name, enter your title, job location, the time period
when you worked there, and a description of your position.

Click the Save button.

This adds the newly entered position into your profile, and you're taken back to
your profile page.

Repeat Steps 2-4 for any additional position you want to enter.
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FIGURE 3-11:
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Description
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m Cancel

To edit a position you already listed, click the Edit link next to that record in the
Experience section instead of clicking the Add Position button. In addition, if you
click and hold the Up/Down arrow at the top of any section, you can rearrange its
position within your profile.

The Experience section isn’t just for paid full-time employment. You can add
position information for any contract work, nonprofit volunteer assignments,
board of director membership, or other valid work experience that added to your
skill set. If you’ve written a book, maintain a blog, or have a regular magazine
column, you might want to list that as a separate position.

If you have most of the information that LinkedIn asks for a given position but
you’re missing a few details in the description, go ahead and add what you have.
(You must provide a job title, company, and time period to save the position in
your profile.) You can fill in any missing information later. In addition, if you
make your profile public (as discussed later in “Setting your profile URL and pub-
lic view”), make sure any position information you enter is something you don’t
mind the whole world — including past employers — seeing on your profile.

Reporting Your Education on Your Profile

After you document your past and current jobs, it’s time to move on to the next

part of your profile: education. After all, besides at your jobs, where else are you
going to meet and stay in touch with so many people? At school, of course! Your

58 PART 1 Linkedin Basics



©

REMEMBER

Education section says a lot about you, especially to potential employers and to
former schoolmates who are looking to reconnect with you.

When you signed up with LinkedIn, you might have been asked to provide your
basic education information. Maybe you have more than one school to list, or per-
haps you didn’t create a full listing for the schools you put down upon registra-
tion. In either case, you can go back to make sure that your profile is up to date
and lists all your education.

Some people ask how much education to list on their profiles. Although you could
theoretically go all the way back to preschool or kindergarten, most people start
with high school or undergraduate college. This is up to you, but keep in mind that
the more items you list, the greater the opportunity that your past schoolmates
can locate and contact you.

This section isn’t limited to high school, undergraduate, and post-graduate
education. You should also list any vocational education, certification courses, and
any other stint at an educational institution that matters to your career or personal
direction.

When you’re ready to update or add your education information, follow these steps:

1. Goto Linkedin and log in. Hover your mouse over the Profile link in the
top navigation bar, then click Edit Profile from the drop-down list
that appears.

2. Scroll down your profile until you see the Education header. Click the Add
Education link.

You see an expanded Education section with all the necessary text boxes, as
shown in Figure 3-12.

3. Inthe School text box, start entering the school name you wish to add to
your profile.

As you're typing, LinkedIn displays a drop-down list of schools, as shown in
Figure 3-13.

4. Look through the alphabetized list to find your school and select it. If your
school name doesn’t appear, just finish typing the name of your school in the
text box.
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Dates Attended

= Or expected graduation year

Degree

Field of Study
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Activities and Societies

Examples: Alpha Phi Omega, Chamber Chorale, Debate Team
Description
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+ Add education 3

School *
| University of San Di| x

University of San Diego
Greater San Diego Area

University of San Diego School of Law
Greater San Diego Area

University of San Diego School of Business
Greater San Diego Area

Universily of San Diego School of Leadership and
Education Sciences
Greater San Diego Area

University of San Diego College of Arts and Sciences
Grealer San Diego Area

| University of San Diego Joan B. Kroc School of Peace
Studies
Grealer San Diego Area
University of San Diego: Professional and Continuing
Education
1 Greater San Diego Area

. 1 University of San Diego College of Arts and Sciences
FIGURE 3-13: Unied Sies on Drege Colleg

W University of California, San Diego
Greater San Diego Area

Pick your school

from the IISt University of California, San Diego - The Rady School
provided, or ST e
continue typing RO
the name of your BEa o
school.

5. Complete the degree information about your education.

This includes filling in your degree type, fields of study (if applicable), grade you
received (optional), and the years you attended this institution. For your degree
type, you can either provide an abbreviation (BS, BA, and so on) or write the
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entire degree name (Masters of Science, Doctorate, and so on). The Field of
Study text box is optional, but if you had a specific major or emphasis, this
is where to put that information. Finally, for dates attended, if you're still
attending this institution, simply fill in your expected graduation date. If you
are an older worker and concerned about age discrimination, you can leave
the dates of attendance blank; this is optional information.

6. Scroll down to the Activities and Societies text box and fill it in.

Enter any extracurricular activities you participated in while attending this
school. Also list any clubs or organizations you belonged to (including any
officer positions you held in those clubs) and any societies you joined or were
given membership to, such as honor societies, fraternities, or sororities. Be
sure to separate each activity with a comma.

Decide if listing these activities will support or enhance your overall
professional goals and brand image. Make sure to list any activities, like current

o alumni organization activities, that apply to your situation today.

7. scroll down to the Description text box and enter any additional information
about your education experience.

Enter any awards or honors received from this school, as well as any special
events or experiences that didn't fit in the Activities and Societies box, such as
studying abroad, events you organized, or committees that you served on at
this school.

You can separate each item with a period if you want.

8. When you're done entering information, scroll down and click the
Save button.

This step adds the newly entered education listing into your profile, and you're
taken back to your profile page.

0. Repeat Steps 2-8 for any additional education listings you want to enter.

To edit an existing education record, click the Edit link next to that record in the
Education section, instead of the Add Education link.

REMEMBER

Reviewing Your LinkedIn Profile

After you go through the various sections of your LinkedIn profile and add the
critical information, review your profile to make sure it appears exactly the way
you want other people to see it, as well as decide how much information is visible
to the public and what others on LinkedIn can contact you about.
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Viewing your profile as others see it

While you’re updating your LinkedIn profile, take a minute to view your profile to
see how it is displayed on the computer screen when anyone clicks to view it. The
easiest way is to click the Profile link from the top navigation bar to see your pro-
file, and then click the View Profile As button underneath your photo. It’ll bring up
your profile page as your Connections see it, as shown in Figure 3-14. You can
click the arrows next to Connections, at the end of the sentence “This is what your
profile looks like to Connections” near the top of the screen, to see how the public
will view your profile as well. When you’re done, click the Return to Your Profile
button at the top right of the screen.

Setting your profile URL and public view

After you fully update your LinkedIn profile, your next goal is probably to share it
with the entire world, not just your LinkedIn network. The best way to accomplish
this is to set up your profile so that your full profile is available for public viewing.

Click the arrows to change your
view to what the public sees.

his is what your profile looks like to [ Connemims@ ] Return to your profile

Connections

Public

Joel Elad 12 = PREMIUM
Author, LinkedIn for Dummies; Co-Promoter, So Cal Comic Con
Greater San Diego Area | Information Technology and Services

urrent So Cal Comic Con, Waterside Productions, NewComix.Com
5 Net2Auction, Top Cow Productions, IBM Global Services
on  University of California, Irvine - The Paul Merage School of Business

Send a message | -

M@ hitps:fwww linkedin.comnjoelelad Pm Contact Info

Background B
Let Disney bring your perfect meeting to lifel

E& Summary g : @fm
2

Technical Trainer, Internet and eBay guru with a software development background and a yearn for

Entrepreneurship. Close to 20 years experience selling on eBay and teaching others about technolagy o= isuevbecting
six years experience with software project management as well as software development in languages B ~
like C, C++, and Java. Author of Linkedin for Dummies & Web Stores Do It Yourself for Dummies. Co- Disney's Coronado Springs® Resort offers
author of 5 books, including Starfing an Online Business All-in-One Desk Reference for Dummies, something for everyone
Facebook Advertising for Dummies, & Starfing an iPhone Application Business for Dummies. Excellent
public speaker and an Educational Specialist Trained by eBay. Former Lead instructor of eBay classes at
FIGURE 3-14: the Learning Annex in NYC, Los Angeles, and San Diego. Consultant to small businesses and
. entrepreneurs on matters of eBay and e-commerce. Ad
View your

Lin ked In profi Ie Specialties: Selling on eBay, technical fraining, technical writing, building websites, Selling on People Also Viewed
Amazon.com, giving lectures, teaching seminars, writing books, software development, software testing,

as others see it. software design, software mai 3 phere, SQL, Java. &N  Brends Bomnstein
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FIGURE 3-15:
Edit your LinkedIn
profile settings.

Setting your profile to full public view gives you several advantages:

3 Anyone looking for you has a better chance of finding you because of the
increased information tied to your name.

3 When you make your profile public, it gets indexed in both the Google and
Yahoo! search databases. This makes your online identity accessible and
controlled by your access to Linkedin.

¥ You give increased exposure to any companies, projects, or initiatives that
you're working on by having that credit published on your LinkedIn profile.

When you’re ready to set your profile to Public, follow these steps:

1. Goto Linkedin and log in. Hover your mouse over the Profile link in the
top navigation bar and click Edit Profile.

You arrive at your profile page. Below your photo, headline, and name, look for
your LinkedIn URL, as shown in Figure 3-15. (It's the web address endingin a
string of characters and numbers.)

Joel Elad

Authaor, LinkedIn for Dummies; Co-Promoter, So Cal
Comic Con

Greater San Diego Area | Information Technology and Services

So Cal Comic Con, Waterside Productions,
NewComix.Com
Met2Auction, Top Cow Productions, IBM Global Services

University of California, Irvine - The Paul Merage School
of Business

View profile as g 500+

hitps:/iwww_linkedin. comﬂn!saeadb@ B Contact Info

Click the cog to change your public profile URL.

2. Hover your mouse over the LinkedIn URL and click the cog next to your
LinkedIn URL to change your public profile URL.

This step takes you to the Public Profile settings page, as shown in Figure 3-16.
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FIGURE 3-16:
Create a custom
URL for your
LinkedIn profile.

WARNING

Public Profile

JOEI Elad 500+ Your public profile URL

Enhance your personal brand by creating a
11 people have recommended Joe custom URL for your LinkedIn public profile

+ Create your custom URL

Customize Your Public Profile

Control how you appear when people search for
you on Google, Yahoo!, Bing, etc.
Leam more »

% Make my public profile visible to no one
Make my public profile visible to everyone

Picture
Headline
Websites
Summary
Current Positions
Past Positions
Languages
Skills
Publications
Education

[ Recommendations
Interesis
Qrgani;

3. (Optional) To set a custom URL for your LinkedIn profile (www . 1inkedin.com/

in/yourtext), click Create Your Custom URL link and fill in the text box that
appears with the part of your custom URL that I refer to as yourtext.

For example, if you want your custom URL to be www. linkedin.com/in/
Jjoelelad, you would enter joelelad in the text box. You can type anywhere
between 5 and 30 numbers or letters, but don't include any spaces, symbols,
or special characters. When you're done, click the blue Save button to save
your changes.

Keep in mind it's much easier to point people to www . 1 inkedin.com/in/
joelelad/ thantowww.linkedin.com/in/5a6e4b/.

Keep your URL changes to a minimum (preferably, just set it once and leave it)
so that everyone knows how to get to your profile, especially search engines. (If
you change your custom URL later, the previous custom URL is no longer valid.)
Otherwise, you'll have different versions of your profile with different URLs in
different places on the Internet.
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4. scroll down the Customize Your Public Profile section on the page and
determine what parts of your LinkedIn profile you want available for
public viewing.

Pick which sections of your LinkedIn profile are public. To reveal a section on
your public profile, simply select the check box next to that section, as shown
in Figure 3-17. Your basic information is already selected for you by default, but
you can decide whether to add your education, positions, groups, or any other
indicated section. As you add sections, the preview of your profile page on the
left side of the page is updated.

5. Scroll down and click the blue Save button to save your changes.

After clicking the Save button, you will still be on the Public Profile page.
Therefore, when you are done making your changes, click any of the links in
the top navigation bar to go about your business.

If you want to promote your LinkedIn profile on other websites, like a blog, social
@ network, or personal website, you can create a special clickable LinkedIn icon
(called a public profile badge) that can be added to a website to direct people to
TIP your public LinkedIn profile. Just click the Create a Public Profile Badge link
underneath the Your Public Profile Badge section along the right side of the
screen.

Public Profile

Your public profile URL
Joel Elad 500+ publiep
Author, LinkedIn for Dummies; Co-Promoter, Enhance your personal brand by creating a
So Cal Comic Con custom URL for your Linkedin public profile
Greater San Diego Area | Information Technology and
Services www._linkedin.com/infjoelelad #

So Cal Comic Con, Waterside Productions,

NewComix.Com Customize Your Public Profil
Net2Auction, Top Cow Productions, IBM Global ustomize Your Public e
Services
University of California, Irvine - The Paul Merage Control how you appear when people search for
School of Business . you on Google, Yahool, Bing, etc.
11 people have recommended Joel Leam more »
JoelElad.Com
So Cal Comic Con Make my public profile visible to no one
HotComics Comic Book Sales @® Make my public profile visible to everyone
| Picture
~| Headline
Summary ~ Websites
FIGURE 3-17: ~ Summary
Decide what to Technical Trainer, Internet and eBay guru with a software development background and a yearn for | Current Positions
Entrepreneurship. Close to 20 years experience selling on eBay and teaching others about +| Details
add to your technology, six years experience with software project management as well as software  Past Positions
bl . k d development in languages like C, C++, and Java. Author of Linkedin for Dummies & Web Stores Do }
public LinkedIn It Yourself for Dummies. Co-author of & books, including Starting an Online Business All-in-One | Details
p rofi |e a nd the Desk Reference for Dummies, Facebook Advertising for Dummies, & Starting an iPhone Application Languages
! Business for Dummies. Excellent public speaker and an Educational Specialist Trained by eBay. - Skills
previ ew ShOWS Former Lead instructor of eBay classes at the Learning Annex in NYC, Los Angeles, and San  Publicat
Diego. Consultant to small businesses and entrepreneurs on matters of eBay and e-commerce. ublications
the changes -/ Education
insta ntly §pecia\ﬁeg: Selung on eBay, lechnricral training, technical wrilirng, hL{i\ding webs?les‘ Sellingron | Details
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IN THIS PART . ..

Search the database far and wide for people, groups,
or companies.

Manage the way you invite and introduce yourself to
others on the LinkedIn site.

Grow your network using the LinkedIn built-in tools.

Keep track of your existing network with the LinkedIn
Contacts system.

Give and receive skills endorsements.



IN THIS CHAPTER

Searching your first-degree LinkedIn
connections

Searching your network

Using special keywords in your
search

Performing advanced searches

Saving your search requests to run
later

Searching Linkedin

fter you sign up for LinkedIn and build your profile (see Chapters 2 and 3,
respectively, for more on those topics), it’s time to go forth and find
connections! As you start searching your own immediate network of your
first-degree connections, plus second- and third-degree network members, you
can see just how valuable LinkedIn can be to you. LinkedIn is the embodiment of
the Six Degrees of Separation concept because in most cases, you can connect to any
other person in the network regardless of whether you already know that person.

In this chapter, I demonstrate the different ways you can search the LinkedIn
network. By that I mean your ever-growing personal network and the greater
LinkedIn member network. I talk about viewing your own network, searching
within the second and third degrees of your network, and performing searches on
LinkedIn using different types of criteria or search terms.

Searching Your First-Degree Connections

I recall an old saying: “You have to know where you have come from to know
where you are going.” This holds true even for LinkedIn. Before you start search-
ing throughout the network, it’s helpful to understand the reach of your own
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FIGURE 4-1:
Sort your
connections by
last name.

70

immediate network and how your first-degree connections’ networks add up to
keep you connected with a lot of people. The first thing you should do is get familiar
with your own LinkedIn network.

To view and search through your LinkedIn network, just follow these steps:

1.

Connections link.

Log in to LinkedIn. From the top navigation bar, click the

This brings up a list of your current connections on the Contacts page, as
shown in Figure 4-1. You can scroll through the list or hover your mouse
over the Sort By link and then click the Last Name option (located below
the tiled bar of potential contacts) to sort the list of connections in an

alphabetical order.

the screen to filter your list of connections.

Use the search box and down arrow next to the Filter By link in the middle of

Click the word “Search” and a search box appears in its place. This search box
in the middle of the screen is designed to help you search for a particular
name. As you start typing a first or last name into the search box, LinkedIn will

Connections

|

Celebrate Stephan
W CSM's
birthday

Today, November 28
Say happy birthday

Sort by Recent Conversation ~

+ Recent Conversation
Last Name

First Name larmon s

Harmon Enterprises

New

et ]

# classmales

Lynn Northrup 1a
Editor at Northrup Editorial Services

Chuck Hester ta

[+ -—&"& " e D

i Tha Affinitc Al

Filter by All Contacts ~ —

Ahealthy professional life starts with healthy relationships

Herbert P
MD is having a work
anniversary.

4 years this November at

The Mount Sinai Hospital.

W Say congrats

!a m See more people to contact

6 days ago

6 days ago

9 days ago

8 Say congrats

Q search

20
Nathan is
having a work
anniversary.
6 years this November at

Genentech.

The gift for
every kind of
employee
is the one
that's
all about
them.

Use code
"HOLDBFS"
to save.

Filter By link
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REMEMBER

FIGURE 4-2:
Generate a
targeted list of
your connections
based on a filter.

automatically show you all the connections that match the name you are
typing. You can press Enter after typing in a name to bring up a filtered list of
connections. You can also use one of the predefined filters (Tags, Companies,
Locations, Titles, and Source) to display connections who, say, live in a greater
metropolitan area of a certain city or work in a particular industry. You can
also click the Advanced link at the top of the page to bring up all the filtering
options.

The drop-down lists contain options only for your first-degree connections.

When you want to search for more than just someone’s name, you can use the
Advanced LinkedIn search feature along the top of the screen. Suppose you're
looking for Internet professionals. After clicking the Advanced link at the top of

the page and clicking the check box next to 1st Connections, you simply
expand the Industry filter by clicking the name Industry, clicking the Internet
check box, and then clicking Search (see Figure 4-2). LinkedIn can show you
who in your network matches that request! If you're looking for an option in
any of these filter lists (like Austin, TX, as a location) that doesn't appear on the
filter list, none of your first-degree connections have that option defined in
their profiles. (In this case, it would mean that none of your first-degree
connections reside in Austin.)

Advanced <

763,776 results

1st Connections 2nd Connections

Group Members

I People Reset Close
Jobs Advanced People Search
Keywords Relationship Upgrade to access multiple
v 1st Connections Groups
2nd Conneclions Public Speaking Network A
First Name Group Members Bruin Professionals San Diego
3rd * Everyons Else Comic Book Creators
Be The Media v
Last Name Location SpeakerMaich
Current Company Years of Experience
Title
Industry Function
Information Technology and Services
Compan
pany Insurance Seniority Level
International Affairs
International Trade and Development Interested In
School =
[ Intemet
Company Size
Taeaion Past Company
When Joined
Anywhy
nywhere School
m Reset Profile Language

Nonprofit Interests
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3. Use the other filters, such as Location (as shown in Figure 4-3), to see a more
targeted set of connections.

LinkedIn catalogs a wealth of information about you and your connections,
allowing you to run specific searches on your network. Let's say you are looking
for connections who have Disney as a current or past employer and who live

in either Orange County or San Diego, California. You simply update the
Company and Location filters (refer to Figure 4-3) and then click Search to see
the connections in your network that match this query.

763,776 results

Advanced <

1st Connections 2nd Connections Group Members
I People Reset Close
Jobs Advanced People Search
Keywords Relationship Upgrade fo access multiple
~! 1st Connections Groups
) 2nd Connections Public Speaking Network ~
First Name Group Members Bruin Professionals San Diego
3rd + Everyone Else Comic Book Creators
Be The Media v
Last Name Location SpeakerMaich
~| Orange County, Califonia Area
) (/] Greater San Diego Area Years of Experience
Title
+ Add Function
Company Current Company Seniority Level
Disney
Industry Interested In
Current or past = Accounting ~
Airlines/Aviation Company Size
School Altemalive Dispute Resolution
Aliemative Medicine v When Joined
Animation
Location
FIGURE 4-3: Anywhere = Past Company
See a detailed =3 School

search query of

Profile Language

your network.

In most cases, you simply type words into a search box, but for the Location
filter, you have to click the word “Add” and then type in the Location and select
the closest area that LinkedIn has defined in its system to add that Location to
your search.

Once you have run the search, if your result list is too short, you can
@ eliminate a search filter by clicking the X next to a criteria (such as Location)
along the top of the search results, or change/eliminate a word along the
TIP left-hand side of the search window, like the name of a company in the
Company field.
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Searching the LinkedIn Network

v,

REMEMBER

When you’re ready to find a specific person, use the LinkedIn search engine, with
which you can scan the hundreds of millions of Linkedln members, based on
keywords. The two main ways to search the network are a basic search and an
Advanced Search.

At the top of every page on LinkedIn is a simple search box, with which you can
run a keyword search via the LinkedIn database. This is your go-to tool if you’re
searching for a specific name, employees of a particular company, or people with
a specific job title. In fact, you’ll get a lot of results with the basic search because
you’re searching each LinkedIn member’s entire profile for your keywords, not
just one field. For example, if you type Mike Jones in the basic search box (as
opposed to searching by the name Mike Jones; see “Searching by name” later in
this chapter), you get a larger set of results because you see every profile where
the words “Mike” and “Jones” were anywhere in the profile. (When you search by
name, LinkedIn searches only everyone’s Name field.) Keep this in mind when
you do your search, and pick the method you want based on your goals.

In some situations, though, a simple search just doesn’t cut it because you want to
specify whether you’re searching for someone’s name, title, employer, industry,
skills, location, or some combination thereof. In those cases, use the Advanced
Search function:

3 From almost any page on LinkedlIn, click the Advanced link at the top of the
page to bring up the search page. If you're using LinkedIn Jobs or LinkedIn
Groups, clicking this link brings up the Job Search or Groups Search page,
respectively. In addition, on the Job Search page, for example, there is an
Advanced Search link below the job search text box that expands and shows
filters for searching jobs.

¥ Click the down arrow next to the search box at the top of any LinkedIn
page to bring up links to the searches for People, Jobs, Companies, Groups,
Universities, or your messages Inbox, as shown in Figure 4-4.

3 If you download the LinkedIn mobile app (as discussed in Chapter 12), you can
perform a search from the search box in that program.

The examples in the rest of this chapter assume that you’re clicking the Advanced
link. Of course, feel free to pick the method of search you’re most comfortable with.
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Home Profile

People

Joel Elad

Author, Linkedin fo

Improve your pro

FIGURE 4-4:
Access the 66 Share an update
LinkedIn search
page from one of
several links.

Searching by keyword

Quick, do you know someone who can write software code in PHP? Who do you
know that enjoys mountain climbing or hiking? Do you know anybody who gives
presentations on a regular basis? Well, with LinkedIn’s search capabilities, you
can find out when you search by keyword.

When you search by keyword, LinkedIn analyzes everyone else’s profiles to find

that matching word. You can put any sort of skill, buzzword, interest, or other

keyword that would be present in someone’s profile to see who in your network is

a match. To search by keyword, follow these steps:

1. while logged in to LinkedIn, click the Advanced link at the top of the page.
You're taken to the Advanced People Search page.

2. Enter the keyword(s) in the Keywords text box.

In Figure 4-5, I'm searching for “Six Sigma.” If you enter multiple keywords like |
did, LinkedIn looks for members who have all the keywords in their profile.

| recommend tacking on additional search criteria, such as picking one or more
industries, location information (country and ZIP/postal code), or perhaps a job
title to get a more meaningful search result. Otherwise, your result list will be
TIP long and unhelpful.

If you're searching for a specific keyword phrase, put those words in quotation
marks so LinkedIn searches for the exact phrase; for example, “Six Sigma.”
Otherwise, LinkedIn searches each individual word, and you might get a result

WARNING like mine in Figure 4-6, where | have the words “six” and “Sigma” in different
places in my profile. (Although it's not visible in the figure, | have the word
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FIGURE 4-5:
Search for people
by the keywords
in their profile.

FIGURE 4-6:
Incorrect search
results appear
when you don't
use quotes.

“Sigma” as a keyword in my profile because 'm a member of Beta Gamma
Sigma.) Because LinkedIn found both words in my profile, even though
those words didn't appear together in one phrase, | came up on the search
results page.

763,776 results
Advanced < 9 =
1st Connections 2nd Connections Group Members J—
I People Reset Close
Jobs Advanced People Search
Keywords Relationship Upgrade fo access multiple
Six Sigmal - 1st Connections Groups
] 2nd Connections Public Speaking Network A
First Name Group Members Bruin Professionals San Diego
3rd + Everyone Else Comic Book Creators
Be The Media v
Last Name Location SpeakerMatch
Current Company Years of Experience
Title
Industry Function
Company .
Past Company Seniority Level
School
- Interested In
Profile Language Company Size
Location
Nonprofit Interests When Joined
Anywhere =
1BM (27562)
Aaha hraun ACEDT pavBAT

Joel Elad vou

Author, Linkedin for Dummies; Co-Promoter, So Cal Comic Con m .
4 Similar - 22 500+

Technical Trainer, Intemet and eBay guru with a... on eBay and

teaching others about technology, six...

3. Click the blue Search button.

You see the people in your extended network with those keywords in their
profile.

4, (Optional) Fine-tune your results with the filtering options.

You can expand the various filters along the left side of the Search Results
screen and use them to refine your results by entering more information, such
as keywords, job titles, user types, and location information, by selecting the
check boxes provided. (See Figure 4-7.) As of this writing, you can filter by
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Relationship (degree of connection), Location, Current Company (of the people
you're searching), Industry, Past Company, School, Profile Language, and
Nonprofit Interests. LinkedIn Premium members can also search by LinkedIn
Group membership, Years of Experience, Function, Seniority Level, Interests,
Company Size, and when someone joined LinkedIn.

3 results for " Six Sigma"

Advanced >

1st Connections Reset
All
I People Scott 1=
More. Reliability Engineering Manager @ Exemplis .
» 1 shared connection - Similar - 32, 436
Keywords Reliability Engineering Manager at Exemplis LLC
"Six Sigma” R&D Manager - Product Integrity at Oakley
R&D Lab Manager at Oakley
First Name Director of Operations at Fluidic Systems
Robert 1=
Supply Planning Manager at Specirum Brands - .
Last Name ety

» 9 shared connections « Similar - 38 372
Business Operations Manager at CATIC Seattle
Title - Project Leader in launching key forging parts... ; - Developed and
implemented Six Sigma processes...

Jason 1
Company - " " :
Business & Marketing Analytics Professional .
School » 3 shared connections - Similar - 32, 176
PROFILE * Experienced identifying growth... ) = Six Sigma Green
Belt Training
Location
Located in or near.
FIGURE 4-7: 1k Challenge . == What's your Next Move?
Country “ Earn $1000 if we can't save m Get Your Career Moving
Add more » you money by submitting a “===== Register before 11/20 with
information to United States - statement. code AMAFALL.
getamore Postal Code
targeted list of 92108 Lookup

matching people.

Searching by name

When you want to find a specific person on LinkedIn, you can search by name. By
default, LinkedIn’s search box at the top of any page is set to People Search. When
you start to type a name, let’s say John Doe, into the search box, LinkedIn dynam-
ically searches its entire database and shows you a specific list of people based on
what you typed, as shown in Figure 4-8. If someone is a second- or third-degree
connection to you, that shows up next to his name.

You can click any name from that list to go directly to that person’s profile, or you
can keep typing to update the list you see. Let’s say you are looking for John Doe
who works at IBM. By adding IBM as an extra search term, you will see a new list
of John Does who work at IBM, as shown in Figure 4-9.
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FIGURE 4-8:
Search LinkedIn
by someone’s
name.

FIGURE 4-9:
Search LinkedIn
by someone’s
name and
company.

REMEMBER
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John - 2nd
All President, RAIN Group

Peop B John
More .'" Partner at Kleiner Perkins
John -
Keywo SVF al Columbia Records
S John Doe with
FirstN !
John Doe
XOC0000C
um
LastN John -
Senior IT Execulive | Strategy, IT Management and Business Improvement
B raver  John Do
Title o Public Relations and Communications; 11-50 employees
John -
o
it Entertainment, 1-10 employees
Compi
| | ;' Jane Doe | John Doe ldentification
School

John Doe IBM| Q  Advanced

john doe
support at IBM Global Services

John Doe
Manager at IBM

John doe
manager at IBM Global Process Services

LinkedIn has numerous ways to search for someone using different filters. If you
want to do a detailed Name search and you have several details about the person
to help refine your search, I recommend doing an Advanced People search based
on that person’s name.

When you search by name, you are required to enter the last name; entering the
first name is optional.

When you’re ready to perform a detailed search by name, follow these steps:
1. while logged in to Linkedin, click the Advanced link at the top
of the page.

You're taken to the Advanced People Search page.

2. Enter the last name (and first name, if you know it) into the Last Name and
First Name text boxes.

3. Input additional information to help find the person you're looking for.

For example, if you know a company where the person used to work or is
currently employed, you can input a company name into the Company text
box. Choose the Current or Past option beneath that box to indicate LinkedIn
can search current or past experience in someone's profile.
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4, (Optional) If you know the approximate location of this person, use the
Location drop-down list to select the Located In or Near option. Then use the
Country drop-down list and fill in the Postal Code text box.

Only after you select Located In or Near can you pick a country from the
Country drop-down list, input Postal Code in the box indicated, and pick a
Within search radius, as shown in Figure 4-10.
TIP

More:

Keywords

First Name

John

Last Name

Doe

Title

‘Company

School

Location

Located in or near:

‘Country

United States

Postal Code

FIGURE 4-10: 92108 Lookup
Give LinkedIn Within
location 50 mi (80 km)
information to
find your person. i -

5. Click the Search button.

You see a results list of people, sorted by the relevance of your name search
and then by the degrees of connection in your overall LinkedIn network.

(For example, people who are second-degree network members appear above
people who are third-degree network members.)

6. (Optional) For better results, use additional or different filters in
your search.

If you haven't already done so, you can add more keywords, a company name,
or location information into the boxes provided on the left side of the Search
Results screen. Then click the Search button. Also, you can scroll down and pick
specific filters to refine your search results.
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FIGURE 4-11:
Search for people
by the company
where they
work(ed).

Searching for someone by company
or job title

You might need to search for someone by his company (employer). Or maybe
you’re thinking of applying to a company, and you want to see who you know (or,
rather, who is in your extended network) who works for that company so you can
approach them to ask some questions or get a referral. Perhaps you’re looking for
a decision maker at a company who can help you with a deal, or you’re curious
how active a particular company’s employees are on LinkedIn. You can also look
for key thought leaders whom you might want to approach for an informational
interview.

Whatever the reason, LinkedIn is an excellent place for searching detailed corporate
profiles of specific companies. When you’re ready to search by company, follow
these steps:

1. while logged in to Linkedin, click the Advanced link at the top
of the page.
You're taken to the Advanced People Search page.

2. Enter the name of the company in the Company text box (as shown in

Figure 4-11).
i People Reset Close
Jobs Advanced People Search
Keywords Relationship Upgrade to access multiple
1st Connections Groups
2nd Connections Public Speaking Network ~
First Name Group Members Bruin Professionals San Diego
3rd + Everyone Else Comic Book Creators
Be The Media v
Last Name Location Speakeriatch
Current Company Years of Experience
Title
Industry Function
BTy Past Company Seniority Level
Wiley
School Interested In
Current or past
Current .
Past Profile Language Company Size
Past not current
Nonprofit Interests ‘When Joined
Location
Anywhere
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If you want to search for only current employees of the company, change the
drop-down list choice from the Current or Past option to just Current. If you
don't change the default option, your search results will include all the
people who ever worked for that company and included that job on their
LinkedIn profiles.

3. Click the Search button.

You see as many as 100 results that match your company and exist some-
where in your extended network. (If you've paid for a premium account, you
see more results, depending on the level of your account.)

4, (Optional) For better results, modify your search.

You can enter more information, such as job titles, user types, or location infor-
mation, into the boxes provided on the left side of the Search Results screen.
Then click the Search button. Also, you can scroll down and pick specific filters
to refine your search results.

Sometimes you might need to look for someone in a specific position rather than
for a specific person. After all, who knows what you go through better than other
people with the same job, right? Who better to give advice on a topic like search
engine optimization (SEO) than someone whose job relates to SEO?

Therefore, LinkedIn gives you the ability to search by job title instead of person.
When you’re ready to search by job title, follow these steps:

1. while logged in to Linkedin, click the Advanced link at the top
of the page.

You're taken to the Advanced People Search page.

2. Enter the job title in the Title box provided; Figure 4-12 shows Project
Manager entered.

To search for only those people who currently have that title, change the
drop-down list choice to Current. If you leave the default choice of Current or
Past, your search results will include all the people who have ever defined that
job title in one of the positions on their LinkedIn profiles.

3. (Optional) Select at least one industry from the list provided so your search
results are relevant to the job title search.

Although this step is optional, | highly recommend doing it. After all, a Project
Manager in Construction is completely different from a Project Manager in
Computer Software. Click the word “Industry” in the center of the screen to
bring up the list of industries you can select from.
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FIGURE 4-12:
Search for people
by their current
or previous job
titles.

Q

TIP

' People Reset Close

Jobs Advanced People Search
Keywords Relationship Uporade to access multiple
1st Connections Groups
2nd Connections Public Speaking Network A
First Name Group Members Bruin Professionals San Diego
3rd + Everyone Else Comic Book Creators
Be The Media v
Last Name Location Speakeriatch
Current Company Years of Experience
Title
Project Manager Industry Function
Information Services ~
Current ~ Information Technology and Services Senirity Level
Insurance
sy International Affairs e Interested In
International Trade and Development
Company Size
enool Past Company
When Joined
School
Location
Anywhere = Profile Language
m Reset Nonprofit Interests

You can select multiple industries from the list. Simply scroll through the list
and select the check box next to each industry you want to select.

4. Click the Search button to see your results.

You see a set of results that match your job title request. You can use the filter-
ing options on the left side of the Search Results screen and the middle of the
screen, as shown in Figure 4-12, to add more information and get a more tar-
geted list.

Performing advanced searches

LinkedIn’s search screens allow you to perform detailed searches by using check
boxes and drop-down lists, so you don’t need to know any programming or
sophisticated languages to dig deep into the LinkedIn network. However, there are
built-in options available to you if you want to add specific words, called boolean
operators, into your search. Here are some of your options:

3 OR. When you are doing a search that could call for one or more options, but
the search must contain at least one of those terms, the OR command
becomes incredibly useful. For example, if you are looking for someone who
knows how to program in either Java or JavaScript, you can type the words
Java OR JavaScript to get the desired result. Even if you're looking for
something that could be typed as one word or two, like “Help desk” or
“helpdesk,” you can search by putting OR between the two terms: “Help desk
OR helpdesk.”
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AND. When your search requires multiple criteria, the AND operator becomes
essential. Let's say you need a Certified Public Accountant (or CPA) who

knows QuickBooks and lives in California. You can search for “CPA AND
QuickBooks AND California.” Thankfully, the way LinkedIn is designed today,
when you type in multiple keywords without the word AND in between each
keyword, LinkedIn will still look for every keyword, assuming that the word
AND is there.

NOT. When your search requires you to exclude a particular term, you
can use the word NOT (or a minus sign) in front of the term you want to
exclude. For example, if you type Director NOT President, you are
looking for people who work as a Director, but NOT the President of the
company.

un

(Quotation marks). When your search requires exact phrases instead of a
string of keywords (like my example earlier in this chapter with “Six Sigma"),
you need to add quotation marks around each phrase. That way, when you
look for “Executive Assistant,” you will get results for an executive assistant,
but not for an executive who has a job duty of Assistant to the President, for
example.

() (Parenthetical searches). You can take the above operators and combine
them and use parentheses to build complex searches. For example, if you
need a software developer or engineer who knows either Java or JavaScript,
but who isn't a manager, you can search this by typing:

(Java OR JavaScript) AND (“software developer” OR “software
engineer”) AND NOT Manager

Saving your searches for future use

LinkedIn enables you to save your searches so you can run them in the future.
Let’s say you are a recruiter who wants to check her network every week for
someone who can fill a specific job opening, or a job seeker who wants to see if the
right person pops up in one of the companies she is targeting.

To save your searches to use later, follow these steps:

1.

Log in to LinkedIn and click the word “Advanced” at the top of the
Linkedin home page next to the search box.

You're taken to the Advanced People Search page.
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FIGURE 4-13:
Perform a search
on LinkedIn that
you want to save
for future usage.

FIGURE 4-14:

Set the
parameters to
save your search.

2. Perform the search you wish to save by entering the appropriate keywords
in the boxes and selecting the check boxes next to each filter, and then
click Search.

Your Search Results page should appear, as shown in Figure 4-13.

7,077 results for PHP Javascript C#

Advanced > Industry: Computer Games »  Reset

All
I People Scott 2
T Direclor of Programming at Ready At Dawn Sludios -
* 11 shared connection - Similar
Keywords _, PowerPC, Cell,_) , high level languages (C,C++ C#), OOP,

PHP Javascript C# Scripling languages (Perl, PHP, Python..

First Name Stephen 2m
Director of Technology at The DZAP Group .
* 1 shared connection - Similar

Last Name

_)Sfrong in C, C++, Ruby, and Go. Competent in C#, Python,
Java Script, CoffeeScript, PHP, and Perl...

Title Michael 2

* 1 shared connection - Similar

Company
Phil 2t

School Senior Engineering Manager .
* 11 shared conneclion « Similar

Location Christophe 2

Anywhere - Co-President at Naughty Dog .

* 2 shared connections - Similar

3. Click the Save Search link in the top right corner of the search page.

LinkedIn pops up a Saved Searches window (see Figure 4-14). You can create a
title for your search, so pick a memorable name that will remind you of the
search parameters you have saved. In addition, you can set LinkedIn to e-mail
you Never, Weekly, or Monthly with search results for this saved search.

Close

Saved Searches

Type Title New A

People Computer Skills Week v @

You have no saved searches

Tip: You can currently save up to 7 people searches to easily access from the results page.
Linkedin can automatically run your search and email you the new resuls.

Upgrade your account 1o receive more saved searches and new results alerts.
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FIGURE 4-15:
See your saved
searches in a list.

Set the parameters for your search, and then click the green check
mark to save your search.

After you've given your search a title and e-mail frequency, and clicked the
check mark, you should see the title of the saved search in the window, as
shown in Figure 4-15. Click Close to exit this process and go back to your
normal LinkedIn activities.

When you need to bring up your saved search, click the Cog next to the Save
Search link and then select Saved Searches from the list that appears.

This will bring up the Saved Searches window (refer to Figure 4-15). Simply click
the name of the search to execute the same search you did before, and you
will see the search results page appear on the screen. If you have a basic
account, you can store three saved people searches. If you have a premium
account, you can store more searches, depending on the account level.

Saved Searches

Type Title New Alert Created

People Computer Skills - Never Nov 30, 2015 rd x

Close

Tip: You can currently save up to 3 people searches to easily access from the results page.
Linkedin can automatically run your search and email you the new resuilts.

Upgrade your account to receive more saved searches and new results alerts.
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Understanding introductions and
InMail

Sending messages to ask for
introductions

Sending InMail

Accepting and forwarding requests

Declining requests gracefully

Managing
Introductions
and InMail

ne of the goals of using LinkedIn is to expand your personal network of

friends and colleagues by seeing who is connected to you at each degree

level. When you can see the second and third degrees of your network,
your next goal is to start interacting with these people and see how they might fit
into your network, goals, or ambitions. However, the whole system of contacting
people requires some order and decorum (otherwise, nobody would feel comfort-
able signing up for the site in the first place). Therefore, LinkedIn offers methods
for meeting and connecting with people outside your immediate network: using
your network for introductions and InMail. Not so coincidentally, I cover those
concepts in this very chapter.

Introductions are simply where you use LinkedIn messages to contact a friend and

ask to be introduced to a friend of that friend, and your friend can decide whether
to “pass along your introduction” and connect with your intended target. InMail
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allows you to directly communicate with anyone in the LinkedIn network through
a private LinkedIn message. I also cover what to do when you get a request from a
connection on LinkedIn.

Using InMail Versus Asking for
Introductions

Your first question is most likely, “What’s the difference between asking for an
introduction and using InMail?” (Figure 5-1 shows an InMail example at the top
and an introduction request message at the bottom.) The answer depends on
how involved your common friend or colleague is in connecting you with this
new contact.

InMail ~ &= R Douglas Tondro
%" General Manager at THE SPOT La Jolla
Q search Tuesday, 3:23 AM
InMail A Looking for some information
Shauna Grivas
You: | am still in the | was wondering if you could help provide me some information on how your
process of reviewing skills could be utilized for a potential opportunity | am considering. If you could

get back to me at your earliest convenience, | would greatly appreciate it. My
contact information is below, thanks again!
InMail - Accepled Yesterday

R Douglas Tondro ® Joel Elad
9495551212

I'm currently out of
country. Il getin touch myemailname@emaildomain.com

All Messages ~ Richard Atkind
Director of Human Resources
Q_ search 82272010
N Brian Dunn “ Richard,
¢ 'y You: Hey, Brian, | don't
know if you remember

If you could forward this introduction to your friend Annette, from
my friend Jeremy., | would really appreciate it. thanks.
InMail
Brad Jenkins
You: The 2nd edition of
LinkedIn for Dummies

Joel

InMail

Brad Jenkins

When is Linkedin for
Dummies 2 coming out?

FIGURE 5-1: ., Joshua Dysart
LinkedIn offers lv You: Hey, Josh, hope all
. i i 1.1 hs
different ways of e
connecting with Richard Afiind 812272010
people outside You: Richard, Ifyou could  ®
yOUr network forward this introduction to
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WARNING

TIP

Every LinkedIn user decides on his own contact level, and a user can decline to
allow any message or InMail to reach him, regardless of sender. If you don’t want
to receive any messages or InMail, simply deselect all the Contact Settings options.
(See Chapter 3 for the section on checking your contact settings.)

If you don’t mind your network sending you messages but really don’t want to
have to deal with any InMail, just deselect the InMail option in the Contact Settings
section and leave the Introductions option alone. Otherwise, leave the InMail option
selected, since it is a valuable tool for sending and receiving communication with
people who might become a valuable part of your network or help you with one of
your professional goals.

Understanding introductions

Say you’re at a party with your friend Michael, and you say to him, “You know, I'd
really like to meet someone who can help me with some software tasks for my
company.” Michael looks around, sees his friend James, and introduces you to
James by saying, “Hello, James. This is my entrepreneur friend from business
school, [Your Name Here]. [Your Name Here], this is my old buddy James. He and
I studied computer science together in college.” After that, Michael might give
some more background information about each person to the other.

On LinkedIn, an introduction is very similar to my real-world example. You send a
message to someone in your immediate first-degree network (Michael) and ask
that person to introduce you to someone in his network (James). In some cases, if
you’re trying to reach someone in your third-degree network (maybe James has a
programming buddy you should talk to), your message would have to go to two
different parties before reaching the intended recipient.

Here are some benefits of using introductions:

¥ You're represented by someone close. Instead of sending a random,
unexpected e-mail to a stranger, you're introduced by somebody who knows
the intended party, even though that introduction is done with a LinkedIn
message. That gives your message a much higher chance of being read and
getting a response.

3 You get your network involved. When you ask people in your network to get
involved, they learn more about you and your intentions, and sometimes you
might find what you're looking for is closer than you think. In addition, when
you ask them to pass along your introduction request, you can offer to
facilitate an introduction on their behalf, which helps both parties.
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¥ You leverage the power of your network. By using LinkedIn, you not only
expand your network by using your first-degree connections to help you meet
new people, but you can also decide who would make the introduction for
you. | recommend that you read up on your friend's profile and your intended
party’s profile to see what they have in common.

Getting to know InMail

Because everyone on LinkedIn has a profile and a secure message Inbox, commu-
nicating with other people online is easy. LinkedIn allows you to send InMail
directly to an intended party, regardless of whether he is directly or indirectly
connected with you. The e-mail gets immediately delivered to the recipient’s
Web-based Inbox on the LinkedIn site (and, if the recipient has configured his
settings to get e-mails of all his InMail, in the Inbox at his e-mail address); the
sender never learns the recipient’s address, so each party has some privacy. The
recipient can then read your profile and decide whether to respond.

The cost of using InMail depends on whether you subscribe to a premium account.
If you have a Business Plus or Job Seeker account, you can purchase additional
InMail credits (one credit allows you to send one message) at a cost of $10 per
InMail message. Premium accounts, such as the Job Seeker account for $29.99/
month, come with a set number of InMail credits per month that roll over to the
next month if unused. The Job Seeker account gets 3 credits per month, the Busi-
ness Plus or Sales Navigator Professional account gets 15 credits per month, and
the Recruiter Lite account gets 30 credits per month.

Here are some benefits of using InMail:

¥ Delivery is instant. With InMail, you simply write your message or request
and send it directly to the intended party. There's no delay as a request gets
passed from person to person and waits for approval or forwarding.

¥ You owe no favors. Sometimes, you just want to reach somebody without
asking your friends to vouch for you. InMail allows you to send a request to
someone new without involving anyone else.

¥ It's sure to be delivered. With introductions, the party(ies) involved in the
middle could choose to deny your request and not pass along the message.
With InMail, you know that the intended party will get a copy of your message
in his e-mail account and LinkedIn Inbox.
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Setting Up an Introduction

When you want to bring two (or more) parties together, you usually need to apply
some thought to the process, whether it’s figuring out what both parties have in
common, thinking up the words you’ll use to introduce party A to party B, or coming
up with the timing of exactly when and where you plan to make the introduction.
On LinkedIn, you should do your best to make sure the introduction process goes
smoothly — but don’t worry, there’s not nearly as much social pressure. The
following sections give you tips and pointers for setting up an introduction.

Planning your approach to each party
in the introduction

When you want to send an introduction request, spend some time planning your
request before you log on to LinkedIn to generate and send it. Preparing a quality and
proper introduction goes a long way toward keeping your network in a helpful
and enthusiastic mood, and it increases your chances of making a new and valuable
connection.

You need to prepare two messages: one for your intended recipient and one for
your connection/friend. Each message needs to perform a specific objective. Start
with the message to your friend, and keep the following tips in mind when you’re
writing it:

3 Be honest and upfront. Say exactly what you hope to achieve so there are
no surprises. If you tell your friend that you're hoping her contact will be a
new bowling buddy for you, but when you reach that contact, you ask for
funding for your new business plan, you're in trouble. Your friend will
probably never forward another request again, and the contact, who expected
one type of interaction and got another, will see you as untrustworthy and be
unlikely and/or unwilling to help on this request or any in the future. Even if
your eventual goal is something big, such as asking someone for a job, start
with an initial goal that is reasonable, such as asking for information or advice.
Let the other person know that you would like to keep talking to see what
possibilities might occur in the future.

3 Be polite and courteous. Remember, you're asking your friend to vouch for
you or back you up when your request goes to the intended party. So be
polite when making your request and show your gratitude regardless of the
outcome.
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3 Be ready to give in order to get. One of the best ways to go far with your
network is to offer some sort of reciprocal favor when you want someone
to do a favor for you. Perhaps you can introduce your friend to one of your
other contacts in exchange for your friend accepting your introduction
request.

3 Be patient. Although you might be eager and under a deadline, your friends
probably operate on different schedules driven by different levels of urgency.
Some people are online all the time, other people log in to LinkedIn infre-
quently, and most people are completely disconnected at times, like when
they're on vacation or behind on a project. Asking your friend every day
whether she forwarded your request is an almost surefire way of getting that
request bounced back to you.

When writing your message to your intended recipient, keep these tips in mind:

3 Be honest and upfront. Just like with your friend, when you have a specific
goal or request in mind, make it known in the message. The recipient is most
likely busy and doesn't know you, so if he spends the time to talk to you and
finds out that you have an ulterior motive, he feels like his time was wasted
and that he was deceived, which are not good feelings to create when trying to
get help from someone.

3 Be succinct. You're asking someone for his time, resources, or advice, so don't
beat around the bush. Introduce yourself in your first sentence or two. Then
explain why you're contacting the recipient and how you hope he can help you.

¥ Be original. If you stick to the sample text that LinkedIn gives you, your
message has an air of “Hey, | want to talk to you, but | don't want to spend a
few seconds of effort to really tell you what I'm after.” When you customize
your message, you have a greater chance of capturing the other person’s
attention. If your intended recipient gets a lot of requests, you'll stand out if
you show some effort to rise above the daily noise this person encounters.

3 Beready to give in order to get. You're asking for help of some sort, so again,
be ready to give something, whether it's gratitude, a reciprocal favor, or
something more tangible. Most people are eager to help, especially when they
understand the situation, but having something to offer in exchange rarely
hurts. Explain to your recipient how you might provide something useful
in return.
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FIGURE 5-2:
See how you're
connected to
your intended
recipient via
LinkedIn.

Sending an introduction request message

When you’ve prepared your messages (one to your contact and one to the recipient)
and you’re all ready to send an introduction request message, just follow these steps:

1. while logged in to LinkedlIn, search for the person you'd like to meet.

You can use the Search box at the top of any LinkedIn page, or you can click
your Connections and search your friend’s networks. (See Chapter 4 for the

lowdown on searching LinkedIn.)

2. From the list of search results, click the name of the person you want to
contact. (If you didn’t find the person you're looking for, try another search.)

This step takes you to the recipient’s profile page, where, as you scroll down the
page, you should see two things: a chart along the right side of the page showing
how you're connected to this person and a link entitled Ask X about Y. (If you
don't have anyone in your network yet, you won't see the chart or the link.)

Suppose I'm hoping to be introduced to Sarah Lundy, Payroll Supervisor at a
charitable foundation. When | get to Sarah'’s profile page, | see that | have a
connection to her (see Figure 5-2) in the form of a business contact and friend
who went to the same university as me, Kristie Spilios. If you notice from the
figure, LinkedIn will provide a window to explain how I'm connected to the
first-degree connection that | need to make the introduction to the second-

degree network member.

Sarah Lundy 2
Payroll Administrator (CPP) at Alfred Mann Foundation

Greater Los Angeles Area | Biotechnology

Alfred Mann Foundation
ucLA

Send Sarah InMail | ~ I 9:':

w @ nttps-iwww inkedin com/fin/sarah-lundy-b6050019

Background
Q Experience

Payroll Administrator
Alfred Mann Foundation

June 1999 — Present {16 years 8 months)

How You're Connected

@ You

= Both at University of
California, Los Angeles Jan
1991 — Jan 1995

Kristie Spilios 1x
Director of Business Operafions at Ke.
Ask Kiistie about Sarah

= Both at University of

California, Los Angeles Jan
1991 — Jan 1995

Sarah 2~
Send Sarah InMail

CHAPTER 5 Managing Introductions and InMail o1




3. Onthe person’s profile page, click the Ask X about Y link to start a LinkedIn

message.

You will be taken to the LinkedIn messaging system, and hopefully a new
message has been created to your first-degree connection. If the window
doesn't open, click the New Message icon and type in your first-degree connec-
tion, and send her a message that starts the introduction process, as shown in
Figure 5-3. Mention the second-degree network member who you'd like to
meet, and what your first-degree connection should say to that person on your

behalf.

All Messages ~

Q, search

Kristie Spilios zoiam [

New message

¥

o ®

Inltail - Awaiting
Response

R Douglas Tondro
Looking for some
information

FIGURE 5-3:
Message the

person you are

92

requesting to
make your
introduction.

Michael Bellomo
You: FYL | sent you that
last string of messages,

o)

Kristie Spilios  Type a name

I was hoping if you could set up an introduction between myself, and one
of your connections, Sarah Lundy. | see that we all attended UCLA at the
same fime, so you can mention that a fellow Bruin is interested in talking
to her. | am looking for someone with payroll expertise to help with a new
venture | am starting. | would only need help with some questions and
gaining her opinion on some payroll software systems. | am not looking to
offer her a job or anything like that. Any help you can give is greatly
appreciated.

Hope all is well with you and the family. Thanks again for your time, let
-Joel

me know if you need any more information from me!

H e B press

~

4. Click the Send button.

You will see your newly sent message as the top entry on your Inbox screen, and
your first-degree connection will receive this message with your introduction
request in her LinkedIn Inbox.

After that, it's up to your friend to share that person'’s profile with you so you
can communicate directly with the second-degree network member. In order
to add this second-degree member to your network, one of you will have to
Invite the other person to your network. You can always view your introduction
request message in your list of LinkedIn messages.

Keep in mind some LinkedIn members are inactive or may not respond, so try not
to take it personally. Move on to another potentially helpful contact.

TIP

You might want to send an e-mail to your facilitator friend first before requesting
the introduction, especially if you think she might not want to forward your request,
you want to make sure the facilitator has kept in contact with the intended recipient
well enough to make the introduction, or the intended recipient might be too busy

to receive an introduction request message. This also gives the facilitator a chance
to let you know first that she is not interested or able in making the introduction.
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Sending InMail

©

REMEMBER

If you’re looking to connect with someone right away and you don’t have an
immediate or secondary connection with someone, you can use the InMail feature
to send a message directly to another LinkedIn member without anyone else get-
ting involved.

This feature is currently available to premium members of LinkedIn with available
InMail credits. If you're using a free account, you have to upgrade your account,
earn InMail credits through posting a job offer, or contact someone with an Open
Profile. Consult the LinkedIn Help Center for more information (https://help.
linkedin.com).

InMail is basically a private e-mail message that enables you to reach other mem-
bers, but it protects those members’ privacy and e-mail address information. If
your message is accepted, you’ll receive a message in your LinkedIn Inbox with
the other party’s name and link to her profile, and you can communicate further.
In some cases, you see only the other person’s professional headline first, and
then you see the person’s name after she accepts the InMail message.

When you’re ready to send someone an InMail, follow these steps:

1. while logged in to LinkedIn, search for the person you'd like to meet.

You can use the Search box at the top of any LinkedIn page, or you can click
your Contacts and search your friend's networks. (Chapter 4 has all sorts of
details for you about searching LinkedIn.)

2. From the list of search results, click the name of the person you want to
contact. (If you didn’t find the person you're looking for, try another search.)

You're taken to the person’s profile page.
3. Click the Send InMail link.

For example, suppose that | want to connect with Lynn Dralle, the Queen of
Auctions, who can not only teach you how to sell on eBay, but who sells more
than $100,000 a year in antiques and collectibles herself. When | look at her
profile (see Figure 5-4), | see the Send InMail button, which means she is open
to receiving InMail. I would click the Send InMail button to send her a message.

After you click that button, you can start filling out the Compose Your Message
form, as shown in Figure 5-5.
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FIGURE 5-4:

See if the person
you want to
contact is open to
receiving InMail.

FIGURE 5-5:
Compose your
InMail message.
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Send InMail button

Lynn Drall

Owner, The Queel

L1’

of Auctions
Greater Los Angeles Ayea | Retail

s\
Vi Curent

Previous

The Queen fof Auctions
The May Dgpariment Stores
University of Southem Califonia - Marshall School of Bus

‘ Send Lynn InMail | +

[ https:iwww.inkedin.com/in/ynn-dralle-2521

ducation

m ‘I\f i

vy Bm Contact Info

Background
Q Experience

Owner
The Queen of Auctions

~1 recommendation
= Jen Cano
4] Director of Product at Elsevier
Lynn and | met as business contacts in the eBay industry, and have since become friends. | have a great

admiration for her skills as a teacher and her ability to help others duplicate what she has done as a
successful eBay seller. In her... View |

Buyer

The May Department Stores

iness

435

connections

282

How You're Connected

0 -

@ >

1§00 @

Linkedin Members

See up to 16 people at your
company who can connect you
to Lynn

Upgrade now

Lynn 2w
Send Lynn InMail

€

Joel, explore relevant opportunities with
Comcast Business

InMail™

To: Lynn Dralle

Looking for some information

| was wondering if you could help provide me with some information on how eBay sellers could
better utilize sites like Linkedin and other social networking sites to build their eBay business. Any
help you can give would be greatly appreciated!

Joel
949-555-1212

myemailadd

This message will use 1 InMail credit. Any messages sent in reply to this user an
free. You have 4 InMail credits available.

m| Cancel ‘

&

Lynn Dralle
Owner, The Queen of Auctions

l@‘ o
&

Interested in: expertise requests, business deals,
getting back in touch, reference requests, new
ventures, job inquiries

InMail Tips
Increase your response rate by up to 50%

Mention people you know in common:

Marsha Collier
Qver 40 books: eCommerce, S...

£ Phil Dunn
Pariner at GrubTribe

Julia Wilkinson
Consultant at Ecommerce indu...

Limit your message to 100 words -
make it direct and to the point

12,

4.

Type in a subject, and then type a message in the text box.

As with an introduction, keep your message focused on why you would like to
talk with this person, and/or what information you are hoping to exchange.
(“Planning your approach to each party in the introduction” earlier in this
chapter has advice about writing to an intended recipient that applies to InMail
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messages as well.) At the bottom of Figure 5-5, you can see how many
InMail credits you have; remember that you need at least one credit to send
this message.

Be sure to proofread your message before sending it out. If you send a
message with typos, it won't help your case at all.
TIP 5. click the Send button to send off your InMail.

Your recipient receives this InMail in her LinkedIn Inbox and can decide
whether to accept it. (If she has configured LinkedIn to get immediate e-mails
of her InMail messages, she will receive the InMail in her e-mail account Inbox
as well.) If your message is accepted, it's up to the recipient to contact you in
return. Be patient. While you're waiting, | recommend a game of Connect Four
or Internet Chess.

Managing Introduction Requests

What if someone in your network is looking for your help to meet someone in your
network? You can facilitate the introduction between your LinkedIn first-degree
connections. Now that your reputation is on the line, too, you should spend some
time thinking about and responding to any and all introduction requests that
come your way.

You really have only two options for handling an introduction request:

¥ Accept it by sending a message to both the person requesting the introduc-
tion and the party it's intended for, so they can communicate directly with
each other.

¥ Decline it (politely!).

I cover these two options in more detail in the following sections. However you
decide to handle the request, keep these tips in mind:

3 Act or reply quickly. The reason why LinkedIn works so well is that people
are active with their networks and build upon their profile by answering
questions, meeting new people, or joining groups. When you get a message
requesting an introduction, you should either act on it or respond to the
person with the reason why you won't act on it. Ignoring it isn't a productive
use of the LinkedIn system and makes you look very unprofessional.
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¥ Don't be afraid to ask for clarification. Sometimes you might need some-
one to remind you exactly how you're connected with her. Hopefully, in the
note you get from this person, she includes some reminder or thought that
helps you place her, or you can see the information that LinkedIn keeps on
both of you. If there’s no information, don't be afraid to shoot back a message
and ask for clarification or a gentle reminder.

¥ Read your friend's request before forwarding. Chances are good that the
person to whom you forward this request might come back to you and ask,
“Hey, why did | get this?" or “What do you really think about this person?” If
you don't know the details of your friend's request, the intended party might
think you're a quick rubber-stamper who sends off stuff without offering to
screen anything, and that lowers this person’s impression of you. Knowing
what your friend is requesting can help you decide how to promote and
encourage the connection, perhaps by giving you an idea of how best to
approach the intended party.

Accepting requests and forwarding
the introduction

When you’re ready to accept your friend’s request and make the introduction,
follow these steps:

1. click the Messages button in the top navigation bar. Bring up the
message asking for the introduction.

This brings up your Inbox of messages, as shown in Figure 5-6. Look for the
message where the person asks for the introduction, and click that message
from the left-hand side to bring up the full message in the middle of the
screen. In this example, | got a request from Troy Benton to be introduced to
one of my contacts, Doug Tondro.

Read the full text before acting on the request. Don't just skim it — you might
miss an important detail.

REMEMBER
All Messages ~ Troy Benton
CEQ at Troy Benton Games
FIGURE 5-6:
Search
Go to your Q Today
LinkedIn Inbox to Troy Benton 1231am S Joel, | was hoping if you could introduce me to one of your

| k f Joel, | was hopingifyou @ connections, Doug Tondro. We actually met at your So Cal Comic
ooxiforany cml;‘l immduc: rr?e tz &rD Con last October and | wanted to work with him on some event

messages planning and comic book items. Thanks for your help!

requesting an Cynthia (Gind.. Troy
introduction. You: Hey, Cindy, thought
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FIGURE 5-7:
Share someone’s
profile to make
the introduction.

2.

If you decide to accept the request, use LinkedIn to search for the person he
wants to meet. Bring up his profile, click the down arrow next to the Send a
Message button, and then select Share Profile from the list provided to start
the introduction.

This brings up a newly created message, as shown in Figure 5-7. Here you can
see boilerplate text indicating that | am sharing Doug Tondro's profile and
offering to make an introduction.

All Messages ~ |

Q, search

Shauna Grivas
" You: | am still in the
“

E$l R Douglas Tondro

Michael Bellomo
You: FYL I sent you that
last string of messages,

I found R Douglas Tondro on LinkedIn and thought you might be interested. |
would be happy to introduce you to them through my network.
https:/fwww linkedin.com/in/r-douglas-tondro-181a7b44

H e B press

No recipients 11:46 PM

New message @

InMail

process of reviewing

InMail - Accepted

+ I'm currently out of
country. I'l get in touch

Troy Benton
You: | found Steve
Hendricks on Linkedin

Kristie Spilios
You: | was hoping if you
could set up an

3.

In the subject line of the message you just created, type the name of the
person requesting the introduction and the name of the person whom
you're introducing.

In this example, since Troy asked to meet Doug Tondro, and I'm sharing Doug's
profile, | enter Troy's and Doug's names into the subject line so they each
receive a copy of this message. | then click inside the message box to edit the
request so the person receiving the introduction request (Doug) understands
why I'm sending this message, as shown in Figure 5-8.

Click the Send button to send the request.

In this case, both Troy Benton and Doug Tondro will receive a LinkedIn
message from me with the ability for them to see each other’s profile. Troy will
not be able to send Doug a direct e-mail, and Doug can decide whether to
reach out to Troy and form a connection by sending Troy an invitation.
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All Messages ~ Troy Benton R Douglas Tondre  Type a name
Q, search Doug,
|
N | wanted to introduce you to Troy Benton. You two met during the past So
1146 PM o}
X L“)y Benton, .. ® Cal Comic Con in Oceanside. Troy is a friend of mine and would like more
ew message information about your skills regarding event planning and grading comic
books.
Inhail Troy, you can access Doug's Linkedin profile at the below link. Either of you
Shauna Grivas can reply to this message to keep communicating, and hopefully you two can
You: | am siill in the connect via Linkedin.
FIGURE 5-8: n process of reviewing
hitps/hwww linkedin.com/in/r-douglas-tondro-181a7b44
Read the
f : _ InMail - Accepted M e B
introduction A?l R Douglas Tondro
request from ¥\, I'm cumrently out of
country. Il get in touch
your contact.

Gracefully declining requests

You might receive an introduction request that you just don’t feel comfortable
sending to the recipient. Perhaps you don’t know enough about your contact who
made the request, or you’re unclear about that person’s true motivations. Or maybe
your connection with the recipient isn’t at the stage where you feel you can intro-
duce other people to this person.

Whatever the reason, the best response is simply to gracefully decline the request.
Here are some tips on how to respond:

3 It's not you, it's me. The most common way to decline is to simply
inform the initial contact that you're not that deeply connected with the
intended recipient, and you really don't feel comfortable passing on a
request to someone who isn't a strong contact. Often, you might have
first-degree connections in your network who are “weak links” or people
with whom you're acquainted but aren’t particularly close to or tight with.

3 The recipient doesn’t respond well to this approach. You can respond that
you know the intended recipient, and you know what she's going to say, either
from past requests or other experiences with that person. Because you know
or feel that the intended recipient wouldn't be interested, you would rather
not waste anyone's time in sending the request.

¥ | just don't feel comfortable passing along the request. Be honest and
simply state that you don't feel right passing on the request you've received.
After all, if the original contact doesn’t understand your hesitation, he'll
probably keep asking, and LinkedIn will want you to follow up on any unre-
solved introduction. Just as in life, honesty is usually the best policy.
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3 | think your request needs work. Because you're vouching for this person,
you don't want to pass along a shoddy or questionable request that could
reflect badly on you. In this case, simply respond that you think the request
needs to be reworded or clarified, and offer concrete suggestions on what
should be said as well as what requests you feel comfortable forwarding.

When you’re ready to decline the request, simply click Reply on the LinkedIn
message and let the person requesting the introduction know your reasons for not
acting on his request. The person asking for the introduction will see your response
in his LinkedIn Inbox, and depending on his preferences, his e-mail account as
well, and he can decide how to proceed once you’ve notified him.
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IN THIS CHAPTER

Discovering the keys to having a
meaningful network

Using the best strategies for
expanding your network

Sending connection requests to
members and persuading
nonmembers to join

Weeding out connections you no
longer want on your network

Dealing with invitations you receive

Growing Your
Network

aybe by now, you’ve signed on to LinkedIn, created your profile, searched

through the network, and started inviting people to connect to you —

and you’re wondering, what’s next? You certainly shouldn’t be sitting
around on your hands, waiting for responses to your invitations. LinkedIn is
designed to open doors to opportunities using the professional relationships you
already have (and, with luck, by creating new ones). The best use of it, therefore,
is to capture as much of your professional network as possible in the form of first-
degree connections to your LinkedIn network so that you can discover those inside
leads as well as those friends of friends who can help you.

In this chapter, I discuss how you can grow your LinkedIn network and offer some
guidelines to keep in mind when growing your network. I also cover various search
tools for you to use to stay on top of LinkedIn’s growing membership and how
others may relate to you.
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Of course, to expand your network, you need to know how to send invitations as
well as how to attract LinkedIn members and your contacts who haven’t yet taken
the plunge into LinkedIn membership. I cover all that here, too. And finally, this
chapter helps you deal with the etiquette of accepting or declining invitations that
you receive, and shows you how to remove connections that you no longer want to
keep in your network.

An invitation is when you invite a colleague or friend of yours to join LinkedIn and
stay connected to you as part of your network. An introduction is when you ask a
first-degree connection to introduce you to one of her connections so you can get

rememeer  to know that person better. I cover the concept of introductions through messag-
ing in more depth in Chapter 5, while invitations are covered right here.

Building a Meaningful Network

When you build a house, you start with a set of blueprints. When you start an
organization, you usually have some sort of mission statement or guiding prin-
ciples. Likewise, when you start to grow your LinkedIn network, you should keep
in mind some of the keys to having and growing your own professional network.
These guiding principles help decide who to invite to your network, who to search
for and introduce yourself to, and how much time to spend on LinkedIn.

Undoubtedly, you’ve heard of the highly popular social networking sites Facebook
and Twitter. LinkedIn is different from these sites because it focuses on business
networking in a professional manner rather than encouraging users to post pic-
tures of their latest beach party or tweet their latest status update. The best use of
LinkedIn involves maintaining a professional network of connections, not send-
ing someone an Event invitation or game request.

That said, you’ll find variety in the types of networks that people maintain on
LinkedIn, and much of that has to do with each person’s definition of a meaning-
ful network:

3 Quality versus quantity: As | mention in Chapter 1, some people use
LinkedIn with the goal of gaining the highest number of connections possible,
thereby emphasizing quantity over the quality of their LinkedIn connections.
Those people are typically referred to as LinkedIn open networkers (LIONs). At
the other end of the spectrum are people who use LinkedIn only to keep their
closest, most tightly knit connections together without striving to enlarge their
network. Most people fall somewhere in between these two aims, and the
question of whether you're after quality or quantity is something to keep in
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mind every time you look to invite someone to join your network. LinkedIn
strongly recommends connecting only with people you know, so its advice is
to stick to quality connections. Here are some questions to ask yourself to
help you figure out your purpose. Are you looking to

Manage a network of only people you personally know?

Manage a network of people you know or who might help you find new
opportunities in a specific industry?

Promote your business or expand your professional opportunities?

Maximize your chances of being able to reach someone with a new
opportunity or job offering, regardless of personal interaction?

Depth versus breadth: Some people want to focus on building a network of
only the most relevant or new connections — people from their current job or
industry who could play a role in one’s professional development in that
particular industry. Other people like to include a wide diversity of connec-
tions that include anyone they have ever professionally interacted with,
whether through work, education, or any kind of group or association, in
hopes that anyone who knows them at all can potentially lead to future
opportunities. For these LinkedIn users, it doesn’t matter that most of the
people in their network don’t know 99 percent of their other connections.
Most people fall somewhere in between these two poles but lean toward
including more people in their network. Here are some questions to keep in
mind regarding this question. Do you want to

Build or maintain a specific in-depth network of thought leaders regarding
one topic, job, or industry?

Build a broad network of connections that can help you with different
aspects of your career or professional life?

Add only people to your network who may offer an immediate benefit to
some aspect of your professional life?

Add a professional contact now and figure out later how that person might
fit with your long-term goals?

Strong versus weak link: I'm not referring to the game show The Weakest
Link, but rather to the strength of your connection with someone. Beyond the
issue of quality versus quantity, you'll want to keep differing levels of quality in
mind. Some people invite someone after meeting him once at a cocktail party,
hoping to strengthen the link as time goes on. Others work to create strong
links first and then invite those people to connect on LinkedIn afterward. This
issue comes down to how much you want LinkedIn itself to play a role in your
business network’s development. Do you see your LinkedIn network as a work
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in progress or as a virtual room in which to gather only your closest allies?
Here are some questions to keep in mind:

What level of interaction needs to have occurred for you to feel comfort-
able asking someone to connect with you on LinkedIn? A face-to-face
meeting? Phone conversations only? A stream of e-mails?

What length of time do you need to know someone before you feel that
you can connect with that person? Or, does time matter less if you have
had a high-quality interaction just once?

Does membership in a specific group or association count as a good
enough reference for you to add someone to your network? (For example,
say you met someone briefly only once, but he is a school alum: Does that
tie serve as a sufficient reference?)

¥ Specific versus general goals: Some people like to maintain a strong
network of people mainly to talk about work and job-related issues. Other
people like to discuss all matters relating to their network, whether it's
professional, personal, or social. Most people fall somewhere in between, and
herein lies what | mean by the “purpose” of your network. Do you want to
simply catalog your entire network, regardless of industry, because LinkedIn
will act as your complete contact management system and because you can
use LinkedIn to reach different parts of your network at varying times? Or do
you want to focus your LinkedIn network on a specific goal, using your profile
to attract and retain the “right kind” of contact that furthers that goal? Here
are some more questions to ask yourself:

Do you have any requirements in mind for someone before you add him
to your network? That is, are you looking to invite only people with certain
qualities or experience?

Does the way you know or met someone influence your decision to
connect to that person on LinkedIn?

What information do you need to know about someone before you want
to add him to your network?

By the way, this isn’t a quiz — there is no one right answer to any of these ques-
@ tions. You decide what you want to accomplish through your LinkedIn network,
and how you want to go from there. Also keep in mind that although you might
TP start LinkedIn with one goal in mind, as with most other things in life, your usage
and experience might shift you to a different way of using the site. If that hap-

pens, just go with it, as long as it fits with your current goals.

After you establish why you want to link to other people, you can start looking for
and reaching out to those people. In the next section, I point you to a number of
linking strategies that can help you reach your goals for your network. When you
start on LinkedIn, completing your profile (see Chapter 3) helps you get your first
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round of connections, and you’re prompted to enter whatever names you can
remember to offer an invitation for them to connect with you. Now you’re ready
to generate your next round of connections, and to get into the habit of making
this a continual process as you use the site.

Checking for LinkedIn Members

©

REMEMBER

When you fill out your LinkedIn profile, you create an opportunity to check for
colleagues and classmates as well as import any potential contact and invite that
person to connect with you and stay in touch using LinkedIn. However, that search
happens only after you define your profile (and when you update or add to your
profile). After that, it’s up to you to routinely check the LinkedIn network to look
for new members on the site who might want to connect with you or with whom
you might want to connect. Fortunately, LinkedIn provides a few tools that help
you quickly scan the system to see whether a recently joined member is a past
colleague or classmate of yours. In addition, it never hurts to use your friends to
check for new members, as I discuss in a little bit.

Finding newly added colleagues

If you’ve worked at least one job in a medium-size or large company, you’re prob-
ably familiar with the concept of the farewell lunch. The staff goes out to lunch,
reminiscences about the good old days, and wishes the departing employee well as
that person gives out her e-mail address and phone number, and pledges to keep
in touch. But as time goes on, jobs change, people move around, and it’s easy to
lose touch with that co-worker. Thankfully, LinkedIn allows you to stay con-
nected regardless of moves.

Sometimes people you’ve fallen out of contact with have joined LinkedIn since the
last time you checked, so do an occasional search to see whether you know any
newly added colleagues.

When you want to search for colleagues (and add them to your network, if you
choose), follow these steps:

1. while logged in to your LinkedIn account, go towww. linkedin.com/
people/reconnect?posID=0.
2. Pickan employer (current or past) from the list.

If there are no new connections, you see the message, “Sorry, we couldn’t find
any colleagues at Company X for you.” Otherwise, you see potential new
connections, as shown in Figure 6-1.
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FIGURE 6-1:

The Colleagues
window shows
whether former
colleagues are on
LinkedIn.

TIP

FIGURE 6-2:
Invite one or
more people

to join your

network.
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Add Connections | Colleagues = Alumni  People You May Know View Sent Invitations
YOUR COMPANIES We found 30 people you may know from Top Cow Productions.
So Cal Gomic Con Okwera Michael Frank
CoPromater Great lakes brands Iid Telltale Games marvel comics
Q) Connect © Connect © Connect
Waterside Productions
Fresiance Viriter Justin Aaron Rick
Present
Marvel Animation Studios Spacejunk Media National Academy of Sciences
NewComix.Com € Connect © connect Science & Entertainment
o Exchange
Presant Q) Connect
Nef2Austion Jo Brian Frank
Opersations & Training Manager
July 2005 to October 2008 DC Comics Haberin Studios Inc Archie Comic Publications, Inc
QO Connect © Connect © Conne
Top Cow Productions
Director of Marketing & Seles Clydene Jason Shannon

June 2003 to August 2004
Wamer Home Video
Connect

Project Manager
Connect

Guardian Knight Comics

IEM Global Services Connect

Project Manager
February 1088 to June 2002

3. Go through the list of names to see names you recognize or wish to connect
with via LinkedIn.

Click a name to see the person’s profile for more information. If you want to
invite someone to your network, you could click the Connect link below the
name to have LinkedIn send that person an automatic invitation. The screen
will update and you'll see that name disappear from the list.

| encourage you to click the person’s name, go to his profile, and then click the
Connect button, so you can add a personal note with your invitation to help
the contact remember who you are.

4. Check other employers to see if there are any new colleagues available.

You can repeat the process by clicking each employer from the list provided.
You can also click the Alumni tab and review the list of schools you attended to
see any newly added classmates, as shown in Figure 6-2. The next section talks
about another alumni function to find classmates.

Add Connections  Colleagues | Alumni  People You May Know View Sent Invitations

YOUR SCHOOLS We found 34 people you may know from University of California, Irvine - The Paul Merage
School of Business.

University of California, Irvine - The

Paul Merage School of Business Melissa Jacky Quinn
IT Management
2000 to 2002 Burton Gonsulting LLC Toshiba © Connect
© Connect © Connect
University of California, Los Angeles
GComputer Science & Enginsering
oo oee Robert Pegay Amos K.
© Connect Countrywide The Nairobi Hospital
Booker T Washington HS Q Connect Q Connect

1087 to 1901

Finding classmates

No matter how much time goes by since I graduated from college, I still remember
my school years well. I met a lot of cool and interesting people, folks I wanted to
stay in contact with because of common goals, interests, or experiences. As time
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FIGURE 6-3:

The schools you
identified in your
profile appear in
the Students &
Alumni window.

progressed and people moved on to new lives after graduation, it was all too easy
to lose touch and not be able to reconnect.

Through LinkedIn, though, you can reconnect with former classmates and main-
tain that tie through your network, no matter where anyone moves on to. For you
to find them to begin with, of course, your former classmates have to properly list
their dates of receiving education. And, just as with the search for former col-
leagues, it’s important to do an occasional search to see what classmates joined
LinkedIn.

To search for classmates — and to add them to your network, if you want —follow
these steps:

1. while logged in to your LinkedIn account, hover your mouse over the
Connections link from the top navigation bar, then click the Find Alumni
link from the drop-down list that appears.

2. Inthe screen that appears, filter the results for a better list.

The Students & Alumni window (for your most recent Education entry)
appears, as shown in Figure 6-3, if you've prefilled in at least one educational
institution. You can click any of the classifications, like “Where they live” or
“Where they work” to add extra filters and get a more precise list. You can also
change the years of attendance in the boxes provided to see a different set of
candidates, or search by a specific graduation date. If the screen is blank, you
haven't yet added any education entries to your profile. (I discuss how to add
education information to your profile in Chapter 3.)

ucl University of California, Irvine - The Paul Merage Add to board Suggest | T
Merage [Pt
i 163 mferesteg n attenaing
Orange County, Calfornia Area
Home  Notables  Students & Alumni  Recommendations Linkedin for Education »
6,634 s Search s o sncee ] [ 1900 [i 2015

Where they ive Where they work What they do
United States UC Inving Finance

Orange County, California Area 721 | Deloitte. Sales
Greater Los Angeles Area Bocing Operations

San Francisco Bay Area Kaiser Permanenie Marketing

Pt Infarmatinn Tachnalnm:
v ShowMoe v

] 6 a7 n 2
Amol s Pamela s Eaward % e Don
Director at Shemrock Financial Advisor | Senior WManaging Partner at VP of Marketing at cielo24.

Vice Pre: Firacracker PR % Public

San Francisco Bay Area Y

Praschools & Shemford sidont
Schools Invesiment Officer at Wells Relations Expert % Cutling
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3. Look over the list of potential classmates and connect with any people you
recognize.

You can always click the name of the classmate to see her profile first, or just
click the Connect link below the name to send an invitation to connect. If there
are any shared connections, you can hover your mouse over the connection
symbol and number next to their picture to see what connections you have in

common.
Before you invite people, click their name to read their profiles and see what
@ they've been doing. Why ask them what they've been doing when you can read
it for yourself? By doing your homework first, your invitation will sound more
TIP natural and be more likely to be accepted.

4, Repeat the process for other schools by clicking the Change University
button, as shown in Figure 6-4, and selecting another school from your
educational history.

When you select a new school, you see the same screen as shown in Figure 6-3,
but for the newly selected school. You can filter those results and invite
whomever you recognize.

| =
Orange County, Califomia Area 163 interested i ctianding
Home Notables Students & Alumni Recommendations Linkedin for Education |
6’634 i Saarch this set Attended [V] | 1900 to| 2015
Your universities
Where “‘!Y live Where t'\!‘,‘ work University of California, Irvine - The Paul.
FIGURE 6-4: United States UC Irvine o .
Check for H University of California, Los Angeles
Orange County, California Area Deloitte
classmates from Similar universities
Grealer Los Angeles Area Boeing
other schools you £ Goigen Gate Unverst
San Francisco Bay Area Kalser P S8 G Gate University
attended. y iser Permanente =]
I cover more about sending invitations in “Sending Connection Requests,” later in
this chapter.
TIP

Using the People You May Know feature

One of the most common ways for you to increase your network is by using Linked-
In’s functionality and suggestion system that it calls “People You May Know.”
Given all the data that LinkedIn imports and the global network it maintains,
LinkedIn can use people’s profile data, e-mail imports, common experience or
education, and LinkedIn activity or other commonalities to help predict who may
be in the same network with you.
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FIGURE 6-5:
LinkedIn asks if
you know people
to add to your
network.

The People You May Know feature exists in several places. A section of your Linke-
dIn home page news feed is dedicated to it, as well as the top section of your
LinkedIn Connections page (as shown in Figure 6-5). As you click Connect for one
person on your Connections page, LinkedIn will update that spot with a new
potential connection for you to consider.

See anyone you know? Connect with them

p 4

Lee Jim Charles

on eBay Radio Host of eBay Radio Managing Editor/Creative
Writer at Lake Havasu

Find more people you know »

Connections. 20
A healthy professional ife starts with healthy relationships

Connect with Tony Connect with Patrick Connect with Howard

W, Metallurgical W, CEO of Making W, PRESIDENT
Engineer / Laboratory Comics Worldwide at HVC INC
Manager - "No
cnallenge 100 hot to In common: Gianluca In common: Carr D'ANgelo
handle” Glazer
In common: Lisa Sutiora

<& Connect & Connect & Connect

See more people to contact -

The most useful page for using this feature is the dedicated People You May Know
page, which you can get to from the links in the previously described sections, or
by hovering your mouse over My Network from the top navigational bar, then
clicking on People You May Know. As you scroll down the page (as shown in
Figure 6-6), LinkedIn will automatically update the page by adding rows of people
you can send connection requests to via its system.

Here are some things to keep in mind as you review this section:

3 Study the connections you have in common. A little symbol and a number
at the bottom right corner of someone’s picture indicates that you and this
person have shared first-degree connections. You can hover your mouse over
that number to see a pop-up window of those connections. LinkedIn will
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FIGURE 6-6:
Review the

People You May
Know page on

110

LinkedIn.

»

»

»

automatically sort people with more shared connections to the top of the
page, assuming that if you have a lot of shared connections, perhaps that
person belongs in your network.

Some people have an Add to Network button. If you see an e-mail address
and the Add to Network button instead of the Connect button, that means
this person is a contact that you imported to your LinkedIn account who isn't
currently on Linkedin. If you click the Add to Network button, LinkedIn will
send that person an invitation to join LinkedIn, similar to the invitation you
sent as an example in Chapter 2.

You can spend a minute, an hour, or any time in between reviewing your
connections. This is not something you should dedicate large chunks of time
to, but every once in a while, visit this page to see who you may want to
connect with on LinkedIn.

Visit a person'’s profile first and then click Connect. | can't stress this
enough. When you click Connect from the People You May Know page,
LinkedIn sends that person a generic invitation. If you click her name and then
click the Connect button, you will see a screen where you can write a custom-
ized message. (I cover this in detail in “Sending Connection Requests,” later in
this chapter.)

People You May Know

Jim - —
Host of eBay Radio Managing Editor/Creative Invite to join Linkedin Media Relations at Dark

Tony W i
Metallurgical Engineer ! Invite to join Linkedin PRESIDENT at HVC ING CEO of Making Comics Take a guided @
Laboratory Manager - "No Worldwide CRM tour

challenge too hot o

AdChoicas (>
B% Microsoft

16 Charles s ? Albert Aub - 20 THIS IS

Horse Comics

Writer at Lake Havasu &
1187457 @yorku.c:
LIVING Magazine yut87457@yorku.ca Entertainment N OW

@

1 Friend My Howard e 14 Patrick 5

myfriendsue@hotmail.com today

Connect Add to network Connect Connect
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TIP

FIGURE 6-7:
See who your
connections
added to their
network.

Browsing your connections’ networks

Although it’s helpful for LinkedIn to help you search the network, sometimes
nothing gives as good results as some good old-fashioned investigation. From
time to time, I like to browse the network of one of my first-degree connections
to see whether he has a contact that should be a part of my network. I don’t rec-
ommend spending a lot of your time this way, but doing a “spot check” by picking
a few friends at random can yield some nice results.

Why is this type of research effective? Lots of reasons, including these:

»

»

You travel in the same circles. If someone is a part of your network, you
know that person from a past experience, whether you worked together,
learned together, spoke at a conference together, or lived next door to each
other. Whatever that experience was, you and this contact spent time with
other people, so chances are you have shared connections — or, better yet,
you will find people in that person’s network who need to be a part of

your network.

You might find someone newly connected. Say that you've already spent
some time searching all your undergraduate alumni contacts and adding as
many people as you could find. As time passes, someone new may connect to
one of your friends.

One effective way to keep updated about who your connections have recently
added is to review your Notifications. LinkedIn creates sections of the news
feed to show you this information (see Figure 6-7).

People in your network have new connections

Eric is now connected with 1d
Patrick :‘
. L Connect
Soil economist in central Texas
Jim is now connected with: 1d

Lamar
P - . Connect
Chief Advancement Officer at San Jose-Evergreen Community C..

Show more updates +

»

You might recognize someone whose name you didn’t fully remember.
Many of us have that contact who we feel we know well, have fun talking to,
and consider more than just an acquaintance, but for some reason, we can't
remember that person’s last name. Then, when you search a common
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contact’'s network and see the temporarily forgotten name and job title, you
suddenly remember. Now you can invite that person to join your network.
Another common experience is seeing the name and job title of a contact
whose last name changed after marriage.

3 You might see someone you've wanted to get to know better. Have you
ever watched a friend talking to someone who you wanted to add to your
network? Maybe your friend already introduced you, so the other person
knows your name, but you consider this person a casual acquaintance at best.
When you see that person’s name listed in your friend's LinkedIn network,
you can take the opportunity to deepen that connection. Having a friend in
common who can recommend you can help smooth the way.

& Looking through your friend’s contacts list can be a cumbersome process if he has
hundreds of contacts, so allow some time if you choose this technique.

WARNING
To browse the network of one of your connections, follow these steps:

1. click the Connections link from the top navigation bar to bring up
your network.

2. click the name of a first-degree connection.

Alternatively, search for the name via the search box on the home page. Then,
on the search results page, click the name you want.

When perusing the person’s profile, look for a link on a number above the
word Connections, which should be next to the name and below the profes-
sional headline: something like “174 connections.” If you see the number of
connections but that word isn't hyperlinked, you can't proceed with this
process because that person has chosen to make her connection list private.
If that's the case, you need to select a different first-degree connection.

3. Click the Connections link of the first-degree connection.

For the example in these steps, | picked a friend and associate, Michael
Wellman, of the Comic Bug in Redondo Beach, California. His connection list is
shown in Figure 6-8.

4. Look through the list to see whether you'd like to send an invitation to
anyone. If so, click the person’s name to pull up his profile.

When [ scan through Mike’'s list, | notice that his business partner, Jun Goeku, is
in his network. | spoke with him several times about suggestions and projects

I initiated with his store, so | clicked his name to bring up his profile, which is
shown in Figure 6-9.
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FIGURE 6-8:

You can look
through your
friend's network.

Jay 2m
Original Founder/ Past Owner of Sparkl...
Connect - 64

Jun Goeku 2w
Business Owner & Neurosurgery Physician.

View Profile

Jun Goeku 2w
Business Owner & Neurosurgery Physic..
Connect - 3

Joseph 2
10 Worlds Studio
Connect - 7

< Previous

5.

7.

Click the blue Connect button, which appears in the middle of the page.
The Invitation page appears, as shown in Figure 6-10.

Select the option that best describes your connection to this person or
provide the person’s e-mail address.

In some cases, you might have to input the person’s e-mail address to help
prove that you actually know the person. In other cases, like in Figure 6-10, you
simply have to indicate whether you're a colleague, classmate, business
partner, or friend, or have another association with this person. It's a good idea
to enter some text in the Include a Personal Note field. This text customizes
your invitation, and you can use it to remind the person who you are and why
you'd like to connect.

Click the blue Send Invitation button.

Presto! You’re all done.
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FIGURE 6-9:
Pull up the
person’s profile
to add her to
your network.

FIGURE 6-10:
Send a custom
invitation to your
new contact.

Jun Goeku =
Business Owner & Neurosurgery Physician Assistant

Torrance, California | Hospital & Health Care

C Self-employed, Los Angeles County Department of Human Resources
Education  Charles R. Drew University of Medicine and Science

| Send Jun InMail | o33

ﬁ @ https:thwww linkedin.com/in/jun-goeku-71272089

Background
Q Experience

Business Owner- The Comic Bug
Self-employed
May 2004 — Present (11 years § months) | Manhattan Beach, CA

Physician Assistant DHR
Los Angeles County Department of Human Resources

April 1999 — Present (16 years 9 months)

et of Husrsn Renrces

), )
4 Education

Charles R. Drew University of Medicine and Science
Bachelor of Science (BSc), Allied Health Diagnostic, Intervention, and Treatment Professions

1997 — 1999

Add Connections  Colleagues ~ Alumni  People You May Know

@ Invite Jun to connect on Linkedin

How do you know Jun?

‘We've done business together

Owner at NewComix.Com ~

O Friend

don’t know Jun

Include a personal note: (optional)
Hey, Jun,

Since I've done business with you and Mike at the Comic
Bug, | thought it'd be a good idea to stay connected via
LinkedIn. Looking forward to new projects! -Joel

Important: Only invite people you know well and who know you. Find out why.

LI or Cancel
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Sending Connection Requests

You can check out previous sections of this chapter to find out how to use LinkedIn
to search the entire user network and find people you want to invite to join your
personal network. In the following sections, I focus on sending out the invitation,
including how to go about inviting people who haven’t yet decided to join
LinkedIn.

Sending requests to existing members

When you’re on a LinkedIn page and spot the name of a member who you want to
invite to your network, you can follow these steps to send that person a connec-
tion request:

1. click the person’s name to go to his profile page.

You might find people to invite using one of the methods described in
“Checking for LinkedIn Members,” earlier in this chapter. You might also find
them while doing an advanced people search, which | cover in Chapter 4.
Figure 6-11 shows the profile page of a LinkedIn member.

2. click the blue Connect button to start the connection request.
The Invitation page appears, as shown in Figure 6-12.

3. From the list of connection reasons, choose the option that best describes
your relationship to this person.

You might have to input the person’s e-mail address to help prove that you
actually know the person. If you select the | Don't Know Person’s Name option,
LinkedIn denies the request, so keep that in mind. If you pick a category such
as Colleague or Classmate, LinkedIn displays a drop-down list of options based
on your profile. For example, if you pick Colleague, LinkedIn displays a
drop-down list of your positions. You need to pick the position you held when
you knew this person.

4. Enter your invitation text in the Include a Personal Note field.

I highly recommend that you compose a custom invitation rather than use the
standard text, “I'd like to add you to my professional network on LinkedIn.” In
my example in Figure 6-12, | remind the person how we recently met, acknowl-
edge one of his achievements, and ask him to connect.

5. Click the blue Send Invitation button.

You'll be notified by e-mail when the other party accepts your connection
request.
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FIGURE 6-11:
Add a person to
your network
from that
person’s profile
page.

FIGURE 6-12:
Invite someone to
connect with you.

Greg L Goldstein

Greater San Diego Area | Publishing

Current IDW Publishing

Previo

Education  New York University

‘ Send Greg L InMail | ~

2ma

President & Chief Operating Officer at IDW Publishing

Upper Deck, Fopmania Enteriainment, Acclaim Enteriainment

500+

conneciions

in-53a151

g ) httpsiwww. linkedin

E& Summary

entrepreneurial style.

Specialties:- Business Development
+ Brand Management

= Creative Marketing

« Licensing

- Product Development

+ Publishing

a Experience

rar

Entertainment / Media Executive with proven ability to achieve both financial targets and creative
objectives. Lengthy track record managing fop content-driven entertainment brands, specifically at the
crossroads of popular culture, publishing and gaming. Able to blend corperate management savvy with

@ Invite Greg L to connect on Linkedin

How do you know Greg L?

We've done business together

Owner at NewComix.Com v

riend

J I don't know Greg L

Include a personal note: (optional)
Hey, Greg,

It was great meeting you at the recent conventions.
Congratulations on all the amazing announcements that IDVW
made. | can't wait for the upcoming projects! | thought we
could stay connected via LinkedIn and talk about future
parinerships.

Joel

Important: Only invite people you know well and who know you. Find out why.

LI or Cancel
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Why you shouldn’t use canned invitations

You might be tempted to look at the “canned” invitation that LinkedIn displays
when you go to the Invitation Request page, especially if you’re having a rough or
busy day, and just send off the invitation without adding to or replacing the canned
invitation with some custom text. We all have things to do and goals to accom-
plish, so stopping to write a note for each invitation can grow tedious. However,
it’s becoming increasingly important, for the following reasons, to replace that
text with something that speaks to the recipient:

3 The other person might not remember you. Quite simply, your recipient
can take one look at your name, see no additional information in the note that
accompanied it, and think, “Who is that guy (or gal)?” A few might click your
name to read your profile and try to figure it out, but most people are busy
and won't take the time to investigate. They are likely to ignore your
request. Not good.

3 The other person could report you as someone he doesn’t know. Having
someone ignore your request isn't the worst possibility, though. Nope, the
worst is being declined as unknown. Recipients of your invitation see an |
Don't Know This Person button. If several people click this button from an
invitation you sent, LinkedIn will consider you a spammer and will suspend
you — and possibly even remove your profile and account from the site!

3 You offer no motivation for a mutually beneficial relationship. When
people get an invitation request, they understand pretty clearly that you want
something from them, whether it's access to them or to their network. If
you've sent a canned invitation, they can’t answer the question, “What is in it
for me?” A canned invitation gives no motivation for or potential benefit of
being connected to you. A custom note explaining that you'd love to swap
resources or introduce that person to others is usually enough to encourage
an acceptance.

3 A canned invitation implies you don’t care. Some people will look at your
canned invitation request and think, “This person doesn't have 30 to 60
seconds to write a quick note introducing herself? She must not think much of
me.” Worse, they may think, “This person just wants to increase her number
of contacts to look more popular or to exploit my network.” Either impression
will quickly kill your chances of getting more connections.

Sending requests to nonmembers

Only members of LinkedIn can be part of anyone’s network. Therefore, if you
want to send a connection request to someone who hasn’t yet joined LinkedIn,
you must invite that person to create a LinkedIn account first. To do so, you can
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either send your invitee an e-mail directly, asking him to join, or you can use a
LinkedIn function that generates the e-mail invitation that includes a link to join
LinkedIn.

Either way, you need to have the nonmember’s e-mail address, and you’ll prob-
ably have to provide your invitee with some incentive by offering reasons to take
advantage of LinkedIn and create an account. (I give you some tips for doing that
in the next section.)

When you’re ready to send your request using LinkedIn, follow these steps:

1. Hover your mouse over the Connections link in the top navigation bar,
and then click the Add Connections link from the drop-down list
that appears.

The Add Connections window appears.
2. Click the Invite by Email button along the bottom right of the page.

This brings up a text box, as shown in Figure 6-13. Fill in the e-mail addresses of
the people you want to invite to LinkedIn in the box provided.

E See who you already know on Linkedin Manage imported contacts
Get started by adding your email address or choosing
a service provider YAHOO! M
Type email addresses below
Yahool Mail Gmail
person1@email.com, person2@email.com,
person3@email com, persond@email.com|
= @
Hotmail AOL
Multiple email addresses should be comma separated
We'll import your address book to suggest connections and help you
manage your contacts. Learn more
Other Email Invite by email
FIGURE 6-13:
Fill in the e-mail
addreSSeS Of Find more connections like Mel, Chaz and Filip.
anyone you want Import file
to invite to join
LinkedIn.
Because you can't personalize the invitation request to nonmembers, you may
want to contact those people via e-mail or phone first to let them know this
request is coming and encourage them to consider joining LinkedIn.
TIP
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REMEMBER

3. Click the blue Send Invitations button.

You're returned to the Add Connections page, where you see a confirmation
message. You can repeat the process at any time to invite additional people to
join LinkedIn and be added to your network.

Communicating the value of
joining LinkedIn

So you want to add some people to your LinkedIn network, but they haven’t yet
taken the plunge of signing up for the site. If you want them to accept your request
by setting up their account, you might need to tout the value of LinkedIn to your
contacts. After all, recommendations are one of the most powerful sales tools,
which is why all types of businesses — from e-commerce stores and retail busi-
nesses to service directories and social networking websites — use recommenda-
tions so often. Offering to help them build their profile or use LinkedIn effectively
wouldn’t hurt either.

As of this writing, LinkedIn does not allow you to personalize your invitation to
nonmembers, so you will need to make this pitch either via e-mail or directly with
the person you are recruiting.

So, how do you make the “sale”? (I use that term figuratively, of course. And as
you know, a basic LinkedIn account is free — a feature that you should definitely
not neglect to mention to your invitees!) If you send a super-long thesis on the
merits of LinkedIn, it’ll most likely be ignored. Sending a simple “C’mon! You
know you wanna ...” request may or may not work. (You know your friends better
than me.) You could buy them a copy of this book, but that could get expensive.
(But I would be thrilled! C’mon! You know you wanna ...) The simplest way is to
mention some of the benefits they could enjoy from joining the site:

3 LinkedIn members always stay in touch with their connections. If people
you know move, change their e-mail addresses, or change jobs, you still have
a live link to them via LinkedIn. You'll always be able to see their new e-mail
addresses if you're connected (assuming that they provide it, of course).

3 LinkedIn members can tap into their friends’ networks for jobs or
opportunities, now or later. Although someone might not need a job now,
she may eventually need help, so why not access thousands or even millions
of potential leads? LinkedIn has hundreds of millions of members in all sorts
of industries, and people have obtained consulting leads, contract jobs, new
careers, and even startup venture capital or funding for a new film. After all,
it's all about “who you know.”
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3 LinkedIn can help you build your own brand. Linkedin members get a free
profile page to build their online presence, and can link to up to three of their
own websites, such as a blog, personal website, social media page, or
e-commerce store. The search engines love LinkedIn pages, which have high
page rankings — and this can only boost your online identity.

3 LinkedIn can help you do all sorts of research. You might need to know
more about a company before an interview, or you're looking for a certain
person to help your business, or you're curious what people’s opinions would
be regarding an idea you have. LinkedIn is a great resource in all these
situations. You can use LinkedIn to get free advice and information, all from
the comfort of your own computer.

3 Employers are using LinkedIn every day. Many employers now use
LinkedIn to do due diligence on a job seeker by reviewing her LinkedIn profile
before an interview. If you are not on LinkedIn, an employer may see this as a
red flag and it could affect your chances of getting the job.

3 Abasic LinkedIn account is free, and joining LinkedIn is easy. There are a
lot of misconceptions that users have to pay a monthly fee or spend a lot of
time updating their LinkedIn profiles. Simply remind people that joining is
free, and after they set up their profiles, LinkedIn is designed to take up very
little of their time to keep an active profile and to benefit from having an
account.

Removing people from your network

The day might come when you feel you need to remove someone from your net-
work. Perhaps you added the person in haste, or he repeatedly asks you for favors
or introduction requests, or sends messages that you don’t want to respond to.
Not to worry — you’re not doomed to suffer forever; simply remove the connec-
tion. When you do so, that person can no longer view your network or send you
messages, unless he pays to send you an InMail message.

To remove a connection from your network, just follow these steps:
1. while logged in to your LinkedIn account, click the Connections link from

the top navigation bar to bring up your list of connections.

2. Sscroll through the list to find the connection you wish to remove. When you
hover your mouse over the connection’s name, you see the Tag, Message,
and More links appear below the person’s name and headline, as shown in
Figure 6-14.

PART 2 Finding Others and Getting Connected



These links only appear when you hover your
mouse over someone’s name.

Search for people, jobs, companies, and more
Select All All Contacts (520) ~ Top
[in]
3 San|Diego Area
|0Tag =5 Message More 'I
1a [in]
San Diego, California
# friends
FIGURE 6-14:
. Mary Bednarek 1= [in
Fl nd the Executive Acquisitions Director at Wiley Publishing
connection you Indianapolis, Indiana Area
wish to remove. # partners

3. Click the down arrow next to the More link, and then select Remove
Connection from the drop-down list that appears, as shown in Figure 6-15.

A pop-up box appears, warning you of what abilities you'll lose with this
removal and asking you to confirm you want to remove the connection, as
shown in Figure 6-16.

Click the Remove Connection link.

e ———

Select All All Contacts (520) ~ Top

Jason 1 @

er San Diego Area

#Tag = Message| More ~

Hide

Remove connection [in]

# friends

FIGURE 6-15:
Remove your
connection to this
person.

Mary Bednarek 1« [in]
Executive Acquisitions Director at Wiley Publishing
Indianapolis, Indiana Area

# pariners

4. Click the Remove button to remove this person from your network.

Your removed connection won't be notified of the removal.
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Remove Jason as a connection

o 1 sure you want to remove Jason

con

You'll lose

- Your relationship notes
= The ability to send Jason Livesay messages

FIGURE 6-16: - Notifications about job changes
- Jason Livesay's updates and shared content
Make sure you « All endorsements and recommendations exchanged between the two of you
understand what
you'll lose by B3 oo |
removing this
connection.

Accepting (or Gracefully Declining)
Invitations

In this chapter, I talk a lot about how and why you might send invitations and add
people to your network, and even cover what to do when you need to remove
someone from your network. But what about the flip side of that coin — that is,
being the invitee? In this section, I offer some guidance on what to do when you’re
faced with an invitation, and you have to decide whether to happily accept or
gracefully decline it.

When you receive an invitation to join someone’s network of connections and
you’re not sure whether to accept or decline the invitation, ask yourself these
questions:

3 How well do you know this person? With any luck, the inviter has included a
custom message clueing you in to who she is, in case you don’t remember.
You can, of course, click the name to read that person’s profile, which usually
helps trigger your memory. If you don’t know or remember this person, you
probably don't want to add him to your network just yet. If you do know him,
you need to consider whether he’s worth adding to your network.

3 Does this person fit with the goals of your network? As | mention early in
this chapter, it's easier to put together a network when you've established a
sense of the purpose you want it to serve. When you're looking at this
invitation, simply ask yourself, “Does accepting this invitation help further
my goals?”
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Is this someone with whom you want to communicate and include in
your network? If you don't like someone or don't want to do business with
him, you should certainly not feel obligated to accept the invitation. Keep in
mind that these people will have access to your network and can hit you up
with introduction messages and recommendation requests (see Chapters 5
and 8, respectively).

If you’re thinking of declining an invitation, you can simply ignore the invitation
message or click the X button on the screen to ignore the invitation. Optionally,
you can respond to the person who sent you the invitation. Some people prefer to
respond in order to be professional or polite, for example. If you decide to send a
response message, instead of just ignoring the invite, here are some tips to help
you do so gracefully:

»

»

»

Respond quickly. If you wait to respond to the invitation and then decide to
go ahead and decline the invite, the other person might be even more
offended and confused. Respond quickly so that this issue isn't hanging over
anyone's head.

If necessary, ask for more information. If you feel uncomfortable because
you don't know the person well but want to consider the invitation before you
decline, respond with a request for more information, such as, “I appreciate
your interest, but | am having trouble placing our previous meetings. What is
your specific interest in connecting with me on LinkedIn? Please let me know
how we know each other and what your goals are for LinkedIn. Thanks again.”

Respond politely but with a firm no. You can simply write something along
the lines of, “Thank you for your interest; | appreciate your eagerness.
Unfortunately, because I'm not familiar with you, I'm not interested in
connecting with you on LinkedIn just yet.” Then, if you want, you can spell out
the terms in which you might be interested in connecting, such as if the
opportunity ever arises to get to know the person better or if he is referred to
you by a friend.
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IN THIS CHAPTER

Organizing your LinkedIn contacts

Understanding LinkedIn
endorsements

Giving your network endorsements

Approving and displaying others’
endorsements of you

Connecting with
and Endorsing Your
Network

et’s look inward for a moment and think about the basic building block of

your LinkedIn network — your relationship with each of your first-degree

connections. Each of these relationships has a different identity, from the
colleague you just met and added to your network, to a lifelong friend. LinkedIn
wants to help you manage the qualities of that relationship, not just the fact that
you know that person. This way, LinkedIn becomes more of your hub for manag-
ing your professional network and building your own brand and/or business.

In this chapter, I discuss how to properly use two of LinkedIn’s important func-
tions, Contacts and Endorsements. I start by discussing how LinkedIn displays
and organizes your contacts, and then I walk you through how you can use Con-
tacts as your own personal “Customer Relationship Management” (CRM) system
to store notes, tags, and information about how you relate to each contact. Then,
I shift gears and focus on LinkedIn Endorsements, where you can give and receive
endorsements of others’ skills, and how they differ from recommendations. You
find out how to endorse your first-degree connections, review the endorsements
they give you, and add those endorsements to your profile.
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Interacting with Your Network
with Linkedin Contacts

The goal of LinkedIn Contacts is to give users “a smarter way to stay in touch.”
LinkedIn Contacts lets you sync your address books, e-mails, and calendar entries
with your LinkedIn contact information, so LinkedIn can organize your communi-
cation with your colleagues and professional friends. By knowing all the informa-
tion you keep in these various systems (address book, calendar, e-mail), LinkedIn
Contacts can group and sort that information to show you a comprehensive history
for each connection: how you met, all your LinkedIn conversations, any mutual
friends, and all of their LinkedIn updates and activities. Finally, LinkedIn gives you
the power to add and store your own private notes for each contact and schedule
follow-up or regular interactions with those contacts.

LinkedIn Contacts is a tool to help you manage your professional relationships en
masse while still being personal. Here are some of the advantages of using this
system:

3 It stores your contact history. For each contact, LinkedIn shows you when
you connected with that person, and logs each conversation with that person
you did through LinkedIn. If you synced other systems (like your e-mail),
LinkedIn Contacts shows you a chronological history of those conversations as
well, even if you are not yet connected with that person on LinkedIn.

3 It encourages new and ongoing communication. Since professionals use
LinkedIn to record their career accomplishments, from new jobs and promo-
tions to receiving awards and certifications, LinkedIn Contacts notifies you
when someone in your network has a career “event” (for example, a promotion
or work anniversary) and encourages you to reach out and communicate,
whether it's to say “Congrats” or connect with a common friend who just joined
LinkedIn. Contacts also allows you to set reminders so you can follow up with
someone at a later date. By encouraging regular communication, LinkedIn
helps reduce the awkwardness when you need to reach out to a contact.

3 It's available at your fingertips. Linkedin made sure that the Contacts
feature is robust and available not just on its website, but also through a
dedicated mobile application. You can download and install the LinkedIn
Connected app for your Apple or Android OS system and have the same
information at your fingertips, in case you're not in front of your computer.

3 You can add your own notes. After LinkedIn catalogs your past and current
interactions, it allows you to record your own notes for each person, visible
only to you. Your notes are stored on LinkedIn and available anytime. In
addition, you can create tags for each contact, allowing you to create your
own virtual “groups” of people that you can manage or change at any time.
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FIGURE 7-1:
LinkedIn
Connections
keeps you in
touch with your
network.

Understanding how LinkedIn
Contacts is structured

The good news is there is nothing to install or pay for in order to use LinkedIn
Contacts. Any LinkedIn member, whether he has a free or paid account, sees the
same LinkedIn Contacts screen and has access to all the LinkedIn Contacts func-
tions. This capability is available from the moment you join LinkedIn and start
adding connections, and it’s free to sync any of your other accounts to LinkedIn to
store additional information. As of this writing, LinkedIn is able to sync with
major e-mail providers such as Gmail, Yahoo! Mail, and Outlook, along with
address books like Google Contacts, Yahoo! Address Book, Outlook Address Book,
and the iPhone Address Book. In addition, you can sync information with systems
such as Evernote and TripIt.

To get started, you click the Connections link in the top navigation bar. You should
see the Connections screen, as shown in Figure 7-1. Along the top of the screen,
LinkedIn displays a tiled bar of contacts who have either reported a new event or
potential new contacts of someone in your network. Each element in that bar has
a suggested action, such as “Say Congrats” or “Connect,” that you can click,
which encourages some interaction with that person. You can also hover your
mouse over any of these tiles and click the Skip link at the bottom right of each tile
area to bring up another potential contact, or click the See More People to Contact
link to bring up another row of contact tiles.

Connections 120
Ahealthy professional life starts with healthy relationships

‘Connect with Ron Cindy is having Connect with Alex

a work anniversary , Professional
Entrepreneurial spirit Artist-Colorist
combined with a strong 16 years this December at
work ethic and a hance
reputation for delivering
results

In common: Jan

44, Connect W Say congrats & Connect

Sea more people to contact ~

Sort by Recent Conversation ~ Filter by All Contacts ~ Q, search

Select All EVOL VE

= | [, = YOUR SALES
PROCESS

# classmates ﬂ
Lynn Northrup 1= 13daysago [

Editor at Morthrup Editorial Services
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FIGURE 7-2:
Click the wheel
icon to set up
Connections.

Below that bar is your list of contacts, sorted by Recent Conversation by default.
This way, you see the LinkedIn contacts you’ve most recently talked to, and next
to each name, LinkedIn shows the length of time that has passed since your last
interaction.

You can click the down arrow next to Sort By to change the sort order of your
contacts. As of this writing, your choices for sorting are:

¥ Recent Conversation
¥ First or Last Name (based on each contact's first or last name)

3 New (starting with the newest connections to your network or your Contacts
system)

Next to the Sort By option is the Filter By option, which is useful if you want to see
a certain subset of your contacts list. By default, it’s set to All Contacts, but if you
click the down arrow, you can set a filter to see only the list of contacts from a
certain Company, Location, Job Title, Source, or self-created Tag, instead of the
list of All Contacts.

To the right of the Filter By option is a Search link. When you click it, a text box
appears that you can use to search your contact list. Simply type the desired first
or last name in the box and then press Enter to run the search.

Using LinkedIn Contacts

When you’re ready to use all of LinkedIn Contact’s capabilities, follow these steps:

1. From the LinkedIn Connections screen, click the wheel icon on the top
right of your screen, as shown in Figure 7-2.

You are taken to the Connections settings page, as shown in Figure 7-3.

Connections ]
A healthy professional life starts with healthy relationships
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FIGURE 7-3:
Sync your
different
accounts with
LinkedIn.
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Connections
A healthy professional life starts with healthy relationships

EMAIL, CONTACTS, & CALENDARS Advanced Settings

° m
Joel Elad @ Change Timezone: Pacific Time

q- Google Calendar | 1 calendar events
s

vi

Linkedin | 516 contacts | Refresh B8 Export Linkedin Connections

Gmail | 2 contacts
Sync your email conlacts and messages

Why sync your contacts and what will
happen?

¢*) Syncing your contact information helps you
' keep in louch with your most important
CONNECioNs —S0 you always know the right
times to reach out

Google Contacts

g Syncing your email ets you reference your mal
history 50 you can see the sender and subject

line of each of your recent messages in a

chronological list. We update everyday.

When you sync your calendar, youll also get to
see your mealing history with people, and
whal's on your plate over the next few days. We
also tell you who's in your next meefing, in case
you haven't connecled. It gets updated daily
100, Want more details? Visit our Help Center.

Yahoo! Mail & Contacts
Sync Yahoo! mail and contacts

Yahoo! Galendar

' Linkedin takes your privacy seriously. To leam
Sync Yahool calendar Eh more abou Linkedns prvecy and secury
practices, visit Linkedin's Privacy Palicy. We
may suggest thal you connect with people you
already know, but you can always say n if
You'd rather not connect since you always have
control over who you invite

Outlook Mail, Contacts, & Calendar
Sync Outlook mail, contacts, and calendar

iPhone Address Book
Sync your iPhone contacts using the Linkedin Contacts app

(]

e Help Center

2.

Click Sync next to the name of your e-mail system and/or address book to
sync your e-mail messages with the LinkedIn system.

If you've got Gmail, Yahoo! Mail, or Outlook, click the appropriate blue Sync
button to start the sync process. In this example, | sync my Gmail and Google
accounts.

Follow the prompts to sync your other accounts.

In this example, | am prompted to log into my Google account, as shown in
Figure 7-4. After | do, | get a Permissions screen, as shown in Figure 7-5, where |
click the blue Allow Access button to give LinkedIn the ability to sync with my
Google account.

Repeat Steps 2 and 3 for any other accounts you wish to sync with LinkedIn.

After each sync, you are returned to the LinkedIn Connections Settings page,
where you can pick another e-mail, contacts, calendar, or application provider.
In addition, you can import your Outlook, Yahoo! Mail, or Mac Address Book
contacts by importing a .CSV (comma-separated values) file created by those
applications.

LinkedIn Contacts stores more information than just your first-degree connec-
tions. You can also add someone who's not yet a Linkedln member or a
Linkedln member who is not yet directly connected to you.
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Sign in with your Google Account

P

Joel Elad

Need help?

Sign in with a different account

FIGURE 7-4: One Google Account for everything Google

Log into your M@ LE L €
other accounts.

(2 Jin

~ LinkedIn would like to:
™ View and manage your mail
™M View your emails messages and settings
@ Know who you are on Google
& View your email address

By clicking Allow, you allow this app and Google to use your information in
accordance with their respective terms of service and privacy policies. You can
FIGURE 7-5: hange this and other Account Permissions at any fime.

Allow access for I
LinkedIn to sync. il |

5. From the Connections settings page, click the Connections link on the top
navigation bar and pick an individual contact by clicking her name on the
main Connections screen.

To use the Contacts functions for any particular first-degree connection, you
need to pull up the person’s profile information by clicking his name on the
Connections screen. When you reach a contact's profile page, you should see
a box with the Relationship and Contact Info tabs, as shown in Figure 7-6.
LinkedIn has already populated this box with any LinkedIn messages you've
sent to each other.
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FIGURE 7-6:
LinkedIn shows
the Relationship
elements.

FIGURE 7-7:
Add a note to
yourself about
this contact.

FIGURE 7-8:

The note is
recorded as part
of your communi-
cation with that
person.

Michael Bellomo =
Graduate Student, Master of Public Policy Program
Greater Los Angeles Area | Pharmaceuticals

Current UG Irvine
Previous  Baxter BioScience, McGraw-Hill, ARES Corporation
Education  University of California, Irvine - The Paul Merage School of
Business
332
SO ‘ = connections
Connected 9 years ago
W Relaionship M Contact Info iz

(¥) B Note | G Reminder | K How youmet | @ Tag

@) Reminder in 6 days

Discuss editing suggestions for Bellomo's latest manuscript.
@ Reminder set for 12/12

@ Note 2 seconds ago
Follow up with Michael in 1 week to discuss some FiveSquare business matters.
@ 12/52015

@ Connected 9 years ago
@ 5/122006

@ How you met

We met at the UCI Paul Merage School of Business in September 2000, as we were
both classmates in the Full Time MBA program.

6. (Optional) Click the Note link to add a note to yourself about this contact.

Think of the Note function as a way for you to record any thoughts about this
contact, remind yourself of information that was mentioned in past conversa-
tions, or jot down any questions you need to ask this person. When you click
the Note link, a text box opens where you can type the note, as shown in
Figure 7-7. When you're done, click the blue Save button and the note is added
to the log of communications for that contact, as shown in Figure 7-8.

W Relationship M Contact Info W dassmates W friends W Co-Author =

@ B Note | 3 Reminder | %™ How you met | % Tag

Michael checked in with me on 12/4/15 to discuss some potential business matters regarding
the EiveSquare business. We need to schedule a followup call in 1 week to discuss it rlhea

m Cancel | [ This information is only visible to you

W Relationship M Contact Info W classmates W friends W Co-Author =

@ I Note | {3 Reminder | 1% How you met | W Tag

@ Note 2 seconds ago
Michael checked in with me on 12/4/15 to discuss some potential business matters
regarding the FiveSquare business. We need to schedule a followup call in 1 week to
discuss it further.
@ 12/512015
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FIGURE 7-9:

Use LinkedIn to
remind you of
upcoming actions
you wish to take
for a particular
contact.

FIGURE 7-10:
Record the details
of how you met
this contact.

7.

(Optional) Click the Reminder link to set up a reminder message from
LinkedIn about this contact.

When you click the Reminder link, a text box opens where you can type the
subject of the reminder message that LinkedIn sends you, as shown in

Figure 7-9. Using the radio buttons below that text box, decide when you want
the reminder message sent to you. Click the blue Save button to create the
reminder, and in the designated time frame, LinkedIn sends you a reminder
message with the subject line you just entered.

(Optional) Click the How You Met link to record how you met this contact.

Clicking the How You Met link opens a text box where you can record the
details of how you met this contact. When you click the blue Save button,
LinkedIn creates a How You Met entry and puts it at the bottom of the
Relationship box, as shown in Figure 7-10. This way, this information is always
available to you.

* Relationship M Contact Info W dassmates W friends W Co-Author =

@ ¥ Note | @ Reminder | %3 How youmet | % Tag

@ Note 2 seconds ago

Have a followup call with Michael regarding FiveSquare matters |

O In1day ® In1week ) In1month (O Recurring

m Cancel | [ This information is only visible to you

Michael checked in with me on 12/4/15 to discuss some potential business matters
regarding the FiveSquare business. We need to schedule a followup call in 1 week to
discuss it further.

@ 12/52015

®

®

W Relationship WA Contact Info W classmates W friends W Co-Author =

I Note | @ Reminder | %™ How you met | @ Tag

Reminder in 6 days

Have a followup call with Michael regarding FiveSquare matters.
[ Reminder set for 12/12

Mote 2 seconds ago
Michael checked in with me on 12/4/15 to discuss some potential business matters

regarding the FiveSquare business. We need to schedule a followup call in 1 week to

discuss it further.

@ 12/5/2015 - Edit - Delete

Connected 9 years ago
@ 5122008

How you met

We met at the UCI Paul Merage School of Business in September 2000, as we were
both classmates in the Full Time MBA program.

132  PART 2 Finding Others and Getting Connected



REMEMBER

FIGURE 7-11:
Create your own
tags to identify
the different
contacts in your
network.

Q

TIP

The information you add with these functions is visible only to you and
nobody else, so you can type these notes without the other person (or
anybody else) seeing this information.

0. (Optional) Click the Tag link to identify this contact with your own
“category” name.

Let's say that you want to tag your LinkedIn connections with whom you
shared a certain group in college, in case you want to send messages to
only this group regarding a reunion or something similar. Click the Tag
link to generate a drop-down list of tags to choose from. You can select
the check box next to a pre-determined tag, like colleague or classmate,
or click the Add a Tag link to generate a text box to write your own tag, as
shown in Figure 7-11.

M

* Relationship M Contact Info

@ Note Reminder How you met | W Tag
classmates
Reminder in 6 days
Have a followup call with Michael regarding Fi — colleagues

Reminder set for 12112 favorites

friends

@ Note 5 minutes ago
group members
Michael checked in with me on 12/4/15 to disc matters
regarding the FiveSquare business. We need newspaper 1 week to
discuss it further. partners

12/5/2015

@ How you met Co-Author| x m

We met at the UCI Paul Merage School of Bus
both classmates in the Full Time MBA progran
Edit - Delete

21 Manage tags e were

You can assign multiple tags to the same person — if the same person is
involved in more than one category in your life, for example.

10. Repeat Steps 6-9 for any contacts for whom you want to record any of
this information.

You can add this information whenever you want; it doesn’t have to be done all at
once. As you use LinkedIn, be aware that these options exist, especially when
you’re looking at someone’s profile page. Make notes while they’re still fresh in
your mind, or after receiving an e-mail or notification from someone.
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Giving and Receiving Endorsements
on LinkedIn

Although many people believe “It’s not what you know, it’s who you know,”
which is one of the main reasons why LinkedIn is so valuable, many folks (recruit-
ers, hiring managers, CEOs, investors, and more) are very interested in what you
know. Logically, the people who know you best are the people in your network,
who have observed your work firsthand and can speak to the quality and degree of
your skill set. LinkedIn came up with an easier way for users to identify what skills
they think their contacts have, and this system is called LinkedIn Endorsements.

Initially, LinkedIn offered this ability through its Recommendations feature (which
I cover in Chapter 9), but it wanted to offer a way for users to identify skills in their
contacts that was easier to use and less comprehensive (and time-consuming),
and so, the Endorsements function was created. Endorsements had only been
available a short time when, LinkedIn announced more than 2 billion endorse-
ments had been given on its site, signaling a widespread adoption of this new
functionality. So why is LinkedIn Endorsements important to understand and use?

Here are a few reasons:

3 Endorsements are an easier way to recognize someone’s skill set. While a
recommendation can be a thorough and positive review of someone’s job,
endorsing a particular skill can show the community very quickly what skills

someone possesses.

3 Endorsements are a great way for you to highlight important skills.
When you're looking for a job or thinking about your career, having your key
skill set show up as endorsements on your profile signals to recruiters and
hiring managers that not only do you have the skills to do that job, but other
people believe in your skills enough to endorse you. Just like with recommen-
dations, people are more likely to believe other people’s testimony about your

skills than your own assertions.

3 Endorsements are independent of any specific position. When you write a
recommendation for someone on LinkedIn, it is tied to one position. When
you endorse someone’s skill, it's tied to that person'’s entire profile, not just

one job that was held any number of years ago.

3 Endorsements are faster and more specific. It's much easier and more
precise for your contacts to endorse your specific skills than to write an entire
recommendation. Many of your contacts can only speak to certain skills
anyway, and with LinkedIn Endorsements, they can “give kudos with just

one click.”
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WARNING

FIGURE 7-12:
LinkedIn Skills &
Endorsements
show your
network’s beliefs
in your skill set.

Because of the ease and speed of endorsing someone’s skills, coupled with the fact
that LinkedIn offers lots of prompts for you to endorse people’s skills, there is a
very real trap you need to avoid: blindly endorsing skills the other person may not
possess (and others endorsing skills of yours they can’t verify you possess). It’s
important that your endorsements are authentic, so put some thought into giving
and managing your endorsements.

Each LinkedIn user can have up to 50 skills that can be endorsed by his network,
and the top 10 endorsed skills appear on the person’s profile page, under the Skills
& Endorsements section, as shown in Figure 7-12. The profile pictures of the peo-
ple who endorsed those skills appear to the right of each skill. While many of the
skills that appear on the Endorsements list come from what you entered as your
skills and experience on your profile, your contacts can add skills you may not
have identified yet. (For example, in Figure 7-12, I was endorsed for SQL and
Testing, which were skills I had not yet defined in my profile.)

Top Skills

B socist Networking AREGANOERNDEE
Bl warketing LERPRED S R
B ecommerce BARENAR SRR
Facebook REDAL 28 MEA
- — BIEAL  ARAGE
Press Releases ﬁlﬁﬂﬂ g .Lﬂﬁ.
m Content Management 0\.@_ ﬁ‘a'ﬁaﬂn
Management PAaDis RO
B Books RREE"R EFag &
B socimeda B4 RARE SR i

Joel also knows about.

New Media ﬂ Training E Editorial n Project Management

n Publications ﬂ Public Speaking a Writing n Software Development

n Copywriting n Digital Media n saL n Testing
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Endorsing someone on Linkedin

As you use LinkedIn, you should notice that the system often prompts you to
endorse your contacts for specific skills on their profile. LinkedIn built this into its
system to make it as easy and automatic as possible to endorse your contacts
without you looking for a particular screen or function.

When you are looking at any particular contact’s profile, you may be presented with
a box asking you to endorse multiple skills for that contact (as shown in Figure 7-13).
You can also bring up this box by clicking the down arrow next to the Send a
Message button and selecting Endorse.

Does Michael have these skills or expertise?

Process Improvement Program Management FDA
Risk Management Value Stream Mapping
Type another area of expertise
Endorse Skip What is this?

Michael Bellomo
Graduate Student, Master of Public Policy Program

Greater Los Angeles Area | Pharmaceuticals

UC lrvine

Baxier BioScience, McGraw-Hill, ARES Corporalion
University of California, Irvine - The Paul Merage School of
Business

FIGURE 7-13: 333
Endorse multiple
skills for one
W Relationship =~ W Contact Info 9 years ago
contact.

When you see this box, you have several options:

¥ You can click the yellow Endorse button to endorse all the skills listed
in the box.

¥ To remove an individual skill from the list before clicking Endorse, click the X
next to the skill name.

¥ To add an individual skill to the list before clicking Endorse, simply start typing
in the Type Another Area of Expertise area. LinkedIn prompts you with
possible skill names that you can click (as shown in Figure 7-14), or finish
typing to add that skill to the list.

¥ You can click the Skip button (or the X in the top right corner of the box) to
stop the process. The box disappears from the screen.
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FIGURE 7-14:
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TIP

Does Michael have these skills or expertise?

Process Improvement Program Management FDA
Risk Management Value Stream Mapping

Custom Pub| x
Custom Publishing

Engorse SKIp What is this?

Michael Bellomo
Graduate Student, Master of Public Policy Program
Greater Los Angeles Area | Pharmaceuticals

UC Irvine

Baxter BioScience, McGraw-Hill, ARES Corporation

University of California, Irvine - The Paul Merage School of
Business

332

Send a message ‘ -

W Relationship Mm Contact Info 9years ago

After you click Endorse or Skip, you might see a screen that gives you the option
to endorse four different contacts for a particular skill, as shown in Figure 7-15.
When you see this box, you have several options:

¥ Click the View More button to see a new screen of four contacts with a skill to
endorse for each one.

¥ You can click individual Endorse links (below each profile picture) to select
which of the four endorsements you want to give. Each time you click
Endorse, a new skill and contact pops up in that box for you to consider.

¥ You can click the Xin the top right corner of each person'’s tile to close that
option. That box is repopulated with a new contact and a new skill to endorse
for that contact.

¥ You can click the Close button (or the X in the top right corner of the big box)
to stop the process.

At this point, the process is concluded for that particular contact. When you visit
another contact’s profile page, the process begins again for that contact.

Think carefully about which skills you can honestly endorse for another person, as
you should only endorse skills you truly believe the other person has or that you
have witnessed in action. You may also want to consider what skills the other
person wants highlighted on her profile, which can be evident from the most
endorsed skills she has currently. You should never feel compelled to endorse
someone’s skill just because LinkedIn prompts you for one particular skill.
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What skills or expertise do your other connections have?

P

Does
Carole Jelen

Does
- Eric Thompson
know about
| Online Publishing?

2= know about

Management?
s i

Endorse

Does

Mike Wellman
know about
Editing?

Does

Carole Jelen

know about

| Content Developm...

Endorse

Endorse

View more Close

Michael Bellomo
Graduate Student, Master of Public Policy Program
Greater Los Angeles Area | Pharmaceuticals

UC Irvine

Baxter BioScience, McGraw-Hill, ARES Corporation
University of California, Irvine - The Paul Merage Schoal of
Business

332

Send a message ‘ -

If you want to give endorsements for someone’s skills without being prompted,
simply go to her profile page and scroll down to her Skills & Endorsements sec-
tion, where you can see her identified skills. When you see an individual skill you
want to endorse, hover your mouse over the + sign next to the skill name (as
shown in Figure 7-16) and click the Endorse link that appears. You can repeat the
process to endorse as many skills as you wish.

Any skills you have already endorsed appear with a blue filled in + sign next to the
skill name, and your profile picture is underlined to the right of the skill name. If
you want to remove a particular endorsement, hover your mouse over that + sign
and click the Remove Endorsement link that appears.

You can always go back and add more skill endorsements at any time, even after
you initially endorse someone’s skills.

Accepting endorsements on LinkedIn

LinkedIn does not automatically add any incoming endorsements to your profile;
you must accept those endorsements first. When you receive an endorsement, it
appears in your Notifications list at the top right corner of the LinkedIn screen (as
shown in Figure 7-17), and you also receive an e-mail (depending on your e-mail
settings) letting you know who endorsed you and for what skills.
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FIGURE 7-16:
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FIGURE 7-17:
LinkedIn notifies
you when
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your skills!

‘Qv Skills

Top Skills

Six Sigma <

Lean Manufacturing o
Strategy ok

Process Improvement

Training =

Continuous Improvement o
Change Management <
Business Process Mapping

Management =

Program Management < Endo

Michael also knows about

FDA n Walue Stream Mapping

E DMAIC n Creative Writing

n Operational Excellence n Oper

Click the + sign to bring up the
Endorse link.

Q, Advanced

Notifications

Michael Bellomo 14m
endorsed you for 4 skills: Sales, Social

Media, Digital Media, Writing

The easiest way to accept (or reject) these endorsements is to edit your LinkedIn
profile. Hover your mouse over the Profile link in the top navigation bar, and then
click Edit Profile from the drop-down list that appears. You can also respond to
the Notification message that LinkedIn sends you, which takes you to the Edit
Profile screen, too. When your profile comes up for editing, you should see a box
indicating that your connections have endorsed you for skills and expertise, as
shown in Figure 7-18, and now you have to decide whether to add these endorse-
ments to your profile.
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FIGURE 7-18:
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profile.

TIP

Your connection Michael has endorsed you for new skills and
expertise!

%_ Sales
-‘ &

Add to profile Skip

Joel Elad

Author, LinkedIn for Dummies; Co-Promoter, So Cal
Comic Con

Greater San Diego Area | Information Technology and Services

Waterside Productiens, NewComix.Com
Net2Auction, Top Cow Productions, IBM Global Services

University of California, Irvine - The Paul Merage School
of Business

When you see this box, you have two options:

¥ Click the yellow Add to Profile button to add all the incoming endorsements to
your profile. (You can manage your endorsements later, which | discuss in the
next section.)

¥ Click the Skip button, or the X in the top right corner of the blue box, to ignore
this and deal with it later.

If you decide to add these endorsements to your profile, LinkedIn offers you the
chance to give endorsements to people in your network (refer to Figure 7-15).

After you’ve accepted the endorsements, an optional step is to contact the person or
people that endorsed you with a quick note to say thanks. Not only does it give you
a valid reason to stay in touch, but it helps cultivate the relationship. You can also
visit the person’s profile page and decide to reciprocate by endorsing some of his
skills, but staying in contact is a great networking chance that shouldn’t be missed.

Managing your endorsements

Now that you’ve added endorsements to your profile, you may want to manage
them and make sure you are happy with the ones you’ve received being displayed
on your profile. Whenever you are ready to manage your endorsements, simply
follow these steps:
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FIGURE 7-19:
Click the Add Skill
link to edit the
section.

A

WARNING

1.

Hover your mouse over the Profile link in the top navigation bar and
select Edit Profile from the drop-down list that appears.

This allows you to edit your LinkedIn profile, which is necessary when you want

to manage your skills listings and endorsements.

Scroll down to the Skills & Endorsements section of your profile and click the
Add Skill link either next to the Skills & Endorsements header or at the
bottom of the section (see Figure 7-19).

This opens up a new section below the Skills & Endorsements header to help
you manage your settings for Endorsements, as well as your skills listings and
endorsements of those skills, as shown in Figure 7-20. There are two options:
Add & Remove and Manage Endorsements. Since you have to click Add Skill to
edit this section, you see the Add & Remove options first.

Top Skills

a Social Networking

a Marketing

ﬂ E-commerce
a Facebook

E Entrepreneurship
m Press Releases

m Content Management

m Management
B Books
[ social Media

Joel also knows about....
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REDaL 20 M
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P R0
REEE™R Ead &
£ R E R R

n Testing

Add skill

3.

Click Add Skill.

Review your settings to make sure you can receive endorsements and leave
endorsements for other people. Then, if you want to add a skill to your list
(so people can endorse it later) simply type in the name of the new skill and
then click Add. When you're done, click the Save button to save your
changes.

You must click the Save button before doing anything else, like managing your
endorsements. Otherwise, any skills you add won't be saved to your profile.
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FIGURE 7-20:
Add skills to be
endorsed later.

Q

TIP

As you start typing the name of your skill into What Are Your Areas of
Expertise? text box, LinkedIn automatically prompts you with possible skill
names based on other users’ profiles, as shown in Figure 7-21. You can click the
option that best matches what you want, or finish typing your own skill name.

+ Add skill 3

Skills and Endorsements Settings
| want to be endorsed @ Yes No

+~ Include me in endorsement suggestions to my connections
~ Show me suggestions to endorse my connections

~ Send me notifications via email when my connections endorse me

Add & Remove

What are your areas of expertise? m
You can still add: 28

2. Social Networking ¥ 27 Marketing X 28 E-commerce ® |27 Facebook

Entrepreneurship % Press Releases X Content Management *

Management % |2 Books X | SocialMedia ¥ [l New Media X

Training ¥ & Editorial ¥ | & Project Management ¥ & Publications %
< Public Speaking ¥ - Software Development X Copywriting *

Writing X Digital Media ¥ < SQL % Testing *

8 Cancel

Add skill

You don't have to accept what LinkedIn prompts you for, especially if you are
trying to ensure the right keywords come up for your skills profile when other
people review it.

4. To manage your endorsements, click the Manage Endorsements link. Click

the name of the skill that was endorsed and then click any person’s name to
deselect the check box, effectively hiding that person’s endorsement from
your profile.

On the Manage Endorsements screen that appears, your skills are sorted by
the number of endorsements you've received for each skill, from highest to
lowest, as shown in Figure 7-22. Click the arrows next to the number of
endorsements to scroll up and down the list of skills, and use the scroll bar on
the right side to scroll through the names of your connections that endorsed
the highlighted skill.
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FIGURE 7-21:
LinkedIn prompts
you for new skill
names.

FIGURE 7-22:
You can hide
someone’s skill
endorsement
from appearing
on your profile.
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“ Facebook v Cindy
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~ |7 Content Management ¥ Helen v

m Cancal

If you want to remove all the endorsements for any given skill, simply deselect
the Show/Hide All Endorsements check box.

Q

TIP 5,

Repeat Step 4 for any other endorsements you want to hide from your
profile. When you're done, click the Save button to save your changes.

After you finish with your changes, you see the Skills list again and the number of
endorsements for your skills is updated based on the changes you made.
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Customize and use the LinkedIn Pulse function for
personalized news.

Learn the ins and outs of the LinkedIn
Recommendations feature, which can help you earn
trust and even find a new job.

Stay up to date with all communications.

Send and receive invitations.

Integrate your LinkedIn activities with other Internet
activities.

Install and use the different LinkedIn mobile
applications.




IN THIS CHAPTER

Understanding how LinkedIn Pulse
organizes the news

Customizing LinkedIn Pulse

Using LinkedIn Pulse when you're on
the go

Setting up digest notifications

Posting a “long-form” post or article
to Linkedin Pulse

Managing interactions after you
publish a post

Staying in the Know
with LinkedIn Pulse

s far back as 1597, Sir Francis Bacon said that “Knowledge is power.”

Today’s information age only emphasizes how true that point still is. We

are constantly using the tools at our disposal to stay better informed and
become better at what we do, for our career and our lives in general. LinkedIn is
looking to support that goal for its members, beyond the core tools of networking
and advertising your skills with your profile.

Enter LinkedIn Pulse. In 2013, LinkedIn purchased a popular news feed applica-
tion called Pulse for $90 million and began to integrate the Pulse app into the
overall LinkedIn website. Simply put, LinkedIn Pulse pulls together traditional
and user-based news for its members to browse, share, and discuss with each
other. The goal of LinkedIn Pulse is to create a news feed that’s tailored to each
of its members, which increases the likelihood that news is shared among this
networked community.
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In this chapter, I discuss how LinkedIn Pulse works within the website and how you
can access it, either on a web browser (by going to https://www.linkedin.com) or
on your mobile device with the LinkedIn Pulse app. I show you how you can cus-
tomize your Pulse news feed to get the most use out of it, and how you can create
your own “long-form” posts that can be carried on LinkedIn Pulse to other mem-
bers, as well as how you can interact with any LinkedIn Pulse post.

Understanding LinkedIn Pulse

TIP

FIGURE 8-1:
LinkedIn Pulse
shows you
various articles.

148

Imagine if you read a newspaper that only showed you articles that mattered to
you. (For that matter, for many of you, imagine the days you might have read a
newspaper.) Customized news is possible, and on LinkedIn, it’s called LinkedIn
Pulse.

All you have to do to bring up LinkedIn Pulse is hover your mouse over the Interests
link in the top navigation bar and click Pulse from the drop-down list that appears.
You will then see your LinkedIn Pulse home page, as shown in Figure 8-1.

You can also access LinkedIn Pulse by going straight to the web page: https://
www.linkedin.com/pulse/.

= Pulse

Publish a post
-

Use of MOOCs and Online
Education is Exploding: Here's
Why

Josh Bersin [

are Their Secrets
ears

Make This the Yea

Josh B

Principal and Founder, Bersin by Deloitte

Follow

Use of MOOCs and Online Education is Exploding:
Here's Why

Dec 29, 2015

Facebock Responds
Basics, With A

& 1028Lkes © sacommens [ @ E

Duel. (Umm. | Accep 32,522 views

The folks at Class Central just released their data on the growth of online courses

PART 3 Growing and Managing Your Network


https://www.linkedin.com
https://www.linkedin.com/pulse/
https://www.linkedin.com/pulse/

FIGURE 8-2:
Choose your own
channel to read
on LinkedIn
Pulse.

You will notice the basic structure of LinkedIn Pulse:

3 Article headlines: You will see the article headlines and author names along
the left side of the screen; clicking any of these headlines brings the article
into view in the middle of your screen.

3 Author information: Below every article’s cover graphic is the author's name
and LinkedIn headline. If you click the name, you are taken to the author’s
LinkedIn profile page (if he is a LinkedIn member) where you can learn more
about the author and interact with him.

3 Follow button: To the right of the author’'s name is a Follow button. If you
enjoy this author’s article and feel that this type of news fits with what you
want to read, click the Follow button to add that person'’s articles to your
sources of news for LinkedIn Pulse.

3 Publish a Post button: When you are ready to add your own news to the
mix, you would click this button and start your own post or article. | discuss
the mechanics of this later in the chapter, in “Writing a Long-Form Post for
LinkedIn.”

3 LinkedIn Pulse menu: If you click the three lines next to the Pulse headline,
you will bring up the LinkedIn Pulse menu, (see Figure 8-2), where you can
choose from different channels of information to read. It's defaulted to “Top
Posts,” but you can focus your search on a particular subject, or click the
Discover More link at the bottom of this menu to find other sources of
information.

= Pulse

Top Posts

§ VC & Private Equity

¥
_dn, Leadership &...

m Big Ideas & Innovation
[

Entrepreneurship

3 Social Media

{Bff Economy
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As you scroll down and read an article on LinkedIn Pulse, once you get to the end
of the article, you will see the author summary, and the Like and Comment links,
similar to the links you see on your update messages. When you click these links,
you can interact with the author and other readers. If you keep scrolling down, you
will see the next article on your list.

Configuring LinkedIn Pulse

You may wonder how LinkedIn pulls together these relevant articles. The actual
algorithm that LinkedIn uses to decide what articles are included on LinkedIn
Pulse is not disclosed, but LinkedIn uses this algorithm plus additional variables
to match the right content with the right professional. However, we do know of
three clear sources that help determine each person’s LinkedIn Pulse feed:

3 Influencers: Back in 2012, LinkedIn reached out to 500 prominent people
around the world, from CEOs like Jack Welch and Richard Branson, to authors
like Deepak Chopra, Guy Kawasaki, and Tony Robbins, to popular entrepre-
neurs like Mark Cuban, to share their wisdom and experience and generate
discussions in the business community. These thought leaders’ content was
published on LinkedIn and given prominent placement. As LinkedIn noticed a
high number of members viewing these Influencers posts, as well as Liking
and Commenting on them, it decided to expand this program and add more
Influencers to share their insights and experiences.

3 Channels: Articles that are generated can be categorized and collected by
topic, whether it's aspects of your career such as Leadership & Management
or Marketing & Advertising; large industries such as Banking & Finance, Big
Data, or Social Media; or specialized niches such as Green Business or
Customer Experience.

3 Publishers: When you're looking to catalog and present lots of publishable
information, it helps to go directly to the source. LinkedIn identifies publishers
of all shapes and sizes, from traditional news outlets like The New York Times,
The Wall Street Journal, and Time Magazine, to services like Reuters, Yahoo!
News, and even niche audiences like National Geographic, Entrepreneur
Media, Harvard Business Review, or the TED Talks series.

When you initially set up your LinkedIn account (see Chapter 2) you may have
been asked to pick some of these elements to follow, and those show up in your
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FIGURE 8-3:

See what you're
following on
LinkedIn.

Pulse feed. At any time, however, you can customize which of these sources you
want to follow to add to the mix of articles you see on LinkedIn Pulse.

When you go to your Profile page and scroll down the page, you will find a section
called Following (see Figure 8-3) that shows which news items, companies, and
schools you are following. The news items in particular influence what shows up
in your LinkedIn Pulse feed. When you’re ready to change this list, click the
Discover More link.

News

=i

VC & Private Equity Pulse
649,131 followers 142,644 followers
+ Following  Following

Companies

Linkedin Waterside Productions
Internet Publishing
 Following  Following

Schools

uci

University of Californ... University of Californ...

Orange County, Greater Los Angeles
California Area Area

+ Following + Fallowing

Discover more

Click this link to pick your news sources.

You’ll be taken to the Discover More page, where you can pick which influencers,
channels, or publishers you wish to follow on LinkedIn. The top of this page shows an
assortment of these three elements called Recommended for You (see Figure 8-4),
based on the information in your LinkedIn profile and how you’ve been interacting
with LinkedIn up until now. Below the Recommended for You section, you will find
rows of “tiles,” or boxes of photos or logos, representing influencers, channels, and
publishers you can follow.
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FIGURE 8-4:

Discover more

152

people or
channels to
follow.
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You can click any of these tiles to see their own influencer, channel, or publisher
LinkedIn page and read the most recent set of articles by them, to help you figure
out if this is a news source you wish to follow. As you hover your mouse over any
Influencer tile, you will see a link appear with their most recent post on LinkedIn.
Clicking the + sign at the top right corner of the tile indicates to LinkedIn that you
wish to Follow this source; once you click it, the sign changes to a green check mark.

You can scroll through the screen and pick as many influencers, channels, or pub-
lishers as you wish to follow by simply clicking the + sign. If you change your
mind, you can click the green check mark in the tile to change Follow to Unfollow
and therefore “unsubscribe” from this source in your LinkedIn Pulse feed.

As you decide which influencers, channels, or publishers to follow, keep in mind
that if you simply click inside the tile and NOT the + or green check mark, you
will be taken to their Pulse page and it will not affect your subscription to that
source.

When you want to expand your options in each of the sections, simply click the See
More link in between the sections (see Figure 8-5) and more rows of tiles for that
section will appear of sources you can follow, along with a new See More link
below these new rows. You can click the See More link multiple times, as LinkedIn
has hundreds of sources in each of these categories, providing you with a rich set
of sources with which to customize your news.
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FIGURE 8-5:

Click See More to
expand your
options.
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Expand your choices by clicking this link.

Enjoying LinkedIn Pulse on the Go

WARNING

An important part of the LinkedIn Pulse experience can be found with its dedi-
cated Pulse app, so you can read and interact with the news makers from your
mobile device. Although you can use LinkedIn Pulse as a guest or as a LinkedIn
member, I highly recommend logging in with your LinkedIn account, so the same
content can be seen among all your devices. This way, the LinkedIn Pulse app will
know which sources you are following to show you the appropriate content you
want to view.

To get started, go to your iOS or Android store and search for “LinkedIn Pulse.”
Follow the instructions for your mobile device to install this app, and then launch
the app to start using it.

If you downloaded the original LinkedIn Pulse app before December 31, 2015, and
didn’t update it, starting it now will result in a black screen. You need to go back
to the iOS or Android store to re-install LinkedIn Pulse to get it to work.

When you launch the LinkedIn app, be sure to Sign in with your LinkedIn account.
After logging in, you will be presented with the main screen, with stories based on
what you are following; what your first-degree connections are reading, sharing,
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REMEMBER

Setting

and commenting on; as well as stories related to your current employer and/or
industry. With the LinkedIn Pulse app, you will see more of a focus on stories from
the previous 24 hours as opposed to older articles from your favorite news sources.
The app will feature stories curated by LinkedIn employees, chosen for their con-
text and business focus.

Unlike the desktop version, LinkedIn Pulse on the mobile app wants to learn what
you like and don’t like from your news source. As you go through each article pre-
sented to you on-screen, you can either “swipe right,” or swipe your finger on the
screen to the right, to indicate you want to save the article to read later, or “swipe
left” to indicate you are not interested in having this story on your feed. LinkedIn
uses the data from the “swipe left” stories to determine what not to show you in
the future.

You can click your profile picture to bring up several tabs. Click the Activity tab to
see the articles you have saved, shared, commented on, or sources you decided to
follow or unfollow. Click the Saved tab (only visible once you save an article)
to read through articles you decided to save by swiping right on the article ini-
tially. Click the Following tab to see the list of influencers, channels, and publish-
ers you are following. If you tap the check mark icon, you will unfollow any of
these sources.

If you are logged into the Pulse app with your LinkedIn account, when you unfol-
low a source using the app, you will unfollow that source on your desktop version
of LinkedIn Pulse as well.

You can click the Search icon on the top right of your screen and search through
the various Pulse articles by entering keywords into the box provided. You can
click the cog (wheel) at the top right of the screen to go to your Pulse settings. You
can decide whether to set up Notifications, where messages from the app pop up
alerting you to breaking news and new stories coming into your feed, as covered
in the following section.

Up Digest Notifications

One way to help ensure that you are always up to date on breaking news is to have
the news delivered to you. Instead of the paperboy dropping off your customized
newspaper on your doorstep, LinkedIn can send you a digest of your top news
articles to your e-mail address.
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FIGURE 8-6:
Configure your
settings from
this page.

When you are ready to set up this digest, follow these steps:

1.

Hover your mouse over your profile icon at the top right of any LinkedIn

page. When the Account & Settings menu comes up, click the Manage link

next to Privacy Settings.

This brings up the main settings page, as shown in Figure 8-6.

Joel Elad
(M Member since: May 12, 2006

Password Change

Primary Email Change/Add

Phone numbers Add/remove

Account Type: Basic

.I;ﬂ‘ Profile

@ Groups, Companies &

Payment
* Manage personal account
* View purchase history

Your active sessions
+ See where you're signed in

Get More When You Upgrade!
* More communication oplions
* Enhanced search tools

Upgrade

Privacy Controls
Tumn on/off your news mention broadcasts
Choose whether or not to share your profile edits
Select who can see your acivity feed

Select what others see when you've viewed their profile

Need help?

Settings
Manage your Twitter setlings
Manage your WeChat settings
Helpful Links

Edit your name, location & industry »

Applications
Turn onfoff How You Rank Edit your profile »

{) Account Edit your public profile »

Select who can see your connections
Choose who can follow your updates Manage your recommendations »
Change your profile photo & visibility »

Showrhide "Viewers of this profile also viewed" box

Manage who you're blocking »

Manage how people who have your phone number can connect
with you »

Turn on/off meet the team »

Click the Communications link.

Click the Communications link on the left-hand side of the page.

2.
3.

Under the Emails and Notifications header, click the link for Set the
Frequency of Emails.

This brings up the Email Frequency screen. From this screen, you can decide
when and how frequently LinkedIn notifies you of actions related to your
LinkedIn account.

Click the pencil icon next to Updates and News to expand that section.

You see a number of options, as shown in Figure 8-7.
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Email frequency

Messages from other members

Updates and news

Network updates \Weekly Digest Email W
Connections In The News
You Made The News Daily Email e
Daily Digest Email
Linkedin Pulse
No Email
Activity you missed Individual Email v
Cancel
Group digests
FIGURE 8-7: Notifications
Pick the
f"equency with Messages from Linkedin

which you want
to receive a digest

9 Go back to Settings
of news stories.

5. Cclick the down arrow for the option next to LinkedIn Pulse, and select Daily
Digest Email, Weekly Digest Email, or No Email.

6. Cclick the blue Save Changes button to save your selection and complete
the process.

You’re done! You will see an e-mail either every day or every week, based on your
selection, giving you the top headlines and a link that will take you straight to your
LinkedIn Pulse screen, so you can read more of what’s happening in your world.

Writing a Long-Form Post for LinkedIn

Today, LinkedIn offers all members, whether they have a free or premium account,
the opportunity to publish information that can reach their entire network, which
LinkedIn calls a “long-form” post, or a “post” for short. The gives any LinkedIn
member the ability to share useful information with the community at large.
There are guidelines to prevent someone from spamming the network with purely
promotional information or information that provides no value. LinkedIn catalogs
all of its help pages for long-form posts, including its guidelines, on this web page:
https://help.linkedin.com/app/answers/detail/a_id/47445/.
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FIGURE 8-8:

This is your
starting point for
writing a post to
be published on
LinkedIn.

There are a couple of ways for you to publish a post. From your LinkedIn home
page, you can click the Publish a Post link next to the Share an Update and Upload
a Photo links. From the LinkedIn Pulse home page, you can click the Publish a Post
button in the top right corner.

When you are ready to write your post, follow these steps:

1. click the Publish a Post link from either your home page or the Linkedin
Pulse home page.

This brings up the Your Posts page, as shown in Figure 8-8. Along the left side,
you will see links for Your Posts and for Writing Ideas to help you come up with
topics for your post.

Your Posts Save
Your posts (1) Writing ideas (3)
Untitled Post
Draft - Jan 2, 2016
- TN
(=)
S

Add an image to bring your post to life

Images that are at least 700 x 400 pixels look best

- ! Joel Elad

“", Author, LinkedIn for Dummies; Co-Promoter, So Cal Comic Con

Write Your Headline

Add rich media to your post
You can add images, videos, presentations
tweets. podcasts. and other kinds of rich media

2. (Optional) Add an image to be associated with your article by clicking the
Image icon.

LinkedIn allows you to upload an image that helps represent what your post is
about. LinkedIn guidelines recommend using an image with a 700-by-400 pixel
size for optimal viewing (see https://help.linkedin.com/app/answers/
detail/a_id/52988 for details). When you click the Image icon, LinkedIn
opens a window for you to find the image file on your computer and upload

it to LinkedIn. You can also click the X in the top right corner of this box to
remove the option of adding an image.
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FIGURE 8-9:
Write your post
in the space
provided.

Q

TIP

3.

Write your post headline in the Write Your Headline space.

When you hover your mouse over the words “Write Your Headline,” those
words disappear and you can type in your own headline in the space provided.
Think of the appropriate headline that captures the essence of your post with
an appealing message that will encourage people to click and read it. Write a
headline that would appeal to your target audience, and don't forget to use
some of the appropriate keywords that'll be picked up by search engines and
the human eye. You should save some of your keywords for the body of your
post, which you will write next.

4. write your post in the window provided.
You will notice a series of icons above the text area for your post, similar to a
word processor like Microsoft Word, as shown in Figure 8-9. Think of this area
as your publishing editor. You can copy and paste, or type your text directly
into the publishing editor, then use the formatting buttons to format the text
as you want it to appear on-screen.

Your Posts saved | [ R

¥ Joel Elad
~ Author, LinkedIn for Dummies; Co-Promoter, So Cal Comic Con

This is the Headline to My Post

Here is where you write the text for your post.
You can provide readable information in:

+ Multiple
+ Bullet
+ Format

You can Bold, Italicize, or Underline your text in this editor.

You can add images, videos, presentations, tweets, podcasts, and other kinds
of rich media to your post by clicking the <>, or Embed icon, from the row of
buttons in your publishing editor.

There is no fixed minimum or maximum length to your posts, but if you want
your post to be read and have an impact, you should pick a length that makes
the point without becoming an actual novel in length. Daniel Roth wrote a
great article for LinkedIn Pulse containing seven tips for writing a killer post,
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and when it came to length, he stated that “800-2,000 words was the sweet
spot,” but he also added that the demands of your content should dictate the
length of your post, not what statistical data shows. (See more of his tips at
https://www.linkedin.com/pulse/20120906170105-29092-the-T-
secrets-to-writing-killer-content-on-1linkedin.)Also, at the bottom
of your post, be sure to write a brief biography (one or two sentences) of who
you are, what you are doing, and how you can help other people. This can
include links to your own website, blog, or even a call to action to gather leads

of your own.
LinkedIn created an informative slide presentation of tips to help you publish
@ a post on its site. You can access it by going towww . slideshare.net/
linkedin/everything-you-need-to-know-about-publishing-on-
TIP linkedin.

5. create tags to assign topics to your post so it can be easily found.

If you want your post to be associated with a specific topic or topics, you can
create tags for your post. This way, LinkedIn and the reading public will know
what topic(s) this post belongs to, and it will help LinkedIn's algorithms know
when and where to display the post. At the bottom of the text area, click the
Tag icon and start typing topic keywords. LinkedIn displays applicable tags and
you can click the correct one to assign a tag, as shown in Figure 8-10. You can
repeat the process by assigning more tags, but be careful: If you assign too
many tags, they lose any sense of being a valuable identifier for your post.

6. when you're ready, click the blue Publish button to publish your post.

Your Posts [ saved | [T

You can provide readable information in:

» Multiple
+ Bullet
+ Format

You can Bold, Italicize, or Underline your text in this editor.

What's your post about?

Broaden your reach by tagging the post to the
most relevant topics

advertising x | 5
FIGURE 8-10: salos
Create tags for sales management
your post to sales operations
identify relevant
topics.

sap

sales process
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That’s it! LinkedIn publishes your post, and there will be a section on your
LinkedIn profile, entitled Posts, that catalogs and displays your posts. Based on
LinkedIn’s algorithms, this post could show up in other people’s LinkedIn Pulse,
and your first-degree connections will see your post in their home page feed, as
well as receive a notification that you have published a post.

next to the Publish button. When you come back to this screen later, you will see
your saved draft in the Your Posts section on the left side of the screen. As you

REMEMBER ~ Write your post, you will see this button as Saved when LinkedIn automatically
saves your work after a certain amount of time.

@ If you cannot complete your post in one sitting, click the Save (or Saved) button

Managing Your Post Interactions

Once you click Publish, you may think your job is done, but it’s only begun. As
more and more people read your post, they can interact with the post and with you
as the author. Here are some things to keep in mind after you publish a post:

3 Monitor the statistics. When you look at your post, you will see three key
numbers: Views, Likes, and Comments. These represent how many people
viewed your post, how many people clicked Like for your post, and how many
comments were left for your post. As you publish more and more posts, you
can start to judge the effectiveness of your posts by seeing which topics
generate the most interest.

3 Read and respond to comments. As people read your post, they may be
inspired to write a comment after the post, which can be anything from “I
agree with this” to a question or a comment. On a regular basis, you should
check the Comments section of your posts to see if anyone is asking you a
question, and feel free to comment publicly in the Comments section. You can
also click the link for that user and respond to her privately, depending on the
nature of the comment.

3 Follow up with your own comments. As the post gets more and more
visibility, you can also leave your own comments. Perhaps you want to share
any effects of your post, or any follow-up you have done that could be
relevant to the readers of your post.

3 Share your post on other platforms. Just because you wrote a post on
LinkedIn does not mean it is exclusive to LinkedIn. You can share your post on
other social media networks, and on your own publishing platforms, like a
blog or website. If it's relevant to your company, and your company has its
own LinkedIn Company page, you can share it on that page (see Chapter 15).
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IN THIS CHAPTER

Understanding recommendations

Writing a good recommendation

Requesting a recommendation

Declining a recommendation or a
request for one

Managing your recommendations

Exploring the Power
of Recommendations

ndorsements and testimonials have long been a mainstay of traditional
marketing. But really, how much value is there in reading testimonials on
someone’s own website, like the following:

Maria is a great divorce attorney — I’d definitely use her again.
ELIZABETH T. LONDON

or

Jack is a fine lobbyist — a man of impeccable character.
EMANUEL R. SEATTLE

Without knowing who these people are, anyone reading the testimonials tends
to be highly skeptical about them. At the very least, the reader wants to know
that they’re real people who have some degree of accountability for those
endorsements.

The reader is looking for something called social validation. Basically, that’s just a
fancy-shmancy term meaning that a person feels better about his decision to
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conduct business with someone if other people in his extended network are
pleased with that person’s work. The reader knows that people are putting their
own reputations at stake, even if just to a small degree, by making a public recom-
mendation of another person.

As this chapter shows you, the LinkedIn Recommendations feature offers you a
powerful tool for finding out more about the people you’re considering doing
business with, as well as a means to build your own reputation in a way that’s
publicly visible. I walk you through all the steps needed to create a recommenda-
tion for someone else, request a recommendation for your profile, and manage
your existing recommendations.

Understanding Recommendations

The LinkedIn Recommendation process starts in one of three ways:

3 Unsolicited: When viewing the profile of any of your first-degree connections,
a Recommend link is displayed when you click the down arrow next to the
Send a Message button in the middle of that person’s profile, as shown in
Figure 9-1. By clicking that link, you can give an unsolicited recommendation.

Stacey Harmon =
Principal at Harmon Enterprises | Evernote Productivity
Expert: Digital Workflow Design, Consulting & User
Training

Austin, Texas | Management Consulting

Harmon Enterprises
Previous Surterre Properties, Bamboo Transaction Coordinating,
Coldwell Banker Previews International

Educafion  University of California, Irvine - The Paul Merage School of
Business
L
View recent activity
Relationshi Pm Contact Info Last Conversation 5 days ago
* eltonsip Suggest an update
o
Endorse
Published by Stacey 1,585
See more » followers
Share profile

Save to PDF
FIGURE 9-1:

You can start a
recommendation
with any

Block or report

Remove connection

first-degree Global Entrepreneurship Mastering Evernote: Your Untethered with Evernote:
connection ‘Week - Tools & Tips for... Complete Guide to Note... The Master Class
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REMEMBER

FIGURE 9-2:
Recommenda-
tions shown on a
profile page.

¥ Requested: You can request recommendations from your first-degree
connections. You might send such a request at the end of a successful project,
for example, or maybe ask for a recommendation from your boss before your
transition to a new job.

¥ Reciprocated: Whenever you accept a recommendation from someone,
LinkedIn gives you the option of recommending that person in return. Some
people do this as a thank you for receiving the recommendation, other people
reciprocate only because they didn't realize they could leave a recommenda-
tion until someone left them one, and some people don't feel comfortable
reciprocating unless they truly believe the person deserves one. You decide in
each circumstance whether to reciprocate, because there are circumstances
where that might be awkward, such as if you get a recommendation from a
supervisor or boss.

After the recommendation is written, it’s not posted immediately. It goes to the
recipient for review, and he has the option to accept it, reject it, or request a revi-
sion. So even though the majority of recommendations you see on LinkedIn are
genuine, they’re also almost entirely positive because they have to be accepted by
the recipient.

LinkedIn shows all recommendations you’ve received as well as links to the pro-
files of the people who recommended you. (See Figure 9-2.) This provides that
social validation you want by allowing people to see exactly who is endorsing you.

Director of Marketing & Sales
Top Cow Productions

- Yes, publish an update to my m
Philip W. network about my profile changes.
Freelance Writer and Graphic Designer. Publisher at Fighting Lion Comics

Notify your network?

Joel did an exceptional job while director of Marketing and Sales at Top Cow
Productions, Inc.. Joel is a detail oriented, innovative and careful perfectionist - his
ideas, skills, creativity and understanding of the field of, not only comics, but also
social and auction media make him an invaluable asset to any organization. He has an
extensive knowledge, and his open-... more

May 12, 2011, Philip W. worked with Joel at Top Gow Productions

Janine
Seeking New Position

Joelis a marketing genius! It has been a pleasure to work with him in a multitude of
capacities. He is sharp as a tack, has his finger on the pulse of many industries and
has a great sense of humor too.

May 2, 2008, Janine was with another company when working with Joel at Top Cow
Productions

Hal
VP, Entertainment at Engine Shop Agency

Joel needs to be commended for his job as Top Cow's sales and marketing maven
| remain impressed to this day how he single handily brought the comic company into
the new media space by pioneering a successful web strategy, including a killer eBay
business model, while ensuring all comic titles got the proper marketing and
promotional attention in and around the industry .. more

May 2, 2008, Hal worked directly with Joel at Top Cow Productions

David
Art Lead at TinyCo

Joel's the most dedicated, hard-working, and nicest guy you'll ever work with. Artists.
at Top Cow would routinely work well into the AMs, and Joel was right there with us,
doing the job of an entire marketing staff, long after other employees went home.

July 22, 2007, David worked indirectly for Joel at Top Cow Productions
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very specific recommendations from actual clients talking about how you helped
them solve a problem are worth more than 50 general recommendations from

rememeer  business acquaintances saying, “I like Sally — she’s cool,” or “Hector is a great
networker.” And any recommendations that heartily endorse the number of cock-
tails you had at the last formal event probably need revision. Check out “Grace-
fully Declining a Recommendation (Or a Request for One),” later in this chapter,
if you’re receiving those kinds of statements.

@ The quality of the recommendations matters as well as who they’re from. Five

Writing Recommendations

I suggest you practice making some recommendations before you start requesting
them. Here’s the method to my madness: When you know how to write a good
recommendation yourself, you’re in a better position to help others write good
recommendations for you. And the easiest way to get recommendations is to give
them. Every time you make a recommendation and the recipient accepts it, she is
prompted to give you a recommendation. Thanks to the basic desire that most
people want to be fair when dealing with their network, many people will go ahead
and endorse you in return.

Choose wisely, grasshopper: Deciding
who to recommend

Go through your contacts and make a list of the people you want to recommend.
As you build your list, consider recommending the following types of contacts:

3 People you've worked with: 'm not going to say that personal references
are completely worthless, but standing next to specific recommendations
from colleagues and clients, they tend to ring pretty hollow. Business recom-
mendations are much stronger in the LinkedIn context. Your recommenda-
tion is rooted in actual side-by-side experience with the other party, you can
be specific on the behavior and accomplishments of the other party, and the
examples you give are most likely to be appreciated by the professional
LinkedIn community at large.

3 People you know well: You may choose to connect with casual acquain-
tances or even strangers, but reserve your personal recommendations for
people you have an established relationship with (and by that, | mean friends
and family). Remember, you're putting your own reputation on the line with
that recommendation. Are you comfortable risking your rep on them?
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WARNING

Recommend only those people whose performance you’re actually happy with. I
can’t say it enough: Your reputation is on the line. Recommending a real doofus
just to get one recommendation in return isn’t worth it! Here’s a great question to
ask yourself when deciding whether to recommend someone: Would you feel
comfortable recommending this person to a best friend or family member? If not,
well, then, you have your answer.

When you complete your To Be Recommended list, you’re probably not going to
do them all at once, so I suggest copying and pasting the names into a word pro-
cessing document or spreadsheet so that you can keep track as you complete them.

Look right here: Making your
recommendation stand out

Here are a few things to keep in mind when trying to make your recommendation
stand out from the rest of the crowd:

¥ Be specific. Don't just say the person you're recommending is great: Talk
about her specific strengths and skills. If you need help, ask the person you're
recommending if there’s any helpful elements they think you could highlight
in your recommendation.

¥ Talk about results. Adjectives and descriptions are fluff. Clichés are also
pretty useless. Tell what the person actually did and the effect it had on you
and your business. It's one thing to say, “She has a great eye,” and another to
say, “The logo she designed for us has been instrumental in building our
brand and received numerous positive comments from customers.” Detailed
results make a great impression, from the scope of difficulty of a project to
the degree of challenge the person faced.

3 Tell how you know the person. LinkedIn offers only the very basic categories
of Professional or Education. If you've known this person for 10 years, say so.
If she's your cousin, say so. If you've never met her in person, say so. Save it
for the end, though. Open with the positive results this person provided, or
the positive qualities the person exhibited in your interaction; then qualify the
type of interaction.

¥ Reinforce the requestor’'s major skills or goals. Look at her profile. How is
she trying to position herself now? What can you say in your recommendation
that will support that? That will be far more appreciated by the recipient. For
example, if you read her profile and see that she’s really focusing on her
project management skills as opposed to her earlier software development
skills, your recommendation should reinforce that message because that's
what she's trying to convey on her profile.
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TIP

©

REMEMBER

3 Don't gush. By all means, if you think someone is fantastic, exceptional,
extraordinary, or the best at what she does, say so. Just don't go on and on
about it, and watch the clichéd adjectives.

3 Be concise. Although LinkedIn has a 3,000-character limit on the length of
recommendations, you shouldn't reach that limit. That should be more than
enough to get your point across. Make it as long as it needs to be to say what
you have to say, and no longer.

Don’t be afraid to contact the requestor and ask for feedback on what you should
highlight in your recommendation of that person. He knows his own brand better
than anyone, so go right to the source!

Creating a recommendation

Now you’re ready to write your first recommendation. To create a recommenda-
tion, first you need to pull up the person’s profile:

1. click the Connections link from the top navigation bar of any page to
bring up your list of connections.

2. Sselectthe person you'’re recommending from the connections list that
appears.

Your recommendation goes directly to that person, not prospective employers.
Any prospective employer who wants a specific reference can request it by
contacting that person directly on LinkedIn.

3. Visit the profile of the person you want to recommend.

Before you write up your recommendation, review the person’s experience,
summary, professional headline, and other elements of his profile. This helps you
get a sense of what skills, attributes, or results should be reflected in your recom-
mendation of that person. After all, if the person you want to recommend is trying
to build a career as a finance executive, your recommendation will serve him better
if you focus on finance instead of his event planning or writing skills, for example.

After you inform yourself a bit more about the person you’re going to recommend
and have thought about what you are going to say, you can get your recommend-
ing groove on. Follow these steps:

1. click the down arrow next to the Send a Message button in the middle of
his profile page, and then click the Recommend link from the drop-down
list that appears.

As soon as you click the Recommend link, you're taken to the Give (person) a
Recommendation page, as shown in Figure 9-3.
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FIGURE 9-3:

Tell LinkedIn
about the
recommendation
you want to give
this person.

. ) recruiters and build a more credible profile

Write a recommendation

See more fips
If needed, you can make changes or delee it even after you send it

Ex. Lynn is very detailed-oriented and produced great resuilts for the company... State of What's Next: There's more good to do.
i. ’ W
w’h

Your message to Lynn You CSU's GSSE MBA
You can personalize this message if you'd like Change the world with your ideas and passion.

Why recommend someone?

You're recognizing someone for their great work —
plus, recommendations help them get noticed by

I wrote this recommendation of your work that you can include on your profile.
Thanks,
Joel

‘What's your relationship?
Choose
What were your positions at the time?

You: | Choose

Lynn: | Choose

S Cancel

2.

Fill in the text box under Write a Recommendation with the text for your
recommendation.

Throughout this chapter, | stress staying specific, concise, and professional
while focusing on a person’s results and skills. Keep in mind that recommenda-
tions you write that end up getting accepted by the other party also appear in
your own profile in a tab marked Recommendations. Believe it or not, people
judge you by the comments you make about others, so read your recommen-
dation before you post it and look for spelling or grammatical errors. (You may
want to prepare your recommendation in a word processing program like
Microsoft Word, use its Spelling & Grammar check, and then cut and paste
your newly pristine prose into the Write a Recommendation field.)

(Optional) Include a note in the Your Message to (person) text box.

When you send your recommendation, you have the option to also attach

a personal note. If it's someone you're in recent contact with, the note is
probably unnecessary — the endorsement should speak for itself. But if it's
someone you haven't spoken to in a while, take advantage of the opportu-
nity to reconnect with a brief note. You can keep the boilerplate text, “I
wrote this recommendation of your work that you can include on your
profile,” or you can write your own note, like | did in Figure 9-4. Let the
person know why you are writing the recommendation, whether it's because
you admire her work, enjoyed working with her, or want to recognize her for
a job well done.
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M Give Lynn Northrup a recommendation Why racommend someana?
i)

You're recognizing someone for their great work —
plus, recommendations help them get noticed by
recruiters and build a more credible profile

o Write a recommendation

If needed, you can make changes or delete it even after you send it

See more tips *

I worked with Lynn on several Dummies filles and | thought she was not only a
solid and efficient Editor, but it was effortless and enjoyable to work with her. INTRODUCING

She was always able to provide guidance and shepherd a projection to -
completion with the confidence thal helped everyone get their job donel v Real-Time Guaranteed
Your message to Lynn = e
GOARANTEED
You can personalize this message if you'd like.

Dear Lynn,
“Open

| wanted to recogniza the hard work you've done on these fitles as my Project
Editor by writing you this recommendation. Hope all is well otherwise!
~Joel

° What's your relationship?

Choose.
FIGURE 9-4: What were your positions at the time?
Sending a You: | Choose
personal note
with a recom-

mendation is a m Cancel

good idea.

Lynn: | Choose...

4. Define your relationship with the person you'’re recommending by answering
a few questions in the What's Your Relationship? section.

Each of the three drop-down boxes asks you to pick an answer from a
predefined list. Specifically, you will be asked to

a. Define the basis of the recommendation under Relationship.

If you're a colleague of the person, LinkedIn wants to know whether you
managed or worked side by side with the other person, whether that
person was the manager or senior official, or whether you were a client of
the other person or the person was a client of yours.

b. Define your title at the time.

Identify which position you held when you worked with or knew the other
person you're recommending. This list is generated from the positions you
defined in your LinkedIn profile. If your experience overlaps multiple
positions, pick the position that best defines your relationship with the
other party.

¢. Define the other person’s title at the time.

You have to select at least one position that the other party held to associ-
ate the recommendation. You can enter only one recommendation per
position, but you can recommend the other party on multiple positions.

By answering these questions, you inform anyone reading the recommenda-
tion about how you know the person you're recommending. Perhaps you were
the person’s manager at one time.
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After you've written everything out, go back over all the fields one more time to
check for spelling or grammatical mistakes, and to make sure the recommen-
dation conveys what you want to say about this person.

5. Cclick Send.
The recommendation is sent to the recipient.

After you send your recommendation, the other person has to accept it before
it's posted. Don't take it personally if she doesn’t post it, or at least not right
away. After all, it's a gift, freely given. The primary value to you is in the gesture
to the recipient, not the public visibility of your recommendation. And if she
comes back with requested changes to the recommendation, by all means
accommodate her as long as it's all true and you feel comfortable with it. It's a
service to her, not you.

Requesting Recommendations

TIP

In an ideal world, you’d never request a recommendation. Everyone who’s had a
positive experience working with you would just automatically post a raving
recommendation on LinkedIn. But the reality is that most likely only your raving
fans and very heavy LinkedIn users are going to make unsolicited recommenda-
tions. Your mildly happy customers, former bosses whose jokes you laughed at
consistently, and co-workers who you haven’t seen in five years could all stand a
little prompting.

Be prepared, though: Some people feel that recommendations should only be
given freely, and they may be taken aback by receiving a recommendation request.
So it’s imperative that you frame your request with a personal message, not just a
generic message from LinkedIn.

Don’t be afraid to consider off-line methods of requesting a recommendation,
such as a phone call or a face-to-face meeting, to make the request more personal
and more likely for the person to say yes.

Choosing who to request
recommendations from

Request recommendations from the same people you might write them for:
colleagues, business partners, and service providers. The only difference is that
you’re looking at it from his point of view.
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FIGURE 9-5: Student at Ur of California, Irvine - The Paul Merage School of...
Student at Univer: alifornia, Los Angeles
Select the Student at Bookes hington HS You €SU's GSSE MBA
pOSitiO n to be Change the world with your ideas and passion.
R . Leam More
associated with =3

your requested
recommendation.
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Relationships aren’t all symmetrical. For example, if someone hears me speak at
a conference and buys this book, that person is my customer. My customers know
my skills and expertise fairly well — perhaps not on the same level as a consulting
client, but still well enough to make a recommendation. I, on the other hand,
might not know a customer at all. I’'m open to getting to know him, and I’m will-
ing to connect, but I can’t write a recommendation for him yet.

Creating a polite recommendation request

When you identify the person (or people) you want to write your recommenda-
tions, you’re ready to create a recommendation request. To get started on author-
ing your request, follow these steps:

1. click the Profile link from the top navigation bar to bring up your profile.
Click the down arrow next to the View Profile As button (in your Summary
box) and click the Ask to Be Recommended link.

2. After the Ask for Recommendations page loads, click the drop-down list
(right there at Step 1 — see Figure 9-5) to choose what you want to be
recommended for from the list provided.

LinkedIn ties this recommendation to a particular position or school attended
from your profile, so you need to select the position (or school you were
attending) where the recommender observed you and is providing his
recommendation.

Recommendations

Received (1) Given  Askfor i Give fons (2)

Ask your connections to recommend you Why get recommended?

When your peers recognize your great work, it
helps you get noticed by recruiters and build a

more credible profile.
‘What do you want to be recommended for?

See more fips *

Choose...

Freelance Writer at Walerside Productions
Owner at NewComix. Com

Operations & Training Manager at Net2Auction

State of What's Next: There's more good to do

i -
39 DX

Director of Marketing & Sales at Top Cow Productions
Project Mana: t IBM Global Services

3. Under the Who Do You Want to Ask? header, type the name of the person you
want to request a recommendation from into the Your Connections text field.

You can add the names of up to three people in this text field, and all will get a
recommendation request.
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FIGURE 9-6:
Confirm the
person (or
people) to
request recom-
mendations from.

TIP

As you start typing the name of the person, you should see that name pop up,
as shown in Figure 9-6. Clicking the name adds it to the list of names visible in
the Your Connections field. You can now type in another name if you would
like to send this recommendation request to more than one person.

Recommendations

Received (1) Given  Ask for i Give ons (2)

Ask your connections to recommend you

o ‘What do you want to be recommended for?

° Who do you want to ask? =
Your connections: (You can add up ta 3 people) ‘5 = WA

Why get recommended?

When your peers recognize your great work, it
helps you get noticed by recruiters and build a
more credible profile.

See more tips *

Freelance Writer at Waterside Productions
State of What's Next: There's more good to do

tynn| * You CSU's GSSE MBA
M Lynn Northrup Change the world with your ideas and passion.
Freelance Edito

Define your relationship with each person from whom you want to request a
recommendation in the drop-down boxes provided.

Similar to the process of writing a recommendation, LinkedIn will ask you to
define the basis of your relationship with this person, either Professional or
Educational, that pertains to the recommendation request, as well as the role
of the person from whom you are requesting the recommendation. Use the
drop-down boxes provided to pick the appropriate responses.

Type your message in the fields provided, as shown in Figure 9-7.

The same etiquette is recommended here as in other requests: Don't just
accept the boilerplate text that LinkedIn fills in, but rather customize it to
create a personal note, like | did in Figure 9-7. You can customize not only the
body of your message, but the subject line as well.

Don't forget to thank the person for the time and the effort in leaving you a
recommendation!

Check your spelling and grammar.

You can write your message first using a program like Microsoft Word, run the
Spelling & Grammar check, then cut and paste your message into the space
provided, if you like.

Click Send.

The recommendation request is sent to the intended recipient.
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FIGURE 9-7:

A customized
recommendation
request.

REMEMBER

Q

TIP

° Who do you want to ask?
A -
Your connections: (You can add up to 3 people} 3 - A
-/
Lynn Northrup You €SU's GSSE MBA
Change the world with your ideas and passion.
Op.w

What's your relationship?

You worked with Lynn in the same group

What was Lynn's position at the time?

Editor at Northrup Editorial Services

° ‘Write your message

Subject:

Can you write a recommendation for my writing?

Since we've worked together on Dummies fitles, | was wondering if you could provide
a biief endorsement of my efforts that | can include in my Linkedin profile. If you have
any questions, just let me know

Thanks in advance for your time and consideration!

Joel

m Cancel

Giving people some context as to why you’re making the request helps motivate
them more effectively, especially if they’re nervous or unaware about how to use
LinkedIn. Let them know you’re available for any technical or follow-up help.
Also, even though you should be asking only people who would be comfortable
recommending you (you are, aren’t you?), you still want to give them a gracious
way to decline. After all, you're asking a favor. The person you’re contacting is in
no way obligated, so don’t expect anything, and you won’t be disappointed.

There’s really no such thing as too many recommendations as long as the quality
is good. Once you start accepting mediocre recommendations, though, on the
assumption that “something is better than nothing,” people will start to think
that a lot of them are fluff. LinkedIn doesn’t give you control over the display
order, either, so you have all the more reason to make sure the recommendations
displayed are good quality.

Gracefully Declining a Recommendation
(or a Request for One)

Unfortunately, not everyone naturally writes good recommendations, and all your
LinkedIn connections haven’t read this book, so it’s bound to happen eventually:
Someone will write a recommendation that you don’t want to show on your
profile.
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WARNING

No problem. Just politely request a replacement when you receive it. Thank him for
thinking of you, and give him the context of what you’re trying to accomplish:

Wei:

Thank you so much for your gracious recommendation. I'd like to ask a small
favor, though. I'm really trying to position myself more as a public speaker in the
widget industry, rather than as a gadget trainer. Since you've heard me speak on
the topic, if you could gear your recommendation more toward that, I'd greatly
appreciate it.

Thanks,

Alexa

If he’s sincerely trying to be of service to you, he should have no problem chang-
ing it. Just make sure you ask him for something based on your actual experience
with him.

You may receive a request for a recommendation from someone you don’t feel
comfortable recommending. If it’s because she gave you poor service or was less
than competent, you have to consider whether you should even be connected to
her at all because, after all, LinkedIn is a business referral system. I discuss how
to remove a connection in Chapter 6.

Perhaps you don’t have sufficient experience with her services to provide her a
recommendation. If that’s the case, just reply to her request with an explanation:
Alexa:

| received your request for a recommendation. While I'm happy to be connected to
you on LinkedIn, and look forward to getting to know you better, or even work
together in the future, at this time | just don't feel like | have enough basis to give
you a really substantive recommendation.

Once we've actually worked together on something successfully, I'l be more than
happy to provide a recommendation.

Thanks,

Wei
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Managing Recommendations

Relationships change over time. Sometimes they get better, occasionally they get
worse, and sometimes they just change. As you get more recommendations, you
might decide that you don’t want to display them all, or that you would like some
of them updated to support your current branding or initiatives.

Fortunately, neither the recommendation you give nor those you receive are
etched in stone (or computer chips, as the case may be). You can edit or remove
the recommendations you’ve written at any time, and you can hide or request
revisions to those you receive.

Editing or removing recommendations
you've made

To edit or remove a recommendation you’ve made, follow these steps:

1. Hover your mouse over the Profile link from the top navigation bar and
then choose Edit Profile from the Profile drop-down list that appears.

2. scroll down to the Recommendations section and hover your mouse over the
Recommendations header, then click the Manage button to the right of the
Recommendations header.

Doing so brings up a dedicated Recommendations page that contains all the
recommendations you've received or given, or requests that are still pending.

3. Clickthe page’s Given tab.

All the recommendations you've made are listed in reverse chronological
order, as shown in Figure 9-8.

4. Click the Edit or Remove link next to the recommendation you want to
change or remove.

Edit: When you click the Edit link, the screen updates and shows you the
Written Recommendation text, as well as a text box where you can send a
message to the person along with the updated recommendation, as
shown in Figure 9-9. Make the changes to your recommendation in the
first box and then write a new message to the recipient in the second box.
When you're done, click Send below the two text boxes.

Remove: Click the Remove link to ditch the recommendation completely.
LinkedIn will display a message box asking you to click the Confirm button
to remove the recommendation. The message indicates that the person
whose recommendation you are deleting will not be notified of the deletion.
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Recommendations

Received (2)  Given  Askfor i Give ons (2)

Manage recommendations you've given

Lynn Northrup Display on your profile to:
As Editor at Northrup Editorial Services
| workad with Lynn on several Dummies titles and | thought she was not only a Your connections
solid and efficient Editor, but it was effortless and enjoyable to work with her. She * Everyone
was always able to provide guidance and shepherd a ... more No one
Feb 4, 2016

#Edt | Remove

Brendan S S Display on your profile to:
Brendan was an outstanding contributor to my event, and he can be a vital

assel to any event requiring some planning He was brought it to help set up and Your connections

handle on-site logistics for the 2013 So Cal Comic Con in... more & Everyone

Aug 1, 2014 Mo one

#Edt | Remove

. Blair S Display on your profile to:
FIGURE 9-8: As Project Editor at Wiley Publishing
P|Ck the I worked with Blair on several Dummies titles and | thought he was not only a Your connections
solid and efficient Editor, but it was effortless and enjoyable to work with him. He * Everyone
recommendation was always able to provide guidance and shepherd a_.. more No one
oct 18, 2013
you wa nt to #Edit | Remove

edit or delete.

Anthony Choi Display on your profile to:
As IT at Steinbrun, Hughes & Assoc.
Anthony is a hard-working and energetic personality who will do what it takes to . Your connections
deliver a project. He went above and beyond in helping me set up new domain Everyone
names and took care of a lot of the tasks | didn't even know needed to happen. Mo one
He has an excellent sense of responsibility and ownership when he helps
others.
Write a message to Anthony to send with your recommendation
Hi Anthony,
Here's a revised version of the recommendation | wrote for you. Let me know if
you need anything else.
Note: Anthony will be asked to approve your changes to this recommendation.
Cancel
Mike Wellman Display on your profile to:
As Owner at The Comic Bug
Mike Wellman is ane of the few people who can operate in both the comic Your connections
FIGURE 9-9: book realm and in today’s reality. Not only is he outgeing, friendly, bouning with « Everyone
energy, and a great person to hang out with, but he... more No one
Make May 2, 2008

#Edt | Remove

changes to your
recommendation.

An edited recommendation is submitted to the recipient again for approval. If you
remove it, it comes off immediately, and the recipient (or is that the unrecipient?)
doesn’t receive any notification.
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Handling new recommendations
you've received

Every time you receive a recommendation from someone else, you will see it on
your Recommendations page, under the Received tab. You can click the pending
recommendation to read the full text as shown in Figure 9-10.

.
n = | Search for people, jobs, companies, and more.. Advanced ri

Home Profile Connections Jobs Interests Business Services.

Recommendation

Amy Fandrei
Acquisitions Editor, For Dummies

Recommended you for work as Freelance Writer ai Waterside Productions

Joel did a wonderful job on Facebook Advertising For Dummies. | hired Joel to work with two co-

FIGURE 9-10: authors as our primary writer. He had many details to coordinate, from managing content delivery to
schedules, and he did it all with ease. Joel really made this book easy for me as his acquisitions
Here is where editor and | am looking forward ta hiring him again in the future
you can accept )
. . | Ask for changes
an incoming I

recommendation.

When you receive a recommendation, you have these options:

3 Add it to your profile. Click the Add to Profile button to add this recommen-
dation, as stated, to your profile.

3 Ask the writer for changes. If you aren’'t completely happy with the person'’s
recommendation, click the Ask for Changes button to be given the opportu-
nity to send him a brief note explaining what you would like changed.

¥ Ignore it. Until you take action, the recommendation will sit in a pending
status and will not show up on your profile. Perhaps you don't want the
recommendation to become visible until a certain event happens, like
applying for a different job. You can return to this screen at any future time
to add the recommendation or ask for changes.

Removing a recommendation
or requesting a revision

To remove a recommendation you’ve received or to request a revision, here’s what
you do:
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FIGURE 9-11:
Remove a
recommendation
or request a
revision here.

1. Hover your mouse over the Profile link from the top navigation bar and
then choose Edit Profile from the menu that appears.

2. scroll down to the Recommendations section and hover your mouse over the
Recommendations header. Click the Manage button that appears to the right
of that header to bring up the Recommendations page. Click the Received
tab on the Recommendations page.

Doing so takes you to the Recommendations You've Received page.

3. Scroll down the page to find the position from your Experience list that
the recommendation is tied to, and you will see all the recommendations
for that position, as shown in Figure 9-11.

4. Toremovea recommendation, deselect the check box next to the recom-
mendation. This will automatically hide your recommendation. At any time,
you can come back to this screen and select the check box to add the
recommendation back to your profile.

Freelance Writer, Waterside Productions Why get recommended?
You have 8 recommendations (8 visible, 0 hidden} When your peers recognize your great work, it
Ask for a recommendation helps you get noticed by recruiters and build a

more credible profile.
Checkmark indicates a particular recommendation is displayed on your profile P

See more fips *
James s
Creator of Motivation Diagnostics, molivational speaker and writer: Europe’s
v leading expert on motivation

Joel book, Linkedin for Dummies, was a real eye-opener for me.
From simply having an address book in the clouds, | have tumed my
Linkedin profile... more
Sep 24, 2009, James was a client of yours
Ask for changes

LEARN THE ESSENTIALS OF BUSINESS
WITH HBX CORE FROM HARVARD BUSINESS SCHOOL.

Liz -
Branding and Marketing Expert, Author, Coach, and Motivational Speaker

Joel's suggestions and advice in his book LinkedIn for Dummies are
great! If you are merely putting your toe into social networking and HARVARD |BUSINESS|ScHOOL
want to learn __ more

Nov 14, 2008, Liz was a client of yours

Mark S 1
Senior Project Editor at Wiley Publishing
Joel Elad wrote LinkedIn For Dummies over the past several
months for us at Wiley Publishing. He got up to speed on the ins and
outs of LinkedIn ... more

Sep 16, 2008, Mark was a client of yours

5. To request a new or revised recommendation, hover your mouse over the
recommendation text and click the Ask for Changes link that appears.

This brings up a new Recommendation message screen (similar to what |
covered in “Creating a polite recommendation request,” earlier in this chapter),
where you can write a brief note explaining why you're requesting a change.
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6. Cclick send Message to send the request for changes to your
recommendation.

Negotiating the social graces around recommendations might feel a little awkward
at first, but with some practice, you’ll quickly become comfortable. By both giving
and receiving good recommendations, you’ll build your public reputation, increase
your social capital with your connections, and have a good excuse for renewing
relationships with people you haven’t contacted recently.
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IN THIS CHAPTER

Using LinkedIn as your command
console

Tracking InMail messages

Tracking sent and received
invitations

Monitoring Your
LinkedIn Activities
Through Your
Home Page

talk a lot about the different functions available on LinkedIn for you to use, and

hopefully you’ve started to set aside some time on a regular basis to keep track

of various tasks as you build up your profile and network. Because of the grow-
ing number of functions available on LinkedIn, you should take a look around the
site to see how you can manage this new set of tasks most effectively.

In this chapter, I detail the different ways you can access the LinkedIn functions
as well as how you can keep track of incoming messages, invitations, and other
notifications that require your input or attention. I discuss the functions that you
can access from the top navigation bar on the LinkedIn home page. I also discuss
the LinkedIn Inbox, where all your messages, invitations, and communication are
received. Then, I go over some ways you can set up LinkedIn to communicate with
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you through e-mail and keep you informed of communication from other LinkedIn
users, whether those are Invitations, Recommendations, or other LinkedIn
functions.

Using the Linkedin Home Page
as Your Command Console

The LinkedIn home page is, by default, full of information about how you use the
site. Think of the home page as your command console for working with LinkedIn.
You can get to the home page at any time by clicking the LinkedIn logo or the
Home link in the top-left corner of every LinkedIn web page. The home page holds
a variety of information. Of course, your home page is unique to your LinkedIn
identity, so it will look different from mine (shown in Figure 10-1) or any other
user on LinkedIn. And remember that your home page is based on the first-degree
connections in your network, the pending messages in your Inbox, and the level
of participation with functions, such as LinkedIn Groups or Recommendations, or
applications like SlideShare or the Amazon Reading List.

in carch for people, jobs, companies, and more G svancea

Home Profile My Network Jobs erests Busi ces Try Premium

Joel Elad

q People viewed your profil in the People you may know

past 7 days
a, Author, Linkedin for Dumniies; Co-Promoler, .. Richard
3 Improve your profile New jobs from Cox Automotive Independent Fine Art Profes...
* Inc., Cymer, TaylorMade-adidas Connact + S
Ryan
. Professional Comic Book Artist
s # <
66 Share an update % Upload a photo [ Publish a post Gonne + Sk

See anyone you know? Connect with them
2

y|" synchrony

FINANCIAL

Bill Robert Jack ENGAGE WITH US
Head of Digital Writer and Publishing Professor, Mathematics

Development at Bongo Consultant and Computer Science al

[ conneat | Cannect Connect

Find more people you know »

About Feedback Privacy & Terms
Sparo Corporation shared: —— Linked[) Linkedin Corp. © 2016

SparSl Sponsored [Fotow ]

FIGURE 10-1:
Coordinate all
your LinkedIn

activities through BIG NEWS

the home page. FAMIMS AN

Stay tuned for some big news from Sparol
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FIGURE 10-2:
Review your
navigation
bar icons.

First off, check out the menu along the top of the site. I refer to this menu as the
top navigation bar. This bar has all the major categories for checking your activi-
ties on LinkedIn. Just hover your mouse over each function to expand the menu
item to see more options. Figure 10-2 shows the top right corner of the LinkedIn
screen, containing four very important icons:

¥ Messaging/Inbox
¥ Notifications (flag)
3 Grow Your Network (the person with the + sign)

3 Your profile icon

If you see a red box with a number next to the Messaging, Notifications, or Grow
Your Network icon, it represents the number of unanswered messages, unread
notifications, or unanswered invitations, respectively. This method of indicating a
numerical “flag” is similar to other social media sites such as Facebook and
designed to give you a visual cue on actions you need to take.

Your profile icon
Grow Your Network

Notifications

Messaging/Inbox

in Q  Advanced
Home Profile My Network Jobs Interests Account & Setfings
Is Your Company Listed? - List your Business Online. Enter bugl & joel Elad Sign Out
eople viewed your profile in the Account: Basic Try Premium
Joel Elad 9 Foot7daye !
~ 4 Author, Linkedln for Dummies; Co-Promoter, Job Posting Manage
= 3 f "
k. Improve your profile New jobs from Cox Automct}va .
- Inc., Cymer, TaylorMade-adidas] Advertising Manage
Company Page Manage
&6 Share an update Upload a photo Publish a post
Language Change
See anyone you know? Connect with them Privacy & Settings Manage
F Fa\)) Help G Get Hel
= N/ elp Center et Help
ﬁ & X

Scroll down your LinkedIn home page to see modules of other aspects of LinkedIn,
such as your Network Activity, along with alerts for potential jobs, connections,
and Sponsored Updates (ads). To change any of the settings of your account, sim-
ply hover your mouse over your profile icon (in the top-right corner of the screen)
and click the Manage link (next to Privacy & Settings) to bring up your settings
page, as shown in Figure 10-3.
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Joel Elad [ Linkedin Ads Need help?
?, Member since: May 12, 2006 Having 1 active account

Manage campaign | Creale a campaign

Password Change Payment
- Manage personal account
Primary Email Change/Add - View purchase history

Your active sessions
Phone numbers Addfremove = See where you're signed in

Account Type: Basic Get More When You Upgrade!
= More communication options
= Enhanced search fools

Upgrade
&l Profile Privacy Controls Settings
. Tum on/off your news mention broadcasts Manage your Twitter setlings
: Communications Choose whether or not fo share your profile edits Manage your WeChat settings
a Gruupsl C()mpanies 2 Select who can see your aclivity feed Helpful Links
Applications Select what others see when you've viewed their profile Edit your name, location & indusiry »
_\ Tum on/off How You Rank Edit your profile »
(.) Account Select who can see your connections Edit your public profile »
Choose who can follow your updates Manage your recommendations »
Change your profile phote & visibility »
ShowrMide "Viewers of this profile also viewed" box
FIGURE 10-3: Manage who you're blocking »
See Ll n ked | n m?;:gi Ilo\'.' people who have your phone number can connect
mOdU|eS on yOUI’ Turn on/off meet the team »

home page.

Having LinkedIn automatically contact you

Sure, you can do all the footwork by going to the LinkedIn home page and looking
around to see what messages or changes have occurred. The true power of staying
connected, however, is having LinkedIn automatically contact you with the infor-
mation you need to stay informed.

As I mention in the preceding section, clicking the Manage link next to Privacy &
Settings (after hovering your mouse over your profile icon from the home page)
takes you to the settings page, which contains information about your account
and your LinkedIn settings. Click the Communications header on the left side of
the screen to bring up the Communications settings, as shown in Figure 10-4.
This is your hub for controlling how you interact with LinkedIn and how the site
communicates with you.

;\‘. Profile Emails and Notifications Linkedin Communications

Set the frequency of emails “Turn on/off invitations to participate in research

] Communications Set push notification settings Turn onfoff partner InMail

FIGURE 10-4: @ Groups, Companies & Member Communications )

COntrOl yOU r Applications Select the types of messages you're willing to receive
LinkedIn settings () Account

from the Account

& Settings page.

Select who can send you invitations
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FIGURE 10-5:
Decide what
e-mails you want
to get from
LinkedIn and
how often.

Start by setting preferences in the Emails and Notifications section by deciding
when LinkedIn should send you an e-mail to your e-mail account on file with
LinkedIn:

1. onthe Account & Settings page, click the Set the Frequency of Emails link
in the Emails and Notifications section.

You're taken to the Email Frequency page. For each section, like Messages from
Other Members, click the pencil icon on the right side to expand the list of
options, as shown in Figure 10-5.

2. Review the list of options and decide how you want to receive your
e-mails. Click the drop-down arrow for each row to select:

® Individual Email: As soon as something occurs in a given category, like
introductions, invitations, or job notifications, LinkedIn sends you an e-mail
with that one item in the e-mail.

© Weekly Digest Email or Daily Digest Email: Instead of individual e-mails,
LinkedIn groups activities in a given category and sends you one e-mail in a
digest format, with a summary at the top of the e-mail and the detailed
activities below the summary. Note that Daily Digests are for Group
updates, while Weekly Digests are available for General and Group updates.

® No Email: Turn off e-mail notification. You can read the message, though,
when logged in to the LinkedIn site.

FREQUENTLY ASKED QUESTIONS

Email frequenc:
q 4 Stopping or Changing Email Nofifications »

How do | stop email nofifications or change the

Messages from other members frequency?
Invitations to connect [Individual Email ~] Adding or Removing Your Email from Do
Not Contact List »
- - How can | get my email address added or
Invitations te join groups Individual Email v removed frgm lh’g "Do Not Contact” list?
Individual Email v . . R
T AT Group Activity Email Settings »
. § How do | control emails | get about discussions
InMails, introductions and Open Profile messages Individual Email v in my group?
New connection suggestions Individual Email b Shutting Off Group Digests and Emails with
Discussion Updates »
Profiles sent to you [Individual Email ~] How do | stop receiving digest emails or
updates on discussions I'm following?
Job suggestions from connections Individual Email

Weekly Digest Email See more frequently asked questions »
No Email

Cancel
l_.lpdahes and ngws
Sroup ISt e
Notifications

s comments, a

Messages from Linkedin
a ns for geti
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3.

(Optional) Click the pencil icon next to the Messages from LinkedIn header
and select the Individual Email for the Details on New Products, Tips, and
Special Offers option to receive information from LinkedIn.

Scroll down to the bottom of the page and click the Save Changes button.
You return to the Account & Settings page.
Click the Set Push Notifications link in the Emails and Notifications section.

You're taken to the Push Notification Settings page. For each of the two
sections, Messages from other members, or Notifications, click the pencil icon
on the right side to expand the list of options, as shown in Figure 10-6 when |
expanded Notifications.

FREQUENTLY ASKED QUESTIONS

FIGURE 10-6:
Decide when you
want LinkedIn to

notify you when
events occur.

Push notification settings
Messages from other members
Notifications

W] Shares your update

/] Comments on your update

&) Comments after you on an update

] Likes your update

] Comments on your group discussion

W] Likes your group discussion

W] Views your profile

Stopping or Changing Email Notifications »

How do | stop email notifications or change the
frequency?

Adding or Removing Your Email from Do
Not Contact List »

How can | get my email address added or
removed from the "Do Not Contact” list?

Group Activity Email Settings »
How do | control emails | get about discussions
in my group?

Shutting Off Group Digests and Emails with
Discussion Updates »

How do | siop receiving digest emails or
updates on discussions I'm following?

See more frequently asked questions »

V] Someone you know joins Linkedin
#] Likes your arficle

&) Comments on your article

¥ Fallaws you

] Mentions you

] Accepts your invitation

Cancel

6. Review the list of options and decide when you want LinkedIn to “push a
notification” or e-mail you when something that involves you occurs on the

website.

If you want LinkedIn to notify you when something occurs — when someone
shares your update, for example — you would select the check box next to that
option. If you don't want to receive the notification, deselect that check box.

7. After you've made all your selections, click the Save Changes button.

You are returned to the Account & Settings page.
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8. click the Select the Types of Messages You'd Prefer to Receive link from the
Settings page.

A box pops up offering you several options regarding the types of messages
you are willing to receive from Linkedin members, as shown in Figure 10-7.

Types of messages you'd prefer to receive

MESSAGES
@ Introductions, InMail and Open Profile messages (Recommended)

) Introductions and Inhail only
) Introductions only

OPPORTUNITIES

[ Career opportunities [ New ventures

[ Expertise requests [ Personal reference requests
[¥] Consulting offers [« Job inquiries

[¢/] Business deals [¥] Requests to reconnect

ADVICE TO PEOPLE WHO ARE CONTACTING YOU

FIGURE 10-7:
G U 0 Include advice on your availability, types of projects or opportunities that interest you, and what information
Decide What you'd like to see included in a request. See examples.
If you change the opportunities you are inferested in or add conlact advice, we will lef senders know your
messages you preferences, bul we won't prevent them from sending you other messages

want to receive
from LinkedIn [ save changes LR

members.

9. Pick one of the three options regarding the types of messages you want to
receive.

As of this writing, you can choose between receiving:

® Introductions, InMail, and Open Profile messages: Choose this if you are willing
to allow anyone requesting an Introduction, paying to use an InMail message,
or subscribing to the Open Profile system to send you a message that would
show up in your Inbox.

® Introductions and InMail only: Choose this if you are only willing to receive
Introduction requests or InMail messages.

® Introductions only: Choose this if you are only willing to receive introduction
requests.

10. (Optional) You can select the check boxes indicating which opportunities you
are interested in hearing about through LinkedIn, and you can advise people
on how you want them to contact you.

LinkedIn provides eight options, such as Career Opportunities and Business
Deals, that you can select, but the advertising of these opportunities has been
limited by LinkedIn. Type any instructions in the Advice to People Who Are
Contacting You text box to let people know how to best contact you.
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WARNING

Any information you put in the Advice to People Who Are Contacting You text
box will be advertised on your profile for your network to see, so don't
include sensitive or private information in this box.

11. After you've made all your selections, click the Save Changes button.

You are returned to the Account & Settings page.

1 2 Click the Select Who Can Send You Invitations link.

A box pops up giving you three choices of what types of people can send you
invitations to connect:

Anyone on LinkedIn: This is LinkedIn's recommended setting. After all, you
still have to approve the invitation to connect.

Only people who know your email address or appear in your “Imported
Contacts” list: If you choose this option, LinkedIn will either prompt the
person sending the invite to type in your e-mail address, or it will check
that person’s e-mail address against the list of contacts you imported to
LinkedIn. This will occur before LinkedIn sends you the invitation.

Only people who appear in your “Imported Contacts” list: Choose this option
if you only want to receive invitations from people you imported from
your e-mail or address book into LinkedIn. This way, even if someone
knew your e-mail address, he couldn't send you a LinkedIn invitation.

3. click the radio button next to the option you prefer and then click Save

Changes.

The pop-up box disappears, and you are back on the Account & Settings
page.

14. (Optional) If you want to receive invitations to participate in LinkedIn's

research efforts, click the Turn On/Off Invitations to Participate in
Research link. You can also click the Turn On/Off Partner InMail link if
you want to opt in to offers from third-party companies that partner
with Linkedin.

This completes your options when it comes to Communications. You can always
click Profile, Account, or Groups, Companies & Applications to control more of
your LinkedIn experience.

Understanding your Inbox

The best hub for your communications is the LinkedIn Inbox, which you can
access by clicking the Messaging icon in the top navigation bar. You go to the list
of messages in your Inbox, as shown in Figure 10-8.
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Proflle My

Get the Ethernet service built for business — to power your cloud apps and mobili

Increase your conversion rate by 2.5% with
All Messages ~ Jeremy -
o PR and Marketing Consullart at Dynamilte Entertainment product reviews

Congrats an your new posilion at Dynamite! Hope we can stay in

Steven =
- Thanks for reaching out touch, it nice 1o know I've got ancther friend there besides Nick Ve Yotpo
Jool 1 juek moved S and Joe. You gonna be at the ComicsPra mesting next morth in e afree & ooy for
Portland? Maybe Il see you there. chedule a free demo call today for Yotpo
You Congrats onyour @ »
new position at Dynamite!

Ads You May Be Interested In

Dan W Retail Managers
Hey Joel Have not heard b Earn an MBA from Jack Welch and »
from you in a long fime.

become a better leader today

o
Jared
Joel, | am ready

¢, Why Hiro a VP Marketing?
) When You Can Rent One. Fast
Carlos Stop Looking and Start Growing!
Logistcs Coordinator e

FIGURE 10-8: About Feedback Privacy & Terms «
. . il Wiite your message. e
Review the action
. . Logistics Coordinator at
itemsin your S Cal Comic Con m e
Inbox.

I
B

Linked( Linkodin Corp. © 2015

Here are some things to keep in mind when navigating your Inbox:

¥ Starting a new message: Click the round blue button with the pencil icon to
start a new conversation. The middle of the screen displays a message box. In
the top line, type the name of the Linkedln member to whom you want to
send a message, and then type the message into the Message portion
of the box.

3 Using the icons on the bottom of the reply window: You can click the icons
along the bottom of the reply window to attach an image to the conversation,
attach a file to the conversation, or post an emoji icon (like the Cool Icon in
Figure 10-9) into your reply. In addition, by clicking the Press Enter to Send
check box, your reply will work like a chat window, where every press of the
Enter key sends your reply. (When it's check-marked, as in Figure 10-9, the
Send button disappears.)

3 Using the filters: By default, when you're looking at your Inbox, you see all
messages. If you click the down arrow next to the All Messages heading
(above your first item), you can pick a specific category (such as My
Connections, InMail, Unread Messages, or Blocked Messages).

3 Taking action on the conversation: After you read your message, you can
click the three dots next to the person’s name in the main window, to bring up
action items for this conversation, as shown in Figure 10-10. You can add
people to this existing conversation, mark it as unread, mute the conversation
(which turns off e-mail notifications to you when new comments are made in
this conversation), forward the conversation to another LinkedIln member,
report the message as spam, or delete the conversation.
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FIGURE 10-9:
Add chat-like
elements to your
conversations.

FIGURE 10-10:
Take action on
your existing
conversations.

¥ Deleting a conversation: If you don't want to keep a message, click the X icon
in the subject header along the left side of the screen or click the three dots
next to the person’s name, and then click Delete this Conversation.

All Messages Michael Bellomo
Q e @ Graduate Student, Master of Public Policy Program

Thanks Joell 'm planning to come out to Southern Califomia
later this month, how about we meet up then?

Q, search

Kristie, Shannon,
9 You shared a job

Today

Stacey Har..
Sounds good Joel
Thanks for offering to .

Lynn Northrup
Hi Joel, | wrote this <
recommendation of your

Had a great time meeting up when you were in the area. Hoping to see you

Chuck Hester on your next irip to So Cal. Attached is some relevant information to our last
Great to hear from you discussion.
Joell Definitely interested.

@ [E & press entertosen
Sponsored .
LinkedIn Marketing So... JaRPY Flad Writer Resume.doc A

=%  Thanks for being a 385Kb

marketer on Linkedin

InMail

John s

Hi Joel It was great to
meet up with you at the

Attach a photo Post an emoji picture

Attach a file

Michael Bellomo
Graduate Student, Master of Public Policy Praaram
&_'_ Add people to the
conversation

All Messages

o

1H9/2016

Q, search
B Mark as unread
Michael Bello. ..

q: Mute conversation

@ You sent a message @
with 2 attachments._ ~

Forward conversation

Had a great time meeting up when you @ Report as Spam
to see you on your next frip to So Cal.;
information to our last discussion.

Steven =
Thanks for reaching out

A Delete conversation
Joell | just moved down

Tracking Your InMail Messages

188

Although many of your communications with immediate first-degree LinkedIn
connections take place through your own e-mail system, communications with
people outside your network of first-degree connections need to be tracked and
responded to via LinkedIn. So take a look at how you can track InMail messages
through your LinkedIn Inbox.
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FIGURE 10-11:
Take a look at
the InMail
you've received.

To go directly to your list of InMail messages, click the down arrow next to All
Messages from your Inbox and select the InMail option. This takes you to the
InMail page shown in Figure 10-11.

li;-. R Douglas Tendro
* General Manager at THE SPOT La Jolla

InMail ~

©

Q, search
Today, 3:23 AM

Inhail - Awaiting Looking for some information

. Response
R Douglas Tondro ®

| was wondering if you could help provide me some information on how your skills
could be utilized for a potential opportunity | am considering. if you could get back
to me at your earliest convenience, | would greatly appreciate it. My contact
information is below, thanks again!

Looking for some
information

InMail
Jared

Joel, | am ready

Joel Elad
949-555-1212
myemailname@emaildomain com

Inbtail
Carlos =
Logistics Coordinator

Inlail - Awaiting Response:
Emile = w%

Logistics Coordinator at
So Cal Comic Con

Sponsored

LinkedIn Marketing So...
&= Thanks for being a

marketer on Linkedin

Tracking Invitations

CHAPTER 10 Monitoring Your LinkedIn Activities Through Your Home Page

As you grow your network, you need to keep track of the invitations you sent to your
connections as well as any incoming invitations. I cover invitations in Chapter 2,
and I talk about setting up your notifications for receiving e-mail about invitations
in “Having LinkedIn automatically contact you,” earlier this chapter. The following
sections tell you about monitoring your invitations on the LinkedIn website.

Tracking sent invitations

The last thing you want to do is send repeat invitations to the same person because
you didn’t monitor your sent invitations. Also, you might want to review your sent
invitations to see whether someone has responded; if not, you can send that person
a follow-up e-mail either through LinkedIn or via your own e-mail account. As of
this writing, there is no running list, so you have to go through your Inbox to see
which sent invitations have been accepted or not.
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FIGURE 10-12:
Use this page to
track pending
invitations.

FIGURE 10-13:
See your sent
invitations and
the dates you
sent the requests.

Here’s how to track your sent invitations:

1. click the Grow Your Network icon from the top navigation bar of any
LinkedIn page, then click the See All link next to Pending Invitations.

This opens the screen for viewing all your pending invitations, as shown in
Figure 10-12.

1 people, jobs, companies, and more Q| advanced

Pending invitations (46) ”n-
Pending invitations
Annie sy BB Jeff M "] - B
Business Analyst at Stay at home: Sent invitations
Toshiba America Father of 3
Information Blocked invitations
Systems, Inc
v v v

2. Click the down arrow next to the People icon along the right side of the
Pending Invitations header, and then click the Sent Invitations link to pull up
your sent invitations and messages.

You see the Sent Invitations page, as shown in Figure 10-13. The date of each
invitation is displayed above the invitation and multiple invitations sent on the
same day are grouped by name, as indicated in the figure. Note the radio
button next to each person’s name.

n Sent invitations %~

You invited these people to connect and they haven't responded yet. (This list might not include people you
invited in the last few minutes.) If you don't want us to send reminder emails, you can cancel an invitation. The
person you invited won't get nofified that you eanceled the invite Leam more

Jan 14, 2016 | Select 1

Joe
Freelance llustrator at Lucasfilm

Jan 8, 2016 | Select 2

= Kyleen Rosalind
Veterinary Tech Assistant at Animal Clinic of Tustin Ranch-Irvine Bl 1DW PR/Marketing Manager

Jan 5, 2016 | Select 1

Betsie
Content Manager at Voicemarketing.com & eBay PowerSeller

Jan 2, 2016 | Select 2

Devin ‘ Irene
E-Commerce & Inventory Coordinator at BOOM! Studios Operations Manager at BOOM! Studios

Dec 18, 2015 | Select 5

Jun ﬂ Lee
Business Owner & Neurosurgery Physician Assistant on eBay Radio
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FIGURE 10-14:
Review an
invitation
you've sent.

3.

n Sent invitations ”n -~

You invited these people to connect and they haven't responded yet. (This list might not include people you Cancel requests (1)
invited in the last few minutes ) If you don't want us to send reminder emails, you can cancel an invitation. The
persan you invited won't get nofified that you canceled the invite. Leam more
Jan 14, 2016 | Select 1
Joe
W Freelance lllustrator at Lucasfilm
Jan 8, 2016 | Deselect 1
= Kyleen ol Rosalind
Veterinary Tech Assistant at Animal Clinic of Tustin Ranch-Irvine IDW PR/Marketing Managge
N Hey. Roz, | thought we could also stay
Jan 5, 2016 | Select 1 connected via Linkedin. Congrats again on the
racent promation, hope you found my Xmas
Belsie flash drive ok °) Take care_Joel
Content Manager at Voicemarketing.com & eBay PowerSeller

To view an invitation, hover your mouse over the Envelope icon next to the
person’s name. To cancel the invitation request, click the radio button next
to the person’s name, and then click the blue Cancel Requests button.

When you hover your mouse over the envelope, you see a copy of your
invitation message, like the one shown in Figure 10-14. You can click the radio
button next to one or more people to cancel your invitation request. When you
cancel the request, no message is sent to the other person.

Tracking received invitations

When growing your LinkedIn network, you should be responsive to others who
want to add you to their LinkedIn connections lists. To review your received invi-
tations, follow these steps:

1.

Click the Grow Your Network icon from the top navigation bar and then
click the See All link next to the Pending Invitations link from the
drop-down list that appears.

You're taken to a list of your received invitations, as shown in Figure 10-15. You
can hover your mouse over the blue quotation marks to see the person’s
incoming message with his invitation request, and, with a click of the mouse,
see his profile.

To accept a pending invitation, click the check mark (Accept) button.
To ignore the invitation, click the X (Ignore) button.
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If you want to reply to the person without immediately accepting that invitation
(say, to get clarification in case you don't recognize the person), click the
person’s name to see his profile and either send him InMail, or send a message
to any first-degree connections who know the person and can pass along your
message to him. You can also click the X (Ignore) button to remove this
invitation from your list. (See Chapter 6 for tips on growing your network.)

After you click the Accept or Ignore button, that invitation disappears from
your view and, if there are additional invitations that require action, one of
those invitations will appear.

3. Continue to act on each invitation in your list until there are no more
new invitations.
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IN THIS CHAPTER

Importing your contacts into
Linkedin

Exporting your LinkedIn contacts to
your e-mail and other programs

Using LinkedIn with
Your Internet Activity

his chapter delves in to how you can use LinkedIn as a part of your overall

presence on the Internet, especially when it comes to communication.

Specifically, I focus on two aspects of your Internet experience: your e-mail
account with and without your Internet web browser.

LinkedIn makes it convenient for you to exchange information between your
e-mail program and your LinkedIn profile and to enhance your World Wide Web
browsing experience with specialized LinkedIn functions. LinkedIn offers the
capability to import your contacts list from programs such as Microsoft Outlook.
You can also do the reverse: Export your LinkedIn contacts list to a variety of
e-mail programs, including the Mail program that’s part of Mac OS X.

Importing Contacts into LinkedIn

One of the most popular (and necessary) activities people use the Internet for is
e-mail. Your e-mail account contains a record of e-mail addresses of everyone
you regularly communicate with via e-mail. And from your established base of
communications, LinkedIn offers a way for you to ramp up your network by
importing a list of contacts from your e-mail program. Importing your e-mail
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FIGURE 11-1:
Pull up your

Outlook
contacts list.

contacts into LinkedIn eliminates the drudgery of going through your address
book and copying addresses into LinkedIn. The next sections show you how to
generate a list of contacts and import that list into LinkedIn to update your
connections.

Importing a contacts list from Outlook

Microsoft Outlook is one of the most popular e-mail programs out there.
This section shows you how to import your Microsoft Outlook contacts list into
LinkedIn. To do so, follow these steps:

1. onthe main Outlook screen, click Contacts to bring up your contacts list
(similar to that shown in Figure 11-1).

|©] Contacts - Microsoft Outlook
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fsdNew - | 3 X | ¥ 2 & -] BoFind | 143 Tvoe MR
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83 Contacts || 123Maple Rd, Anyt
Busingss: ¢
Current View Home:

& Address Cards Table:

1601 Pennsyivani
55-1234 Business: ¢
55-1235 Home:
55-1237 Mobile:

=

Business Fax: (619) 555-1236 Business Fax: Mabile:

(619) 555-2343

© Detailed Address C E-mail: testuseri@emall.... | E-mai: myfriendhob @em... | Business Fax:
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N N 123EmRd, 100 West Harbor Drive, San Dieg @
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- Eusiess Fax: Susiness Fax:  (512) 5554562
] Mai Eomai: E-mail: myfriendsue @hot...
..:i Calendar
= »
CENE RN A ) i (2]

5 Items

2. Choose File= Import and Export.
The Import and Export window appears.

3. Selectthe Export to a File option, click the Next button, and then select a file
type in the Export to a File window.

You see a list of options, including Comma Separated Values (DOS), Comma
Separated Values (Windows), Microsoft Access, and so on.

4. Select the Comma Separated Values (Windows) option and then click Next.

The Export to a File window appears. Here, you're asked to pick a folder that
you want to export, as shown in Figure 11-2. Look for the contacts folder,
which contains your list of contacts through Microsoft Outlook.

194  PART 3 Growing and Managing Your Network



Export to a File
Select folder to export from:
=) 25} Personal Folders
EH calendar
i | Contacts
&) Deleted It=ms
3 Drafts
) Inbox
& sournal
3 Junk E-mail
Lo | Motes
[ outbox
[ Sent Items
Fure 112 | [ @ Tesis
Select your
contacts folder [ < Back ” Next > ] [ Cancel
to export.
5. Sselect the contacts folder to export and then click Next.
If you created categories within your Outlook contacts list, you can select one
of those subcategories under the main contacts folder and export just those
contacts.
TIP
6. Inthe next Export to a File window that appears, enter a suitable file name,
click the Browse button to locate a folder for storing the new (exported) file,
and then click Next.
In the Export to a File window, Outlook displays the action it's about to take, as
shown in Figure 11-3.
Note the filename and location of your exported contacts file because you
need this information in a few steps. Pick a memorable name and save the file
to a commonly used folder on your computer.
REMEMBER
7. click Finish to start the export of your Outlook contacts file.
Depending on the size of your contacts list, the export process might take a
few minutes. When the export is complete, the status indicator disappears,
and you're ready to go to the next step.
Export to a File
The following actions will be performed:
Export "Contacts” from folder: Contacts Map Custom Fields ...
This may take a few minutes and cannot be canceled,
FIGURE 11-3:
OUt|OOk Veriﬁes < Back ” Finish ] [ Cancel
the export action.
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8. Using your web browser, go to LinkedIn and log in to your account; then, on
the top of the page, hover your mouse over the Connections link, and then
click the Add Connections link that appears from the drop-down list.

9. on the new page that appears, click the Import File button.

The upload contacts instructions appear on-screen, as shown in Figure 11-4.

Import File button. When this occurs, navigate to the exported contacts file so
it can be read by Linkedin.

@ If you have a Mac, you should see the Open window appear after clicking the

TIP
10. click the Browse button (or paperclip icon) to locate the contacts file you just
exported from Microsoft Outlook. When you locate that file, click the Upload

File button to start the process.

After LinkedIn reads your entire contacts list, it displays the names of contacts
from your list, as shown in Figure 11-5; and then, below those names where
the person is already on LinkedIn, it shows how long they've been a member of
LinkedIn.

& When LinkedIn imports the list, it usually drops the middle name from each
person’s full name when creating the imported contacts. You might need to

edit your contacts to add the appropriate information.
WARNING

11. Review the names, deselect any check box for someone you don’t wish to
invite, and then click the Send Invitations button to complete the process.

If the names you see on the screen aren’t correct (perhaps LinkedIn did not
read the file properly and everyone's first and last names are reversed, for
example), you can click Cancel to abandon the process.

E See who you already know on LinkedIn o

Get started by adding your email address or choosing
a service provider YAHOO! M

Upload your contacts file
Yahool Mail Gmail

Select files from your computer &

Q= @

File formats must be csv, b, or vecf Learn more Hotmail AOL

We'll import your address book to suggest connections and help you
manage your contacts. Learn more

-W Other Email Invite by email
™ g

S rE -

FIGURE 11-4:

. . Find more connections like Aditya, Mel and Mike.
LinkedIn is Y

ready to accept
your Outlook
contacts list.

Import file
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FIGURE 11-5:
LinkedIn asks you
which names
from your
contacts list
should get an
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Importing contacts from a web-based
e-mail program

Many people use a web-based program (webmail) to send and receive e-mail.
Gmail (from Google), Yahoo! Mail, and Hotmail are among the most popular of
these programs. Just like Outlook, you can import your webmail program contacts
list and feed it into LinkedIn to expand your network. For the example in this
section, I use Yahoo! Mail, but the other systems work similarly for importing
contacts.

To import a webmail contacts list, follow these steps:

1. Using your web browser, go to LinkedIn and log in to your account.

2. Hover your mouse over the Connections link at the top of any LinkedIn page,
and then click Add Connections from the drop-down list to bring up the Add
Connections window.

The See Who You Already Know on LinkedIn page appears, as shown in
Figure 11-6.

CHAPTER 11 Using LinkedIn with Your Internet Activity 197



FIGURE 11-6:
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3.

6.

Click the appropriate webmail button, enter your e-mail address into the
Email text box (and your password, when prompted), and then click the
Continue button.

LinkedIn opens a new window in which you can connect with your webmail
program. (You are asked for your webmail e-mail password, so LinkedIn can
log in to your account for you.)

Follow the instructions to access your webmail account.

For this example, | used my Yahoo! account, which took me to the Yahoo! login
screen. After | was logged in to my account, Yahoo! requested my permission
to let LinkedIn access my Yahoo! contacts, as shown in Figure 11-7. You must
click the Agree button if you want LinkedIn to import your contacts. After you
do, LinkedIn automatically goes into the account and starts importing contacts,
and you're returned to the LinkedIn website.

Review the imported contacts and who you want to invite to your LinkedIn
network.

LinkedIn may select all your contacts who aren't yet connected to you via
LinkedIn and offer to send them an invitation, as shown in Figure 11-8. If that is
the case, deselect the check box next to each person you don't want to invite.
For some e-mail systems, you will see your imported contacts and have to
manually select which contacts you want to invite by selecting the check box
next to each person you want to invite. When you are ready, click the Add to
Network button to send invitations to the contacts you wish to add to your
network.

When you're done, close the newly opened window that was created
back in Step 3 when you started the import process.
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Exporting Contacts from LinkedIn
to Your E-Mail Application

As you use LinkedIn and build up your contacts network, you might end up with
more contacts “on file” in your LinkedIn network than stored away in your e-mail
program. However, you may want to use your own e-mail system to communicate
with all your LinkedIn first-degree connections instead of relying on LinkedIn’s
message system. Adding these people one by one to your e-mail address book
could take a while. Thankfully, LinkedIn has a function to make this easier.

In essence, your list of LinkedIn connections is similar to a list of names in
any e-mail program’s address book. And just like you can import contacts from an
e-mail program into LinkedIn, you can export your LinkedIn contacts to your
e-mail program. Exporting is a simple process that amounts to the following:

1. vou export your LinkedIn connections into a contacts file.

2. You import the contacts file into your main e-mail program.

You can always pick and choose which contacts to export, and your e-mail pro-
gram should be able to detect any duplicates — meaning that if you try to import
any names that already exist, you should get a warning message. I walk you
through the process of exporting your LinkedIn contacts in the next few
sections.

Creating your contacts export
file in LinkedIn

First, you need to generate your exported file of contacts from LinkedIn. To do so,
follow these steps:

1. on any LinkedIn page, click the Connections link in the top navigation
bar. When the Connections page loads look for two icons to the right of
the word “Connections.” Click the right-most wheel icon to load the
Settings page.

2. When the Settings page loads, look to the right of the page and, under the
Advanced Settings header, and click the Export Linkedin Connections link.

You'll be taken to the Export LinkedIn Connections page, as shown in
Figure 11-9. From the drop-down list provided, pick the e-mail program to
which you want to export your contacts.
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FIGURE 11-9:
Pick your e-mail
program and
create an
exported file of
contacts.

3. Click the Export button to generate your contacts file.

First, you are asked to enter the text of a security image into the box provided.
Then, either your file will automatically download to your computer, or the File
dialog box will appear, asking whether you want to open or save the file. If that
box appears, click Save to save the file to your computer. Give it a custom
name, if you like, but remember the filename and location because you need
that information when you load this file into your e-mail program, which |
discuss in the next sections.
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Exporting contacts to Outlook

Now that you’ve created your contacts file, it’s time to import it into your e-mail
program. For my first example, I’'m going to use Microsoft Outlook, but the pro-
cedure is similar with other e-mail clients. The next few sections give you an idea
of how to handle other e-mail clients.

After you create your LinkedIn export file and are ready to export your LinkedIn
contacts to Microsoft Outlook, follow these steps:
1. on the main Outlook screen, choose File> Import and Export.
The Import and Export window appears.
2. Sselectthe Import from Another Program or File option and then click Next.

3. When Outlook asks you to select a file type to import from, select the
Comma Separated Values (Windows) option and then click Next.

4. When Outlook asks you for the file to import, enter the path and filename of
your exported file, or click the Browse button to find the file on your com-
puter. Be sure to select the Do Not Import Duplicate Items option and then
click Next.
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If you don't select the Do Not Import Duplicate Items option, you risk flooding
your Outlook account with multiple e-mail addresses and names for the same
people, which will make your life more difficult and flood your connections
with unnecessary e-mail messages.

5. When Outlook asks you to select a destination folder, click the contacts
folder and then click Next.

6. Verify that you're importing your contacts file into Outlook and then click
Finish to start the process.

Exporting contacts to Outlook Express

If you prefer Outlook Express to the full Outlook program, you’re in luck: Your
LinkedIn contacts can go live there just as easily as they can elsewhere. After you
create your export file (as described in “Creating your contacts export file in
LinkedIn,” earlier in this chapter), you can export your connections to Outlook
Express by following these steps:

1. on your main Outlook Express screen, choose File > Import.

2. Inthe Import window that opens, select the Other Address Book option and
then click Next.

3. When Outlook Express asks you to select a file type to import from, select
the Text File (Comma Separated Values) option and then click the Import
button.

4. When Outlook Express asks you for the file to import, enter the path and
filename of your exported file, or click the Browse button to find the file on
your computer. Click Next.

5. Verify the fields that you're importing into Outlook Express (click the
Change Mapping button if you want to change how the information is
being imported) and then click Finish to start the process.

Exporting contacts to Yahoo! Mail

If you’re using a web-based mail program, like Yahoo! Mail, you can follow this
basic procedure to take your exported LinkedIn contacts and import them into
your webmail program. After you create your export file (as described in “Creating
your contacts export file in LinkedIn,” earlier in this chapter), you can import
those connections to Yahoo! Mail by following these steps:
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FIGURE 11-10:
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page.

1. Using your web browser, go to Yahoo! Mail and log in. Click the Contacts
tab to go to the Yahoo! Contacts page.

You see a page similar to that shown in Figure 11-10.
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2. Click the Import Contacts button.

A new screen appears, as shown in Figure 11-11.
3. Click the From File button.

The Upload from File screen appears.

4. Cclick the Browse button to find the file on your computer, as shown in
Figure 11-12.

5. Cclickthe Upload button to send the LinkedIn contacts file to your Yahoo!
account.

On the next screen, you see a summary page of the number of contacts that were
successfully imported or not imported, and the number of duplicate contacts that
were found. Click the View Contacts button to see your new contacts list, or click
the Done button to finish the process.
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FIGURE 11-11:
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Exporting connections to Mac
OS X Contacts book

After you create your export file (as described in “Creating your contacts export
file in LinkedIn,” earlier in this chapter), you can export your connections to Mac
0S X Contacts book by following these steps:

1. Locate your Mac OS X Contacts Book icon in either the Dock or the
Applications folder, and open it up.

2. Look for the contacts file you created in the previous section.

3. Inthe Contacts book, click File and then Import from the drop-down menu.

This should start the importing of contacts from your LinkedIn contacts file.
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IN THIS CHAPTER

Learning about the different mobile
apps available

Installing a LinkedIn mobile app

Breaking down the sections of the
main LinkedIin mobile app

Understanding how your mobile app
usage can affect your Linkedin
experience

Accessing LinkedIn
with Your Mobile
Devices

obile devices seem to be everywhere these days. Smartphones, tablet

devices, wearable devices like the Apple Watch, and whatever portable

devices are being invented as I type this sentence, are having increased
usage, especially as more people prefer to use their mobile device as their main (or
only) gateway to Internet content. Because of this shift, companies of all sizes are
paying more and more attention to developing their own mobile applications, or
“apps” for short, that give their user base an easier way to interface with the
company than having the user open up the web browser for their device and surf
over to the company’s website.

LinkedIn is no exception, and its mobile strategy has been evolving for years.
Assisted by some outside purchases, such as LinkedIn’s acquisition of the news
site Pulse in 2013, LinkedIn has evolved to provide its user base with a suite of
mobile apps that cater to general and specific uses of the LinkedIn website and its
functions. In late 2015, LinkedIn launched a major redesign of its flagship mobile
app to simplify the experience and encourage users to access LinkedIn through
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the app when they are on the go, perhaps on the way to a client meeting or
expanding their personal network at a conference.

In this chapter, I detail LinkedIn’s presence in the mobile app space. I discuss the
different apps available as of this writing, and then talk about installing an app on
your mobile device. I then analyze the main LinkedIn app and detail the function-
ality currently available in that app. Finally, I talk about how your activity on the
app affects your use of LinkedIn on the desktop or laptop.

Surveying the Different Linkedin Apps

FIGURE 12-1:
Learn about the
different LinkedIn
mobile apps.

As more and more people use their mobile devices to access the Internet and do
their daily tasks, companies such as LinkedIn have been aggressively ramping up
their mobile app development to meet the needs of their device-toting user base.
The look and design of the apps have evolved over time to give LinkedIn users a
clear picture of the data they are trying to retrieve in an easy-to-read format.

In addition, the number of LinkedIn apps has increased over time to keep the user
experience simple and effective. Rather than having one bloated app that forces
users to access all the different LinkedIn functions, the company decided to
develop stand-alone mobile apps that focus on a specific function to allow users
to better use these functions on their mobile devices. These can be used separately
or in conjunction with LinkedIn’s main mobile app. You can always look at
LinkedIn’s different mobile offerings by checking out their mobile page at
https://mobile.linkedin.com, as shown in Figure 12-1.

Linked in . Mobils Apps

The LinkedIn Mobile App

P ~
L3 App Store

A suite of apps to connect you with opportunity

d. Check them ou
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As of this writing, LinkedIn currently offers apps in these areas:

»

»

»

»

»

»

»

LinkedIn mobile app: The main LinkedIn app allows you to interact with
LinkedIn the same way you would when using your desktop or laptop
computer. You can view your news feed of friends’ stories, update your
profile, talk to your connections, add new people to your network, or search
for more information.

LinkedIn Job Search: This targeted app allows you to search and filter the job
openings on the LinkedIn job board to find jobs where you can apply. This app
also includes the functionality that lets you see who you know at the company
you're applying to, as well as information about the person who posted the
job opening. You can apply for jobs through the app with a couple of taps, and
track the jobs that you've looked at, applied, or saved. You can set up notifica-
tions on your mobile device to hear when jobs become available to apply for
or if a targeted job posting is about to expire.

LinkedIn Groups: If you're a big user of LinkedIn Groups, then this app is for
you. It allows you to monitor and contribute to the discussions in the LinkedIn
Groups where you are a member, as well as give you the ability to post new
discussions to those groups from your mobile device.

LinkedIn Lookup: This app is designed for use by workers in medium to large
companies, and is meant to help you find, learn, and connect with co-workers
in your own company, regardless of whether that co-worker is in your
first-degree network. The app allows you to search by the person'’s title, skills,
expertise, name, and more. You can review any co-worker’s profile and
contact her directly using the information in the app.

LinkedIn Pulse: Stay up to date on the news and information that matters to
you. Read up on the influencers, companies, and industries you are following
with this Pulse app. You can also see what your peers are viewing. The mobile
app goes further than the desktop, allowing you to save stories with a swipe
of your finger to read at a later date. You can “swipe left” to indicate to Pulse
that you didn't like that content, which will help Pulse tailor future news feeds
for you. You can also set up Smart Notifications that let you know when your
connections are mentioned in the news.

LinkedIn SlideShare: This app gives you mobile access to over 18 million
slide presentations, information graphics, and videos that have been
uploaded by LinkedIn members around the world. Learn about various topics
from your network and leading industry professionals, all from the ease of
your mobile device.

Lynda.com: In April 2015, LinkedIn acquired Lynda.com, a subscription-based
online learning website. While part of the LinkedIn family, Lynda.com devel-
oped its own stand-alone mobile app, which is available to its subscribers and
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allows users to access Lynda's vast library of educational presentations to
learn about thousands of different skills. Learn from the experts while on the
go and advance your skills and career with Lynda’s monthly subscription and
this app. You can also download this content to your mobile device for future
viewing.

When you are on either the iTunes App Store or Google Play store, you can look for
apps owned by LinkedIn by looking for apps where the developer is LinkedIn Cor-
poration. You can see from Figure 12-2 the variety of apps available for different
devices for Apple iOS devices, for example.

LinkedIn Corporation

Open iTunes to buy and download apps.

iPhone Apps

inJO M O)

Linkedn Job S e - Linkedin Pulse: Daily Ne
View In iTu View In iTun View In iTun

@ = O l ()

Linkedin Groups LinkedIn Lookup: Your C.. Linkedin Rec Li v din s\ Navigator inkedin Elevate
View In iTunes > View In iTun View In iTun Viey View In iTur

iPad Apps
FIGURE 12-2:

Download.
different LinkedIn _ m _ @ . ((.))

apps to your i0s Linkedin Lynda “‘J“s‘
device. View In iTunes » Viewlo T >

There are other apps available to premium users, targeting specific users
like recruiters and sales professionals. Consult the LinkedIn mobile page at

CEmemaER https://mobile.linkedin.com for more information about these apps.

Installing a Linkedin Mobile App

As of this writing, LinkedIn apps are only available for mobile devices running the

& Apple i0S operating system or the Android operating system, and not every app

will work on every device. For example, as Figure 12-2 demonstrated, while there

warNING  are ten apps for an iPhone, only four of those apps work on an iPad device. Consult
the app store for your device to see what you can install.
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When you’re ready to install an app, follow these steps from your mobile device
(for the purposes of illustration, the figures in this process demonstrate how I use
an iPad to install the main LinkedIn app):

1. pun up your main source for installing mobile apps. For example, if you've
got an Apple device, start up the App Store; if you've got an Android
device, start up the Google Play Store.

You can also go to LinkedIn's mobile page athttps://mobile.linkedin.
com, find the app you want to install, and then click either the App Store or
Google Play Store button, depending on your device.

2. Onthesearch screen, type in the word LinkedIn (and any additional words,
if you want one of the specialized LinkedIn mobile apps, like LinkedIn Job
Search or LinkedIn Pulse).

This should bring up a results screen of apps similar to Figure 12-2 from the
previous section. Click the appropriate icon to bring up the app info screen.

3. When you see the name and description of the app you want, click the Get or
Install button to start installing the app, as shown in Figure 12-3.

Your device may prompt you to log into your iTunes or Android account at this
point. In addition, some apps, like the main LinkedIn mobile app, offer in-app

Linked [}

FIGURE 12-3:
Click the Get

or Install button
to start the
installation
process.
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https://mobile.linkedin.com

A

WARNING

FIGURE 12-4:
Sign in to your
LinkedIn account
from the app.

purchases, which means that either Apple or Google will want to verify your
billing method in case you buy something inside the app.

There may be requirements for the level of operating system you need on
your device before you can install this app. If your operating system needs
to be updated, your mobile device will warn you of this and stop the
installation process. You will need to update your OS and then reattempt
this installation.

Once the app is fully installed, you should see an icon on your screen. Tap
that icon to start the Linkedin app.

You should be taken to a login screen, as shown in Figure 12-4, where you can
sign in with your LinkedIn account or join LinkedIn with a new account.

Join now

Linked [}

Connect to Opportunity™

soes

Signin
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5. Thefirst time you open the LinkedIn app, you will be asked to log into your
LinkedIn account. Click Sign In, type in your LinkedIn user id and password
into the boxes provided and then click the Next button.

Once you've signed into your LinkedIn account, the first thing the app will ask
you is whether to enable notifications, where the app can send a message to
your device's screen when certain actions occur. When you see the box pop up
(see Figure 12-5), you can click the OK button to turn on notifications, or click
Don't Allow to keep notifications turned off. At any time you can go into the
app's settings to change this setting.

“LinkedIn” Would Like to
Send You Notifications

Notifications may include alerts,

sounds, and icon badges. These can
be configured in Settings.

Don't Allow OK

FIGURE 12-5:
Decide whether
you want the
mobile app to
send notifications
to your device.

Congratulations, you've installed the app! Repeat this process with any other
app you want to install on your device.

Once you've installed the LinkedIn app, there may be a shortcut to bringing the
other LinkedIn apps onto your device. Bring up the LinkedIn app, make sure
you are on the home screen, and see if you have a grid of dots in the upper
right corner. If you can see those dots, tap on that grid to bring up an “app
launcher” sidebar (see Figure 12-6), where you can tap one of the menu items
to install other apps on your device.
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LinkedIn Collection

Job Search
Fin I

FIGURE 12-6:
Use the app
launcher to
install other

apps quickly.

Breaking Down the Sections
of the Linkedin Mobile App

After you install the main LinkedIn mobile app and sign in to your LinkedIn
account from the app, you are ready to start using the app. Before you do, though,
it’s important to understand the capabilities now at your fingertips.

When you use the LinkedIn mobile app, you will notice a series of buttons along
the bottom of the screen. These buttons allow you to easily reach the different
sections of the LinkedIn app.

The five core sections of the LinkedIn mobile app are organized by these
headers:

3 Home: This section (see Figure 12-7) mirrors your home page news feed,
integrating elements from your first-degree connections and the news
sources you follow on LinkedIn, as well as news items and blog posts that
LinkedIn thinks you may like, plus job recommendations. LinkedIn takes
advantage of the interactivity with your mobile device by allowing you to
swipe (with your finger) stories in this section to indicate whether you find
them valuable or not, and then remembers your choices and learns over time
to help present a finer-tuned list of elements more to your liking.
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FIGURE 12-7:
See your feed
elements from
LinkedIn on the
home screen.

AN

WARNING

4Back to App Store

[ share [8) Photo

O Linkedin Job Search
Discover our top job picks for you. Today's recommendation:

ST 17 Project Manager/Busin

ss Analyst at Life Science IT, Inc.

No thanks Trythe app

Danny W was mentioned in the news

EXCLUSIVE: John Jr. llustrates the DC Universe in April Variant Month
Theme

& Lik ) comment [ share

+

Business-class has never been this thin or light. Check it out. www.hp.com/

ElitebookFalio

HP ELITEBOOK FOLIO .

L] @ =) i Q

Horme essagin vy Hework Scarch

»

»

Me: This section mirrors the Notifications list that LinkedIn provides you on
the website (see Figure 12-8), showing you when and where you are being
mentioned, and who is reading your profile or your posts. You can also easily
update your profile from this section so your professional brand can stay
strong or get a much-needed refresh. Finally, you can update your settings
from this section, by clicking the cog wheel at the top right of the screen. This
is particularly important to mobile users because you can set push notifica-
tions from the settings screen, allowing you to see pop-up notifications on
your device like an incoming text message so you don't miss a new item of
interest.

As of this writing, you cannot edit every section of your profile in the LinkedIn
mobile app. If you do not see the capability to edit that section, then you know
you will have to edit it on the desktop version of LinkedIn.

Messages: This section mirrors your LinkedIn Inbox, allowing you to message
or chat with your connections on LinkedIn. This way, you can initiate a new
conversation while on the go or follow up on existing communications while
away from your desk. You can change your notifications for any given
conversation or delete any conversation from the screen.
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FIGURE 12-8:

See who's viewed
your profile and
how you're
interacting with
your network.

216

Sae whe's viewed you and your updates, why it matters, and how to improve your

Carolann

= 8 5 &

12:16 AM

Me

The one stop shop for your professional brand

profile.

Dan endorsed you for 10 skills
New Media

Management

Content Management

+Tmore

Jim endorsed you for 6 skills
Sacial Media

Editorial

Public Speaking

*3more

Rey endorsed you for 1 skill
Management

Michael endorsed you for4 skills
social Media

Wiriting

Digital Media

s1more

‘and 4 others liked your share

Horme

work Scarch

Q

3 My Network: This section works very similar to the feed you see on the
LinkedIn website home page, where you will see a rundown of activities from
people you are connected with on LinkedIn. If you look at Figure 12-9, you will
see a stack of “cards” where you can interact with people’s updates. You can
like or comment on updates from your connections, congratulate a contact on
a work anniversary or job change, and see suggestions to stay connected. You
go through the elements of this section by swiping and clicking.

»

You can see any incoming connection requests and act on them by clicking
the People icon from the top left corner of the screen without having to log
into the website. Finally, this section offers you the ability to sync with your
calendar — so LinkedIn can prompt you to review a profile of someone you
have a scheduled meeting with that day, for example — making you better
prepared for that meeting.

Search: This section mirrors the general LinkedIn search experience, where
you can search for people, jobs, groups, companies, news items, or more.
When you type keywords in the search bar at the top, options pop up that
give you suggested search result groupings.
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12:46 AM

My Network

Work anniversary
Ryan
nker - Batman and Detective Comics at DC Comics

Celebrating 19 years at Ryan

Say congrats

People you may know

Marilyn ‘i.,
Global Entreprencur & International REALTOR \=)

(2)

ick W 7 :\_

i v OO R ()

Nicole “w - e T

Teaching at Braden River High Schoo ‘é/r

Jason s ‘(‘&;\

FIGURE 12-9: (&)

Interact with your -

network through Davi I ()
g D ® © & Q

the mobile app.

When you search for people, you will notice that LinkedIn will try to “guess” what
you are looking for by studying variations of a name you type in, coupled with
your network of connections and list of companies you are employed at, to pro-
mote the most likely results at the top of the search results list. You can also type
in a collection of keywords (someone’s name and employer, job skills, or alma
mater, for example) to help find the person on LinkedIn.

Connecting Your App Usage
with Website Usage

After you’ve installed one or more of the LinkedIn mobile apps, and you start
using the apps interchangeably with your desktop or laptop when you use LinkedIn,
you should notice a synergy where all your actions are captured and available
regardless of platform. Many of your actions are replicated or transmitted to your
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main LinkedIn account and will be reflected when you log onto the LinkedIn web-
site with your PC or Mac:

3 Communication will show up in LinkedIn Messages, and you will see the same
order of conversations on both the app and the website, where the most
recent conversation is at the top of the screen.

3 Any profile updates you made with the app will be stored in the profile you
see through the website and vice versa. Depending on your profile settings,
your network will be notified of any profile changes you make on either the
app or via the website.

3 Any interactions you have with Linkedln members, whether you like or
comment on someone’s update, participate in a Groups discussion, or accept
or reject an invitation, will be the same whether you did it through the app or
the website.

3 When you swiped stories from the mobile app news feed, those choices will
be remembered when LinkedIn displays your home page news feed when
you access the LinkedIn website on your PC or laptop.

Similar to the settings available from the LinkedIn website, you can update a
number of your settings through the LinkedIn app by clicking the Me button, and
then clicking the Settings icon (cog wheel) in the top right of that screen. Any
settings updated with your mobile device will be reflected when you next log onto
the desktop version of LinkedIn. As of this writing, only some settings are acces-
sible through the app, and they are divided into three categories:

3 Account settings: You can update the list of e-mail addresses on your
account, add a phone number, change your password, sync your contacts, or
review the active sessions you have where you're logged onto LinkedIn from
your various devices.

3 Privacy settings: From the app, you can choose whether your network gets
notified when you make profile changes and you can choose who can follow
you. You can change the setting where you are visible or private when viewing
someone else’s profile and manage the list of who you're blocking. You can
change your advertising preferences and choose who can find your profile by
typing in your phone number.

3 Communication settings: You can decide which, if any, mobile push
notifications you receive from LinkedIn. This way, you can decide what you
want the LinkedIn app to notify you about, which only works on a mobile
device.
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IN THIS PART . ..

Use LinkedIn to post a job listing and hire employees.

Apply for jobs on LinkedIn as an active or passive job
seeker.

Search Linkedln Company pages and see how you're
connected to companies through your own network.



IN THIS CHAPTER

Posting a job listing

Screening any potential applicants
using LinkedIn

Finding active or passive job seekers

Finding Employees

hen you have a handle on the key elements of improving your LinkedIn

profile and experience, it’s time to look outward toward the LinkedIn

network and talk about some of the benefits you can reap from a pro-
fessional network of tens of millions of people.

Whether you’re an entrepreneur looking for your first employee, a growing start-
up needing to add a knowledgeable staffer, or a part of a Fortune 500 company
filling a recent opening, LinkedIn can provide a rich and powerful pool of potential
applicants and job candidates, including the perfectly skilled person who isn’t
even looking for a job! When it comes to looking for an employee, one of the ben-
efits of LinkedIn is that you aren’t limited to an applicant’s one- or two-page
resume and cover letter. Instead, you get the full picture of the applicant’s profes-
sional history, coupled with recommendations and his knowledge and/or willing-
ness to share information. Even if you find your candidate outside LinkedIn, you
can use the site to perform reference checks and get more information about him.
This information can augment what you learn from the candidate during the
hiring process and from the references he provides. LinkedIn cannot replace your
hiring process, but it can help you along the way.

In this chapter, I cover the basics of using LinkedIn to find an employee for your
company or start-up. I begin with the basics of how you can post your job listing
on LinkedIn and review your applicants. I then move on to the Reference Search
function, where you can use LinkedIn to screen potential candidates, and I finish
the chapter with search strategies you should employ to find the right person.
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Managing Your Job Listings

FIGURE 13-1:

LinkedIn offers a

Business

Solutions page to
manage your job

222

listings.

TIP

LinkedIn offers a Business Solutions page for companies to manage their job list-
ings. Hover your mouse over the Business Services link on the top navigation bar
on the home page, and select Business Solutions from the drop-down list that
appears to see the Business Solutions home page, as shown in Figure 13-1. This is
where you start the process of creating a job listing, reviewing the applicants you
get, and paying LinkedIn to post the listing.

CONTACT US

REQUEST FREE DEMO

Always hiring?

‘These products are ideal for any company With a recruiting strategy. in growth mode, of freguently in need of new talent.

Job Career Work With

Recruiter Siots Pages Us Ads .

As of this writing, the cost for one standard, 30-day job listing on LinkedIn varies
by location, with the average cost ranging between $195 and $299. LinkedIn also
offers packs of five or ten job credits (one job credit allows you to post one job
listing) that reduce the per-listing cost by up to 35 percent or so. You can pay for
your job listing with PayPal or a major credit card such as Visa, MasterCard,
American Express, or Discover.

If you know you’re going to need multiple or ongoing job postings on LinkedIn, you
might want to consider LinkedIn Corporate Recruiting Solutions to get discounts
on multiple credits for job postings and InMail. You can get more information by
completing a request at https://business.linkedin.com/talent-solutions.

You can choose to renew your listing at the end of the 30-day window. Your date
posted (the date you set up the job listing) is updated with the renewal date instead
of the original posting date, so the listing appears at the top of search results. The
cost for renewing a job listing is the same as the initial job posting cost.
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A

WARNING

FIGURE 13-2:
Start composing
your job
posting here.

You can advertise only one open position per job listing. If you solicit applications
for more than one position within a single job listing, LinkedIn removes your list-
ing or requires you to purchase multiple job credits.

Posting a job listing
To post your job opening, follow these steps:

1. Hover your mouse over the Business Services link on the top navigation
bar, and select Post a Job from the drop-down list that appears.

You see the Build Your Job Posting screen, as shown in Figure 13-2.

Build your job posting

Company

More applicants in 2 simple steps
Select a Company from the drop down
Select a Job litle from the drop down

Industry
Information Technology and Services

€

Add another

Job Title Need help building your perfect job
posting?
Reach out to our live support team
Experience

Mid-Senior level Start Chat

<

Job Function

Choose. v Add another

Employment Type
Full-time

[€

Job Description

B I U|iZi=z

2. Using the text boxes and lists provided, enter the required information
about your company and the job you're offering.

When it comes to your company, LinkedIn asks for your company name and
the industry your company represents. As for the job posting itself, you need
to specify the job title, employment type, experience level, and function. When
you're done with that, you can scroll down and compose your job description
in the text box provided (refer to Figure 13-2) or copy the description from
another source and paste it into the box. Just make sure any formatting
(spacing, bullet points, font size, and so on) is correct after you paste the text.
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3. scroll down and fill in the How Candidates Apply and Job Poster sections, as
shown in Figure 13-3.

LinkedIn automatically offers you the ability to receive applications at one of
your existing e-mail addresses, but you can decide which e-mail address
should receive applications, or whether applicants should use a direct URL to
apply to your job position. In addition, you can decide whether you want your
profile summary to appear with the job listing by selecting the appropriate
check box.

More applicants in 2 simple steps
Select a Company from the drop down

Select a Job fille from the drop down

How candidates apply

® Collect applications on Linkedin and be nolified by email: Need help building your perfect job
myemailaddress@emaildomain com| x posting?
Your email address will not be disclosed to candidates. Reach out to our live support team

© Direct applicants to an external site to apply
Start Chat
hitp:/fwww yourcompany.com/job123

Job Poster
] Show your profile summary on this job listing

Joel Elad
(A Author, Linkedin for Dummies; Co-Promoter, So Cal Comic

Country Postal Code
United States v| 92108
FIGURE 13-3:

Set your
information ey
for candidate

H H Help Cente:

routing and job e

" |Linkedin Corporation © 2015 User Agreement  Privacy Policy ~ Ad Choices = Community Guidelines  Cookie Policy Copyright Policy  Send Feedback
location here.

About Careers Advertising Talent Solutions ~ Sales Solutions  Small Business  Mobile Language = Upgrade Your Account

4. Click the Continue button to proceed to the final step.

LinkedIn analyzes your job listing and looks for matches, but first, it asks if you
want to pay money to “Sponsor” your job listing to show up at the top of search
results, which is optional. Second, it needs your billing information, which is
mandatory. You are prompted to decide how many job post credits you would
like to purchase (see Figure 13-4) based on the job listing you just created. After
picking the number of credits, scroll down and make sure you have either a
major credit card or PayPal account to pay for the job credit(s). Complete all
the fields required and then click the Review Order button. Review all the info
on the next screen (see Figure 13-5) and then click the blue Post Job button to
post your listing.
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FIGURE 13-4:
Decide on the
number of

job credits you
wish to buy.

FIGURE 13-5:
Confirm the
details for your
job listing.

Final step, Joel. Let's finish up and post your job!

m Once your job is posted, you'll get:
© A shortlist of qualified candidates matched to your job
Logistics Coordinator @ 5 free messages to directly contact candidates
S0 Cal Comic Con
Greater San Diego Area .
Expires 2/5/2016 @ Realtime analytics on applicants and job viewers

° Easy-fo-use tools to track and share applicants

=y

. How many job posts would you like to buy?

If you plan to hire more than a few people in the next year, a job pack can save you up to 41%.

1 job post 5-job pack 10-job pack
$299.00 $230.00 per job $175.00 per job
Save 23% Save 41%
30-day Job Posting $299.00
Sales tax (0.00%) $0.00
Total $299.00
2. How would you like to pay?
@2  mastercard - # Edit
3. Review your order
+ Your job will be posted once your order is placed and will be active for the next 30 days.
+ You can make edits to your job post any time before it expires on February 5, 2016.
+ Your card ending in % will be charged $299.00 (tax included) and you'll get an emailed receipt.
By placing this order you agree fo the Linkedln Terms of Service and Refund Policy
Post job
@ Secure Checkout
Frequently asked questions
Who can see my job post? How long will my job post be Can | edit my job post after it has
aclive and can | renew It? been posted?
We'll share your job across
LinkedIn and through email to Job posts are live for 30 days Yes, once a job is posted, you
professionals whose skills and once they're posted. You can can make edits to It from the
location match the job. Anyone renew your job at any time, which  Manage Jobs page. You can

v See more -

lLinkedin Corporation ©

CHAPTER 13 Finding Employees

225



FIGURE 13-6:
Keep the

receipt for your
new LinkedIn

226

job listing.

That’s it! You have completed the all-important first step: You posted your job
listing, and LinkedIn shows you the receipt for your purchase, as shown in
Figure 13-6. This listing is available through LinkedIn’s Jobs home page, which
you can get to by clicking the Jobs link (in the top navigation bar) and looking in
the Your Jobs box along the right side of your Jobs home page.

Joel, you're all set!
We've emailed your receipt, and you can find a copy below
- Linkedin Corporation Print
Lmkedm 2029 Stierlin Ct, Mountain View, CA Federal Tax D
94043 USA
Billed to: Date: 1/6/2016
Joel Elad Method: MasterCard
+Add your company name .
92108 Receipt #:
United States Invoice #:
Item Description Rate Quantity Price
30-day Job Posting
Logistics Coordinator
1 299.00 1 299.00
So Cal Comic Con - Greater San Diego Area 520 %
Expires February 5, 2018
Profile Matches
2 For Logistics Coordinator - $0.00
24 profile matches + 5 free InMails
Subtotal: $299.00
Sales tax: 0.00% $0.00

Advertising your job listing to your network

Traditionally, when someone posted a job opening on the Internet using one of
those ubiquitous job search sites, that person would hope the extensive pool of job
seekers would find the posting and the appropriate parties would submit their
resumes and cover letters. When you use LinkedIn to fill a job, however, you still
benefit from the pool of job seekers who search LinkedIn’s Jobs page, but you have
a distinct advantage: your own network. You’re connected to people who you know
and trust, people who you have worked with before so you know their capabilities,
and most importantly, people who know you and (hopefully) have a better idea
than the average person as to what kind of person you would hire.

LinkedIn offers you the chance to “Share” your job listing using social networking
sites like Facebook and Twitter, and it allows you to send all or some of the people
in your network a message, letting them know about your job opening and asking
them if they, or anyone they know, might be interested in this job. When you’re
ready to advertise your job listing, follow these steps:
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1. Hover your mouse over the Account & Settings button (your profile
photo, on the top navigation bar on the right) and select Manage (next to
Job Posting) from the drop-down list that appears.

After you've posted your job, you should see the position listed in the Manage
Jobs window under Active Jobs, as shown in Figure 13-7.

2. Hover your mouse over the Share link (above the Post Job button, as
indicated in Figure 13-7) and click the LinkedIn icon to generate a LinkedIn
message.

LinkedIn automatically generates a Share box, as shown in Figure 13-8, that
you can send to your LinkedIn network in a variety of ways. You can generate
an automatic network update by selecting the Share an Update check box. If
you belong to a LinkedIn Group that might be right for this job, select the Post
to Groups check box and specify the LinkedIn Group(s) to be notified. You can
also select the Send to Individuals check box. Feel free to edit the text in the
message box to make it sound like it's coming from you, or just leave the
default message in place.

Activejobs  Closedjobs  Draft jobs. Sort by: Date posted ~
— Job Credits
O You don't have any job credits
N d
So Cal Comic Con 107 34 995 By STO0KS
Greater San Diego Area e
Posted January 6, 2016 0 Purchase history | Billing information
=
Did you know?
s - Duplicate = View Receipt = Clos share)- § this job
el e i C@ drleble Ofthe 70,408 jobs posted in the Information
Technology and Services Industry, a job post
averages
)
FIGURE 13-7: applicants
. 0,
See key informa- 30%
. passive candidate view
tion about your
Learn more *
new job listing.

Click Share and then click an icon to utilize
social media for this job listing.

3. If you select the Send to Individuals check box to forward this job listing to
your connections, start typing names in the To box to decide who will get this
message from you.

As you start typing the name of a first-degree connection, LinkedIn automati-
cally displays its best guesses as to the correct name and headline right there
below the To box. When you see the name you want, click it, and it appears
in the To box. Continue to type additional names, up to a recommended
maximum of ten people.
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ask your network
for help.

Learn more »

4. Look over the subject line and text in the window again, make sure you have

the right people selected, and when you're ready, click the Share button (see
Figure 13-9).

o 1 @ Share news on Linkedin | Linkedin - Internet Explorer proviced by TOSHL, = = IEER

[ hitps:/fuwwreslinkedin.com/sharetiticle?uri= https36 1A% 2F %2 Funrw linkedin com2F jobs 24 2Fview?%2F 107 @

Profile Connections Jobs

Logistics Coordinator

com - The So Cal Comic Con is looking for an experienced
Logistics Goordinalor to help us plan our fulure events. We are looking
§ for someone enthusiastic, hard-working, detail-oriented and flexible to
hande the challenges and polential ahead. This is.

Logistics Coordinator Bt

~

Active jobs  Closed jobs  Draft jobs

So Cal Comic Con
Greater San Diego Area Share an update
Posted January 6, 2016 71 Pstio groups

Group  So Cal Comic Con Group x
()"
Title* Logistics Coordinator wanted

Renew » Edil » Dupiicale + View Receipt = Close

Post a job Detail | We are looking for a|Logistics Coordinator to join our team! If you know

anyone who'd be perfact for the job, pleasa apply or send them our way!

flndicates Secret groups, which are only discoverable for group members. All
group posts are only visible to members, regardiess of whether it is Secret

| Send o individuals
To* |Kiistie Spilios X | Mike Wellman x| Rey Reyes x| | Maft Dunford x
Shannon Forrey % | James Ninness | |Ryan Maddux x
Subject”  Job Opportunity at So Cal Comic Con

Help Center  About Carcers Advertsing  Talent Solution ~ Me85age”™ I you have a moment, Id appreciate your help. Please take a look and
forvrard this job onta anyone you think would be interested. Thanks. -Joel
Linkedin Comoraion © 2016 User Agreement | Privacy Policy

Allow recipients 1o see each other's names and emal addresses
FIGURE 13-9:

Proofread your
message and e M
then send it! £ 2
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Your LinkedIn connections will receive a message in their LinkedIn Inboxes
and, depending on their notification settings, an e-mail with this message as
well. They can click a link from the message to see the job listing and either
apply themselves or forward it to their contacts for consideration.

5. Hover your mouse over the Share link again and select another icon to
generate a message for that social network.

As of this writing, you can click either a Facebook icon, a Twitter icon, or a Google+
icon. In any case, a new window pops up that interfaces directly with the social
network in question and allows you to draft your own update, or tweet and click to
send it out directly to your network. (You will be prompted for your login infor-
mation for any of these networks first.)

Reviewing applicants

After you’ve posted your job listing on LinkedIn, you should expect to get some
applicants for the position. Every time someone applies for that job, you receive
an e-mail from LinkedIn notifying you of the application. In addition, LinkedIn
records the application in the Applicants number of the Active Jobs window. (Refer
to Figure 13-7.)

When you’re ready to review the applicants for your job, follow these steps:

1. Hover your mouse over the Account & Settings button (on the top
navigation bar on the right) and then select Manage (next to Job Posting)
from the drop-down list that appears.

You should be taken to the Active Jobs screen, as shown in Figure 13-7 in the
previous section. Click the job title of the job listing you wish to review, which
brings you to the Overview screen, as shown in Figure 13-10.

2. Hover your mouse over each entry in the Applicants section to access the
links for viewing the applicant’s resume (if attached) or to take other actions.

You can click Share to share the person’s application with other people, such as
other members of a hiring committee. You can click the Message link to send
the applicant a message, or you can label her as a Great Fit, Good Fit, or Not a
Fit. Once applicants are labeled, you can view only the people you marked
Great Fit, for example, as shown in Figure 13-11.
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FIGURE 13-10:
Review your open
job listings to see
who has applied.

FIGURE 13-11:
Filter through
the applicants

for the job.
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Logistics Coordinator
So Cal Comic Con - Greater San Diego Area

i

Applicants

35 applicants have applied for this position.

Overview Stats

View All (35) ¥ Filter ~

Featured applicant
Emile 3u

VP - Human Resources/Marketing at [Telagen LLC
Greater New Yark City Area | Human Resources

[

Applied & hours ago

Manhattan's Physician Group, DealerTrack, Inc., Siena Heights
University, Diocese of Toledo

n  Northwoed University - DeVos Graduate School, Siena Heights
Unives

Bl Resume % Message A Share  Grealfit™

reat fit
Kristen Good fit an an hour ago

Greater San Diego Area | Impdtand Expot  Nota ft

Emai

Ammo Importer
William Woods Pniversity

PAUL 3u Applied 1 hour ago

Post another job m

Quick stats
e O
34 107

Total applicants Total viewers

Job posting info

Posted January 6, 2016
Expires February 5, 2016

View receipt »

Sponsor this job

This job isn't currently sponsored. Sponsoring a
job can give you additional applicants and make
your job more visible on Linkedin

Spensar this job »

Spread the word about this job

You can get up to 35% more applicants by
sharing with your network

M waIrm 202000 |

Use these links to process the application.

Logistics Coordinator
So Cal Comic Con - Greater San Diego Area

i

Applicants

Overview Stats

| ViewGreatfit(14) ~ | Filler =
Al (35)
14 users were a great fit. 35)
Greatfit (14)
Featured applicant Good fit 5) + hours ag0
Emile <t Not a fit (14)

VP - Human Resources/Marketing at ITelagen ...
Greater New York City Area | Human Resources

Manhattan's Physician Group, DealerTrack, Inc., Siena Heights.
University, Diocese of Toledo

n Northwood University - DeVos Graduate School, Siena Heights
University

Kristie Spilios 1= Applied 9 hours ago

Director of Business Operations at Kesshire, Inc.
= Grealer Los Angeles Area | Execufive Office

Emai

Pr

Dick Wardlow Insurance Brokers, Bank of America, TrebleMakers,
Zurich Financial Services, Zurich Financial Services, Mercury
Insurance

University of California, Los Angeles

rosanonerios | (0D

Quick stats
O
34 107

Total applicants Total viewers

Job posting info

Posted January 6, 2016
Expires February 5, 2016

View receipt »

Sponsor this job

This job isn't currently sponsored. Sponsoring a
job can give you additional applicants and make
your job mare visible on Linkedin

Sponsor this job »

Spread the word about this job

You can get up to 35% more applicants by
sharing with your network

A A rm

3. You can click the Filter link in the top middle of the Overview screen to
reduce the number of potential matches with filters such as keywords,
company, title, or years of experience. You can also click any applicant’s
name to see his LinkedIn profile and read up on his experience.

Click the Send InMail or Send a Message button to contact the applicant, as

shown in Figure 13-12.

PART 4 Finding Employees, Jobs, and Companies



FIGURE 13-12:
Review all your
applicants’ data,
such as their
resume.

Greater Los Angeles Area | Executive Office tgi- "
Kesshire, Inc A
various Insurance Brokerage firms, Bank of Amefica You IBM® Watson Analytics
TrebleMakers
University of California, Los Angeles For Your Business With IBM Watson Analytics
Download today!
Send a message ‘ - 157
9 Relationship | BA Contact info s 1 day ago
In Common with Kristie
Background
E; Summary
Featured in Joel Elad's awesome book, "Linkedin For Dummies.”
School ‘/;‘, \
. -y )
. .
E Experience

Director of Business Operations
Kesshire, Inc

August 2015 - Present (6 months)

Property & Casualty Specialist
various Insurance Brokerage firms Ads You May Ba Interested In
April 2015 - August 2015 (5 months)

Quality Assurance & Financial Auditor —

Kristie Spi“OS 1 Leam About Advanced Analytics Made Easy
Director of Business Operations at Kesshire, Inc.

Group

>

Need Black Friday Sales?
FREE VIDEO - How You Can
Boost Sales Using Influencer

4,

Scroll down to the Profile Matches section to see additional potential
applicants for this job.

In this example, LinkedIn analyzes the job listing and then looks through
LinkedIln member profiles to see what is a match for the position based on the
job description and skill requirements. When | scroll down to the Profile
Matches section, as shown in Figure 13-13, LinkedIn displays the name,
headline, photo, and location of each potential applicant. You can click the
Filter link in the top right corner of the Profile Matches box to reduce the
number of potential matches with filters such as years of experience, location,
school, or current or past company.

At this point, you could go through these results and look for applicants you'd
want to approach to see if they'd be interested in the position. There are links
under each person’s name to share their info with your team, label the
potential applicant as a Great Fit, Good Fit, or Not a Fit, or send the potential
applicant an InMail message. (As of this writing, each job posting gives you five
free InMail credits to contact people.) If someone is a second- or third-degree
network member, that degree is shown next to their name. Scroll to the
bottom of the page and click the Show More link to see more search results.

Click the name of an applicant and contact her to see if she’d be interested in
the job.

When you click any name in the search results, you bring up the person’s
profile. If you think an applicant is worth pursuing for your job opening, you
can use InMail or an introduction to send him a message (I cover both in
Chapter 5) and inquire about his interest in the job.

CHAPTER 13 Finding Employees 231



Profile matches View All(980) ~ Fiter ~

These Linkedin members haven't applied, but may have the skills and experience you need.

Select all

Ryan
Ovemight Stocker at Target
San Diego, California | Retail
Target
ITT Technical Institute-San Diego, Exeter Union High School

3w
Regional Events Coordinator at UC San Diega
Greater San Diego Area | Events Services
UC Berkeley, University of Utah (Guest House & Conference
Center), Cystic Fibrosis Foundation
Westminster College

Nadia 3o
Coordinator Conferences and Logistics at EBD Group
Carlsbad, California | Evenis Services

- . Independent Living Resource Center, Inc., Cielito Restaurant,
FIGURE 13 1;' Quiback Steakhouse, Jamba Juice
See who in University of Calfornia, Santa Barbara
the LinkedIn
network might
be a good fit for Justin e )
N .. SCA Logistics Coordinator at BAE Systems
th IS pOSlthn, San Dieqo. California | Logisiics and Supply Chain

Screening Candidates with LinkedIn

After you use LinkedIn to post a job request, you can continue to use LinkedIn to
assist you in the screening part of your hiring process. In addition to asking for
references from the applicant, or possibly ordering a background check from a
services company, you can use LinkedIn to verify information in your applicant’s
resume and application at any stage of the process, without paying a dime!

Here are some strategies to keep in mind:

3 Start by thoroughly reviewing the applicant’s LinkedIn profile. When you
review an applicant's profile, compare it with her resume, cover letter, and
application. Is she consistent in how she presents all of her experience?

3 Read through the applicant’s recommendations and follow up. If your
candidate has received recommendations, go through them, pay attention to
the date the recommendation was written, and see whether any are appli-
cable toward your open position. Pay particular attention to recommenda-
tions from former bosses or co-workers. If necessary, ask your candidate
whether you can contact the recommender through InMail and use that
person as a reference.
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3 See whether you're connected to your candidate. When you pull up your
candidate’s profile, you see whether she is a second- or third-degree network
member, which would mean there are one or two people who connect you
with the candidate. If so, contact that person (or ask for an introduction to
reach the correct party) and ask for more information about the candidate.
Chances are good that you will get a more honest assessment from someone
you know rather than the recommendations provided by the candidate.
Understand, however, that while the two people may be connected, they may
not know each other that well, or their connection may be outside the
professional expertise you're looking to learn about from this job candidate.

3 Evaluate the candidate’s total picture. If your candidate mentions any
websites, blogs, or other online presence in her LinkedIn profile, click the link
and see how it's involved. Take a look at the listed interests and group
affiliations and see whether they add to (or detract from) your picture of the
job candidate.

Because most LinkedIn users have already defined each company where they
worked and the years of employment, you can get a sense for their abilities,
what they have handled in the past, and depending on the completeness of
their profile, examples of their past accomplishments.

As helpful as LinkedIn can be when reviewing a candidate, don't be afraid to
use other Internet websites and searches to gain a well-rounded view of the
candidate in question.

TIP

Using Strategies to Find Active or
Passive Job Seekers

One of the powers of LinkedIn is its ability to find not just the active job seeker,
but the passive job seeker or someone who doesn’t even realize she wants a new
job! You can tap an extensive network of professionals who have already identified
their past experiences, skill sets, interests, educational backgrounds, and group
affiliations.

The best piece of advice, in my opinion, for this type of search comes from Harvey
Mackay and the book he wrote back in 1999, Dig Your Well Before You’re Thirsty: You
should be building a healthy network and keeping your eye on potential candi-
dates before you have a job opening to fill. The earlier you start, and the more
consistent you are with the time you spend on a weekly or monthly basis expand-
ing your network, the easier it is to identify and then recruit a potential candidate
to fill your opening.
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There are specific steps you should take to make your strategy a reality. Whether
you start this process in advance or just need to fill a position as soon as possible,
here are some tactics to consider:

3 Perform detailed advanced searches. If you want the perfect candidate,
search for that candidate. Put multiple keywords in the Advanced Search
form, look for a big skill set, narrow your search to a specific industry, and
maybe even limit your range to people who already live close to you. If you
come up with zero results, remove the least necessary keyword and repeat
the search, and keep doing that until you come up with some potential
candidates.

3 Focus on your industry. If you know that you're probably going to need
software developers, start getting to know potential candidates on the
LinkedIn site and stay in touch with them. Look for people to connect with,
whether they share a group affiliation with you, and actively network with
these people. Even if they say no to a future job opportunity, chances are
good that someone in their networks will be more responsive than the
average connection. While Software Developer A may say no, that person
probably has several software developers in his network who could respond
favorably.

3 Start some conversations in the LinkedIn Groups section. After you've
found some LinkedIn Groups full of like-minded or interesting professionals,
start exchanging information! Pose a question or start a group discussion that
you would ask in an interview to potential candidates, and see who responds.
Better yet, you'll see how the people respond, and you'll be able to decide
from their answers who to focus on for a follow-up. You'll be able to see the
public profiles of the people who provide answers and send messages to
those people.
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IN THIS CHAPTER

Searching Linkedin job postings

Improving your visibility and
attractiveness on LinkedIn

Optimizing your LinkedIn profile for
job search success

Devising Linkedin job search
strategies

Leveraging your connections

Finding a Job

ne of the most important ways that LinkedIn has benefitted people is how

it helps improve their job search experience. Before LinkedIn, everyone

remembers what was involved when you had a job search — making lots
of phone calls and visits (and some e-mails) to people you knew, asking them
whether they knew anybody who was hiring, asking whether they knew somebody
at Company X who might talk to you, or asking something else related to your
search. It was a tedious and inefficient process, and LinkedIn has improved it.
Understand, however, that LinkedIn hasn’t replaced the entire process. You still
need to have some face-to-face meetings and make phone calls, but LinkedIn can
help you find the right person before you pick up the phone. One of the most
potent aspects of LinkedIn and a job search is the speed with which you can
connect with people and find opportunities.

In this chapter, I discuss some of the ways that you can use LinkedIn to help find
a job, whether you’re an active job seeker (I need a job right now!) or a passive job
seeker (I don’t mind where I’m at, but if the right opportunity comes along, I’m
listening). I start by talking about LinkedIn’s job board and how you can search
for openings. Then I move into more strategic options like improving your profile,
devising specific strategies, searching your network for specific people, and
targeting specific companies when you search.
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Using LinkedIn to Search for a Job

FIGURE 14-1:

Look for a job
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on LinkedIn.

LinkedIn offers lots of tools that can help you look for a job. The most direct way is
to search for open positions on the LinkedIn job board, which I cover in the following
section. There are other things to keep in mind when looking for a job, which I cover
in the later sections, like improving your visibility and optimizing your profile. Part
of the success of finding a job is to have an appealing LinkedIn identity so hiring
managers can find you and want to contact you with an opening. According to Forbes
magazine, 90 percent of employers are using social media sites to recruit employ-
ees, with LinkedIn being the most used of those sites. After all, the best search is
when someone comes to you with an opportunity without you sweating the details.

Searching for an open position

The most obvious way to look for a job is to look through LinkedIn’s advertised job
openings. After all, someone is getting hired when a company runs a job listing,
so why can’t that candidate be you? When you search for a job on LinkedIn, you
can see what skills seem attractive to companies these days, which you can keep
in mind as you refine your job search and LinkedIn profile.

When you’re ready to search for a job opening, follow these steps:

1. ciick the Jobs link from the top navigation bar.

The Jobs home page appears, as shown in Figure 14-1.

—n JObS  Jobitile, keywords, or company name San Diego, CA m

Advanced search

Jobs you may be interested in Preferences: & = & Are you hiring?

Reach the right candidates with a targeted job
Your job acthvity is private Sponsored

Postajob | | Manage jobs
. e
pexcom lytx B Fiockans
Saved jobs (1)
Technical Writer Job
Senior i0S Mobile Application  Software Engineer Project Manager-Signs. Greater San Diego Area
Software.

Greater San Diego Area Grealer San Diego Area

California - San D
OIS - S Lgo. See all saved jobs »

Saved searches (0)

Save your searches and we'll let you know
9 Yo h Pb L when new results match your criteria
~ -.

Applied jobs
Project Coordinator Project Manager Architectural Sales Territory

(Marketing, Advertising Greater San Diego Area Manager
San Diego, CA San Diego/Orange County
CA

Review your past job applications here.

Sea all applied jobs »

Move to the top of the list

Get special placement as a featured applicant
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FIGURE 14-2:
See your job
search results.

2.

Enter keywords describing the job you want in the Job Title, Keywords, or
Company Name text box.

To be more precise in your search, you can click the Advanced Search link
below the Search button to bring up some Advanced Search additional criteria,
such as Industry, Function, or Salary level.

Click the Search button.

You're taken to a LinkedIn Jobs results screen like the one shown in Figure 14-2,
where you see the basic components of the job listings, such as Company,
Title, and Location.

To refine your job results, enter additional keywords or scroll down the
left-hand side of the screen to use additional filters like the name of the
company, how long the job posting has been online, and the location of the job.

1,325 results for SEO Professional Sort by Relevance ~ a o]
SEO Professional
Job Seeker Premium [
; Jdohn Wiley & Sons -
Jobs Similar
More
SEO Manager
Keywords Obu Interaciive m -
SEO Professional Simitar
Company Internet Marketing SEO Professional
J:.%l Do Hard Monsy m . One small
) Similar step for
Title
you,one
) Y Only show jobs posted in the last 1 day? giant |eap
==L for your
Located in or near B
Senior Content Editor / Content Editor, Personal career.
Country 4oy Finance -
. MY ABUV Media m
United States
Similar
Postal Code
. SENIOR WEB STRATEGIST :::I'i‘;;‘;‘:‘
my mywedding.com m ~ Send your job applications
[ searcn RS Siilar o the fop of the st
SEO Business Development Manager Upgrade
Location '6’%  AudienceBloom m .
+ 1 connection to the poster « Similar
United States (1225)
Greaer New York City._. (178) Account Executive
4. click an individual job title to see the details of that job posting.

You see the detailed write-up on the next screen, as shown in Figure 14-3,
where you can find out more about the job and the job poster. If the person
who posted the job is in your network and has opted to show her name, you
will see who in your LinkedIn network can refer you to that person. In the
example in Figure 14-3, you can see that two different first-degree connections,
like Laura., can introduce me to the job poster, who is a second-degree
network member.
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Technical Writer
GoDaddy - SUNNYVALE -CALIFORNIA -US
Posted 15 days ago

Apply on company website Save

Other Details
32 See how you compare to the competition Upgrade free
Applicants Get more insights on who's applied with a Premium account. —

About this job

B Job description

GoDaddy's (NYSE: GDDY) mission is to radically shift the global economy toward small businesses by
empowering people to easily start, confidently grow and successfully run their own ventures. With over
13 million customers worldwide and more than 61 million domain names under management, GoDaddy
gives small business owners the tools to name their idea, build a beautiful online presence, attract
customers and manage their business.

The GoDaddy User Assistance team consists of experienced and technically adept content developers
with a passion for connecting customers with technology. Writers work directly with product and field
teams to develop creative experiences to help customers advance their learning curve on complex
technical products in a natural and intuitive way. We are looking for a technical writer to join the team and
help customers through server and related intemet technologies through the development of first run and
FIGURE 14-3: first use experiences. If you are articulate, technical, creative, and passionate about writing great

. ‘technical documentation, we want to talk with you!

Find out more

a bOUt a SpeCIflc = Work with product, engineering, and field teams to craft effective first run and first use experiences
job “sti ng' ffl ﬂdrfliniﬂm}?ls, de\relc«per!-C and E!!q»ll?el’i L

Responsibilities:

Contact the job poster
Reach out for more information or fo follow up
on your application.

Charlotte s
Changing lives and enabling...

Send InMail |

Getanlnuﬁtyennﬂﬁy -
10f2 k ——
e

Laura
Vice President. Social Media and Advocacy at
GoDaddy.com

@ You have Ina Steiner and 9 other people
in common

Message

People also viewed
,  Technical Writer

' Santa Clara Valley -
Fosted 15 days ago

Technical Writer. .
Menlo Park -California -US
Posted 17 days ago

5. When you see a job you want to apply for, click the Apply button.

LinkedIn may display a pop-up window, Apply with Your Profile, as shown in

Figure 14-4, where your profile information is used instead of a resume.
(In some cases, you're taken to the company’s specific applicant tracking

system — for example, any job from Google does this. In those cases, simply

follow the instructions displayed to apply for that job.)

Joel Elad

Author, Linkedln for Dummies; Co-Promoter, So Cal

Comic Con

Experience Waterside Productions,

NewComix.Com, NetZAuction
Education University of Califomia, Ivine -

‘The Paul Merage School of
Business

Your compiete profile will be included with your application. Update your profle »

Email address.
——
Phone number
- W edit

Resume / Cover Lefter
+Upload a file

~ Follow Blair Sign Programs 1o stay up-to-date on the latest news and career

opportunities

=)

Leam more

FIGURE 14-4:
Start applying for
a job on LinkedIn.
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TIP

TIP

6. Verify your contact information, then upload a cover letter (which you'll
write from your word processing program) in the Resume/Cover Letter
section.

Include a brief summary of why you feel you are qualified for the job in your
cover letter. The cover letter is a great chance for you to expand upon your
experience and education to clarify to the employer why you are perfect for
the job.

If you like, you can update and reuse an older cover letter you've used to apply
to a similar job: Simply open a word processing program (such as Microsoft
Word), find the letter, copy the contents into your new letter, update it with the
specific details of this job, and save it as a unique file, which you can upload to
LinkedIn. (Be sure to check the letter using your program's spell checker before
you upload it.)

If the job poster is in your extended network, | recommend that you read her
profile first, see what common interests you have, and incorporate that
information into your cover letter. If you have the time, approach that person
first with a LinkedIn message or InMail to get more information about the job
posting before you apply. (I discuss these at length in Chapter 5.)

7. Click the Submit button.

Off your application goes! Repeat Steps 2-7 to keep looking and applying
for jobs.

When you are looking at a job posting that you like, scroll down until you see the
Similar Jobs section, shown in Figure 14-5. LinkedIn shows you jobs from other
companies that are similar to the one you’re viewing so you can compare
positions.

Improving your visibility and attractiveness

When you’re looking for a job, manually scanning job listings and sending resumes
are only part of the process. You also have to prepare your job-seeking strategies.
The most obvious examples of these are your resume (or CV) and your cover letter.
When you include LinkedIn in your job search, you need to prepare your total
LinkedIn profile and network in order to get the optimal job search experience.

Although no strategy can guarantee the job of your dreams, these strategies can
improve your odds of getting the attention of the right contact person, an inter-
view, or extra consideration for your job application that’s in a stack of potential
candidates.
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Sponsored
Sr. Software Architect
La Jolla, CA

Posted 14 days ago

Orlando, FL
Posted & days ago

Email Marketing Specialist
Orlando, Florida Area
Posted 17 days ago

Regional Freelance Editor
Orlando
Posted 17 days ago

Sr. Team Leader - IT Quality

Sponsored
Copywriter - Direct
Response

Greater San Diego Area
Posted 3 days ago

Content Creator Analytics Specialist
@ Orlando, Florida Area O e Orlando, Florida Area
Launch Posted 26 days ago Posted 10 hours ago
Web Designer Developer - Web Developer {Content
@it HTMLSICSS, JavaScript... Management System)

Orlando, FL
Posted 25 days ago

Managing Partner/Sales
Executive - Orlando, FL
Orlando, Florida Area
Posted 5 days ago

Web Developer
Orlando, Florida Area
Posted 18 days ago

Kitting Supervisor

FIGURE 14-5:
See similar job
postings to the

oneyou're
reviewing.

Assurance & Metrics
Orlando, Florida Area
Posted 3 days ago

Orlando, Florida, United..
Posted 25 days ago

¥ DARDEN

RR Bossisiany

View all jobs like this »

Here are some strategies to keep in mind:

3 Connect with former managers, co-workers, and partners. This might
seem like an obvious strategy, but let me elaborate. Part of getting the job is
communicating (to your future employer) your ability to do the job. Nobody
knows your skills, potential, work attitude, and capability better than people
who have worked with you and observed you in action. Therefore, make sure
you have connected with your former managers, co-workers, and so on.
When these people are part of your network, the introductions they can
facilitate will carry extra weight because they can share their experience with
the person you want to meet. You can encourage them to provide referrals
for you to express to the entire community your capability and work ethic.

3 Look at your colleagues’ LinkedIn profiles. Using the search functions or
your first-degree connections in your network, try to find people with goals
and work experience similar to yours. When you see how they describe their
work experience on their profiles, you might get some good ideas on how to
augment your profile.

¥ Look at profiles of Linkedin members who hold the job title you are
seeking. One of LinkedIn’s newest features for employers is the ability to find
job candidates based on an “ideal employee”; typically, the person currently
holding the job they want to fill. LinkedIn searches for candidates based on
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»

»

»

the profile an employer selects as the model. Therefore, study the profiles of
people doing similar work to see what keywords, skills, and other elements
they put in their profile that may be applicable to you.

Contact people when they change jobs. LinkedIn lets you know when
someone in your immediate network has changed positions. This is an
excellent opportunity for you to connect and congratulate that person. As she
begins her new job, it's likely she may bring other contacts with her, or will
know of advertised or unadvertised opportunities at this new company. Start
with a short congratulatory e-mail to help remind the person of your past
work together, and then follow up occasionally.

Get referrals from past bosses and co-workers. After you add your past
bosses and co-workers to your network, keep in contact with them, let them
know your current job search goals, and ask for an appropriate referral or
introduction. They can use their knowledge of your work history and their
expanded networks to make more powerful introductions or requests than
just a friend asking another friend, “Hey, can you hire my friend, Joel?”

Don't be afraid to provide extra information to your past bosses or co-workers
to help them make an effective referral. Before the Internet, when job seekers
asked a past boss or co-worker to write a letter of recommendation, it was
acceptable to include some bullet points of stories or points you hoped they
would cover in their letters. The same is true in the LinkedIn world. Guide your
contact to emphasize a work quality or anecdote that would be effective in the
referral or introduction.

Collect your recommendations. Nothing communicates a vote of confi-
dence from your network quite like a recommendation. When anyone reads
your LinkedIn profile, he can see exactly what other people have said about
you. Because he knows that you can't alter a recommendation, he's more
likely to trust the content and believe you're the right person for the job. (See
Chapter 9 for more information on how to get more recommendations.)

Checking your profile visibility settings

If you’re currently employed but decide to quietly start looking for a new position,
you should consider what you are broadcasting to your LinkedIn network before
getting ready to make a change. You don’t want your current employer or
co-workers to see a flurry of activity that’s typically a sign of moving on to greener

pastures!
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Manage your
profile visibility
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FIGURE 14-6:

here.

To check your visibility settings, hover your mouse over the profile photo at the
top right corner of any LinkedIn page, then click Manage next to Privacy and
Settings. On your Profile settings page (see Figure 14-6), pay careful attention to
the following three options:

»

»

»

Choose Whether or Not to Share Your Profile Edits: When you click this
option, deselect the Let People Know When You Are Changing Your Profile
check box. That way, your boss or co-workers won't see a flurry of activity
about you updating your profile or following companies that could become
your new employer.

Select Who Can See Your Activity Feed: Typically, this option is set to “Your
Connections” so your first-degree connections can see all of your activity on
LinkedIn. You can change this option to “Only You” so your boss or co-workers
don't see you joining a host of LinkedIn Groups or other actions that could
indicate a job search.

Select Who Can See Your Connections: Again, typically, this option is set to
“Your Connections” so your first-degree connections can see your other
connections. However, you can change this option to “Only You" so your boss
or co-workers can't see you adding a bunch of recruiters or competitors to
your network, for example.

Pay attention to these settings when looking for a job.

@, Profile Privacy Controls Settings
Turn on/off your news mention broadcasts Manage your Twitter settings
-
—d Communications Choase whether or not to share your profile edits Manage your WeChat settings
- |Select who can see your aclivity feed Helpful Links
r@, Groups, Companies &
Applications Select what others see when you've viewed their profile Edit your name, location & industry »
N Tum on/off How You Rank Edit your profile »
K Account —|Select who can see your mnne:ﬁonsl Edit your public profile »
Choose who can follow your updates Manage your recommendations »

Change your profile photo & visibility »
Show/hide "Viewers of this profile also viewed" box
Manage who you're blocking »

Manage how people who have your phone number can connect
with you »

Turn on/ofi meet the team »

Optimizing your LinkedIn profile

The core of your LinkedIn presence is your profile, which is included with every
job application you make on LinkedIn. Odds are good that prospective employers
are going to check your LinkedIn profile when evaluating you for a job, so you
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want to make sure your profile is optimized to make you as appealing as
possible.

Now that you’ve checked your settings, here are some things to keep in mind
when bulking up your profile for a job search:

3 Complete all the sections in your profile with as much accurate informa-
tion as possible. It's easy to put up a skeleton of your employment history
and never get around to fully completing your profile. Unlike a resume (where
you could feel confined in terms of page length), you can be as expansive as
you want with your LinkedIn profile. You never know what part of your profile
will get you included in someone’s search result, but the more information
you provide, the better chance someone will find you. Most important, make
sure your most recent positions are filled out, because many employers focus
on those positions first.

3 Focus on accomplishments rather than duties. I've seen a lot of people
prepare their LinkedIn profiles in the same way they do their resumes,
focusing solely on the duties they performed at each job. Although you want
to give people an idea of what you did, hiring managers want to know the
results of what you did, and the more concrete the example, the better. Saying
you “organized procurement processes in your division” may demonstrate a
skill, but saying that you “cut procurement costs by 16% in your first year”
makes a bigger impact. Go back and talk to past co-workers or bosses, if
necessary, to get whatever specifics they can provide on your performance.

3 Add all relevant job search keywords, skill sets, and buzzwords to your
profile. When prospective employers are searching for someone to hire, they
may simply search for a core set of skills to see who can fill the position.
Therefore, just stating your job titles is not enough. If your profile says
“Software Developer,” prospective hiring managers could assume that you're
qualified, but the only way you'd be considered is if these managers ran a
search on those keywords. Say that a hiring manager does a search for the
programming languages C++, Java, Perl, and Python. If all those keywords are
not somewhere in your profile, you won't show up in the list to be considered
at all. If you're unsure about what keywords to use, consider asking people in
your field or researching the profiles of people who have the job title you are
seeking.

3 Use an appropriate and professional profile photo. It's been said before
but it's worth repeating: LinkedIn is designed for you to be a professional, and
your profile photo is an important part of that process. Ditch the party photo
best suited for Facebook. LinkedIn provides 5 Tips for Picking the Right
LinkedIn Profile Picture on its talent blog. Read more athttps://business.
linkedin.com/talent-solutions/blog/2014/12/5-tips—for-picking-the-
right-linkedin-profile-picture.
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Use a photo of yourself rather than the generic icon supplied by Linkedin.
@ According to research done by LinkedIn Talent Solutions, if you have a profile
o photo, your profile is 14 times more likely to be viewed by other members.

3 See how other people position themselves. Imagine if you could get a book
of thousands of resumes from current employees that you could then use as
models to position yourself. Do a search for people with a job, education, or
skill set similar to yours and see how they've worded their profiles or how they
put their experiences in context. Use that insight to adapt your profile to make
it clearer to others.

3 List all your job experiences on your profile, not just full-time positions.
Did you do any short-term or contract jobs? Were you an advisor to another
company? Perhaps you're a board member for a local nonprofit group or
religious organization. Your LinkedIn profile is designed to reflect all of your
job experiences, which is not limited to a full-time job that provided a W-2 slip.
Document any work experience that adds to your overall profile, whether you
were paid for that job/experience or not. LinkedIn even has sections in which
you can highlight any volunteer or nonprofit experience.

overall career goals. After all, employers might not care that you were a pastry
chef one summer — and will question why you thought it was so important that
warning  you listed it on your profile.

‘ Make sure that every experience you list on your profile helps contribute to your

Implementing Job Search Strategies
That Involve Linkedin

When you’re looking for a job, there are many potential ways you can include
LinkedIn as part of your overall job search, beyond the direct task of searching
jobs database listings and e-mailing a job request to your immediate network. In
this section, I discuss various job search strategies you can implement that involve
LinkedIn to some degree and can help add information, contacts, interviews, and
hopefully some offers to your job search. Use one or use them all, but pick the
methods you feel most comfortable with implementing.

A job search should be considered as a time commitment, even with the power of
LinkedIn. Some of these strategies apply to working or unemployed people and

might not instantly result in multiple offers.
REMEMBER
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FIGURE 14-7:
See which
connections can
refer you to the
job poster.

Leveraging your connections

One of the biggest benefits of LinkedIn is being able to answer the question, “Who
do my contacts know?” It’s important to think of LinkedIn as not only the sum of
your first-degree connections, but also as your extended network of second- and
third-degree network members that your colleagues can help connect you with
for information, referrals, and hopefully, a new career.

Therefore, keep these second- and third-degree network members in mind so you
can best leverage your connections to achieve progress. Consider these points
when you’re working on your job search using LinkedIn:

3 Look for connections to the job poster. When searching for a job, pay

attention to job listings where you see “X Connections to the Poster,” such as

the results screen shown in Figure 14-7. You can click those links to see who in
your extended network can refer you directly to the employee who

posted that job.

¥ Ask for referrals whenever possible. Exchange information first and then

work your way up to request a referral.

¥ Get your friends involved. Let your immediate network know about your

goals so they can recommend the right people for you to talk to — and
hopefully, they'll generate the right introductions for you as well.

Lead Manager, Public Relations
All eb: ebay
Jobs
N ~ 2 connactions to the poster - Similar
More

Keywords
Scoil 1=

Company

S0OX Manager

eBay
Title b
~ 2 connections to the poster . Similar

Locatedin or near: % Seott 1

Country
United States =

b eBay
Postal Code Sa
Lookup I~ connections to ihe poster's Similar

Laurence 1

. Shane 1=
Location

United State: 2

Joe 1t
Sr. Technical Recruiter at Intel Corporatio. .

ebay ("public relations” OR PayPal - Consumer Financial Services, St..

View profile of the job poster, Michael Hinrichsen »

Joe 1x
Location Sr. Technical Recruiter at Intel Corporatio. .

PayPal - Consumer Financial Services, St...

View profile of the job poster, Michael Hinrichsen »

System Administration, Incident Response

Venture Investor. Board Member. Internet..
Rachel 1

=
Sr. Gommunity Product Manager at GoDa...

Director - Content, Community and Messa. ..

View profile of the job poster, Kathy Brito »
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Finding people with the same or similar job

If you’re looking for a specific job, one way to approach your job search is to ask
this question: “Who out there could possibly know more about the job I’'m inter-
ested in than those folks doing that job right now?” The answer to that question is
“no one.” This means one source of help should be people with the same (or very
similar) job title or responsibilities. Although these people might not have hiring
authority, they can help give you the right perspective, share the right insider tips
about what the job truly entails, and let you know what skills or background the
hiring manager considered when they were hired.

Because these people are already employed and not your direct competition,
they’re more likely to offer help and advice. They have practical knowledge of what
it takes to do that job and what qualities will best help someone succeed in that
position. When you’re ready to implement this strategy, keep these points in mind:

3 Perform an advanced search for people with a similar job title as the one
you're applying for. Put the job title in either the keywords section or the
title section.

3 Narrow and clarify your search by industry. For example, Project Manager
of Software Development is very different than Project Manager for the
Construction industry. Pick multiple industries if they are similar enough.

3 When you find someone who has the job title you'd like to have, see
whether she’s interested in meeting for an informational interview (or if
she’s outside your geographic area, having a phone conversation). Asking
outright for a job lead will most likely not result in anything positive.

Taking advantage of your alma mater

Typically, people who share a school in common have an ongoing affinity, whether
the school is an undergraduate or graduate college, or even a high school. You can
rapidly increase the chance of someone considering your request if you and that
person attended the same school. Therefore, take advantage of your alumni status
and try to connect and work with people who went to one of the same schools as
you. Here are some tips to help further this type of search by using LinkedIn:

3 Start with the Find Alumni function within LinkedIn. If you hover your
mouse over the Connections link on the top navigation bar, then click Find
Alumni, you will go directly to the university pages within LinkedIn. From here,
you can search the alumni, see which are the most popular companies that
hire these alumni, and learn other key facts.
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3 Search for alumni association groups of any school you attended. Click
Interests and then click Groups from the top navigation bar — and then
go ahead and join those groups. This gives you access to the member list of
that group, so you can see other alumni, regardless of graduation year, and
communicate with them.

¥ Connect as a former classmate and ask for information first, referral
second. Your shared alumni status helps open the door, but don't expect a
handout right away. Be ready to offer one of your contacts in exchange for
the former classmate’s help or consideration.

3 Check the connection list of any of your contacts who attended school
with you. This is a good safety check to look for any classmates on your
contacts' lists who you might not have initially considered. (I discuss connec-
tion lists in Chapter 6.)

¥ Try doing an Advanced People search with the school name as a key-
word, and if necessary, try different variations of the school name. For
example, try the school name with and without acronyms. When | look for
classmates from the University of California, Irvine, | search for UCI as well as
University California Irvine. (I talk more about doing advanced searches in
Chapter 4.)

3 If your school has changed or updated its name, do an Advanced People
search for both the old and new names as keywords. For example,
because my department name at UCI has changed from the Graduate School
of Management, or GSM, to the Paul Merage School of Business, | search for
the old and new search terms because my classmates may have defined their
educational listings differently.

Finding target company referrals

Sometimes your job search involves a specific company and not necessarily a job
title. Suppose you know you want to work at one of the top computer database
software companies. Now you can use LinkedIn to help you find the right people
at those companies who can help you. Here are some points to consider:

3 Make a list of the ten companies you'd like to work for and do an
individual Advanced People search for each company to find potential
contacts at these companies. Type the company name in the search box at
the top of the Linkedln home page and then click the Search button. You
should see a list of people on the Search results page that have the Company
name in their titles who are in your extended network. For larger companies,
you need to search for a specific department or industry area to find the right
contact. Ask these people you've identified for referrals to someone in your
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»

»

»

target organization, like a hiring manager. You can also refine your search by
relationship by searching for any combination of first-degree connections,
second- or third-degree network members, or LinkedIn Group members.

Follow the companies themselves. LinkedIn allows you to “follow” compa-
nies through their Company page, so be sure to “Follow this company” after
you're looking at the right Company page within LinkedIin Companies. When
you know what companies you want to follow, simply hover your mouse over
the Interests link in the top navigation bar, and click Companies. Then, type

in the name of each company into the search box provided, click Search
Companies, and when you find the company in the Search results list, click the
Follow button next to the Company listing. Once you are following all your
target companies, spend some time each week to review each Company page
for news, information, job openings, and useful contacts.

If you can’t find someone who currently works at your target company,
look for people who used to work there and see what advice they can
give you. You do this through an Advanced People search, where you make
sure the option under Company is set to Past. Many times, past employees
still maintain contacts at their old company, and they can definitely attest to
the work environment and corporate culture.

Get some information from the person you're replacing. Find the person
at the company whose job you're taking and ask her opinion of it, information
about the hiring manager, company, and so on. (Understand, of course, that
this person might not have left under the best of circumstances, so you may
not always get a good or useful response.) If you can't find the person you're
replacing, try looking for people with a past position like the one you're
interviewing for.
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IN THIS CHAPTER

Finding, following, and researching
companies using LinkedIn

Creating a Company page

Sharing company updates with the
community

Following Companies
on Linkedin

wo of the main reasons why people search the LinkedIn network are to find

ajob and to find a new employee. In both cases, LinkedIn users are trying to

learn more about the company, not just the job seeker or hiring manager.
Millions of self-employed people who use LinkedIn to promote not only them-
selves, but also their services, are always looking for a way to expand their brand
and look for new business opportunities. LinkedIn organizes all these efforts
under its Company pages.

LinkedIn maintains a directory of Company pages that allow people to learn about
each company’s products, services, and job opportunities. Each Company page
has at least one administrator who can add his company to the directory, edit the
information, connect his employees to the Company page, and provide company
updates to the LinkedIn community. LinkedIn members can “follow” their favor-
ite companies to get company and industry updates, and see how each member’s
network is connected to the employees of each company they follow.

In this chapter, I cover how you can search Company pages, follow different com-

panies, and, if you are an employee or owner of your own company, create and
update your own Company page.
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Searching for Companies

When you need to learn more about your current industry or find a potential
business partner for a big deal, your first step is to do some research. LinkedIn’s
Company pages allow users to explore companies of interest, whether it’s a for-
profit or nonprofit company, and receive company updates and industry news, as
well as research each company’s products and services — and, of course, learn
about job opportunities the company has to offer. You can follow multiple compa-
nies and the news, updates, and posts they make will show as part of your News
feed and help populate the Pulse news items you see.

To search for a Company page, follow these steps:
1. click the down arrow next to the search box at the top of any LinkedIn

page and then select Companies from the drop-down list that appears.

2. Enterthe keywords for your company search into the search box at the top
of the screen and then click the blue Search button next to the search box.

The Companies Search results page appears, as shown in Figure 15-1. (In this
example, | simply searched “Internet” as a keyword.)

219,365 resulls for Internet 0

Advanced

Internet

Intemet -

Companies Similar

More } HAPPY..

INTERNET.

Relationship

AT Internet
k Intermet m -
15t Connections @8
Similar
Location - infelligence since 1996, AT Internet helps companies.
performance across all channels. AT Intemet's...
United States (34204) Internet Brands HELP
France ©22 |y Intemet m . INCREASE
India oy 1Y
ia REPEAT
Brazil @4 Slmier BUSINESS WITH
San Francisco Bay Ar... (1802) m. Internet Brands has grown 1o become a fully integrated . with FINANCING
SMB and enterprise clients. Intemet.
+ Add
Internet Innovation 50% of
Job Opportunities Education Management m . cardholders are
Hiring on Linkedin  ee7e) - likely to use their
Similar
A Internet Innovation & uma escola renomada & reconheckia
Industry nacionalmente no seguimento de educagio
FIGURE 15-1: Company Size " Internet Society
K e, Intemet m =
Start a sim ple Number of Followers  ~

Similar LEARN MORE
com p a ny Fortune - limitless Internet that creates opportunity... leadership in Intemet

standards, education, and policy...
search here.
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FIGURE 15-2:
See companies
that match your
search results.

AN

WARNING

3. Intheleft pane, use the Relationship, Location, Industry, and other filters
to refine your search.

Let's say I'm looking for an Internet company in the United States where at
least one person in my first-degree network is employed. Figure 15-2 shows
the 40 companies that show up in my refined search.

40 resulls

1st Connections. Industry: Internet % Reset AdChoices [

Companies Google
More. s Intemet m .
Similar
Relationship
Al Amazon
) st Connections w @ Inemet [ Foron 8
Similar
Location
eBay
by Intemet m .
Similar
Portand, Oregon Area (2
R @ PayPal
Grealer Seaftle Area @ ’ Intemet m i
+ Add
Similar
Job Opportunities
Facebook
Hiring on Linkedin o) 'i Intemet m B
Industry - Similar
Al Salos
< Intemet o) alesiorce
Intemet -
t— . &®  Foto |
Publishing a0 Similar
Marketing and Advertsi... @2)
Higher Education @ HubSpot
+ Add n Intemet [ roron |8

Similar

If you plan on using any keywords in your search, enter those words first into a
search before using the filters to narrow your search. Otherwise, any time you
enter keywords into the top navigation bar search box, you will automatically
reset your search filters, like Relationship, Industry, or Location.

After you reach a page loaded with potential companies, use the following tricks
to find the one that’s just right for you:

3 Click the Follow button to keep track of that company. When you click the
Follow button next to any company listing, you add that company to your list
of companies that you are following. This means you will see all the company
updates in the Companies section of your LinkedIn page.

3 View the Company page and study your connections. To see the Company
page, either click the name of the company, or hover your mouse over the
down arrow next to the Follow button and then click the View link. You can
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FIGURE 15-3:
See how you're
connected to a

given company.

study the information on that page before deciding whether to follow the
company. You can also view how you're connected to people inside the
company.

For example, I'm looking at the John Wiley and Sons Company page, as shown
in Figure 15-3. On the right side of the page, under the How You're Connected
header, | can see how many people in my immediate network, or first-degree
connections, are associated with that company, and by extension, how many
second-degree network members (that is, a colleague of a colleague, or a
friend of a friend) | would have at that company. If | click the See All link in that
section, | get a list of how I'm connected to people in that company, as shown
in Figure 15-4. This page is a search results screen, so | can add more key-
words or filters to get a defined list of how | relate to any given company.

3 You can search based on location. Let's say you're thinking of moving to a

new city and are looking for potential companies to interview with in that city.
Click the Location filter and either pick the Region that matches your destina-
tion, or click the +Add link and input your city. LinkedIn automatically pops up
the region in their database associated with that city. (For example, if | type

Seattle, LinkedIn eventually displays Greater Seattle Area.) When you see the

correct region, click that listing to get a targeted search list of companies in
that area.

John Wiley and Sons 27156 followers | Follow 4

Publishing
WILEY 1001-5000 employees

Home

Founded in 1807, John Wiley & Sons, Inc. has been a valued source of information and understanding How You're Connected
for more than 200 years, helping people around the world meet their needs and fulfill their aspirations
Wiley and its acquired companies have published the works of more than 400 Nobel laureates in all
calegories: Literature, Economics, Physiology or Medicine, Physics, Chemistry, and Peace.
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and lifelong leamers. Wiley's global headguarters are located in Hoboken, New Jersey, with operatians in 648 second-degree connections

the U.S., Europe, Asia, Canada, and Australia. The Company's Web site can be accessed at 3,945 Employees on Linkedin
http:/fwww.wiley.com. The Company is listed on the New York Stock Exchange under the symbols JWa
and JWb Seeall »
Specialties
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FIGURE 15-4:
See a full list of
connections to
search further.

TIP
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Your search can include multiple locations, so you can select multiple regions,
and the results list will include companies headquartered in at least one of
those regions. Be aware that if you only want one specific region, you need to
deselect your country filter, like United States, for example, and select only the
region.

3 Decide who to follow by studying the number of followers. If you've got a
lot of options for companies, you can use the Followers filter to refine your
search based on the number of members who are currently following that
company and show you the most-watched companies for your search criteria.
Choosing the option 5001+, for example, shows only those companies that
currently have more than 5,000 people following them.

A search filter below Location called Job Opportunities can help you with a job
search. When you click the check box next to Hiring on LinkedIn, you see a filtered
list of companies that have posted job listings directly on LinkedIn, where you can
apply directly through LinkedIn’s job board.
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Putting Your Company on LinkedIn

TIP

254

The flip side of LinkedIn Company pages is to use them on behalf of the company
itself. Companies are always looking at ways to tell their story and engage inter-
ested members who want to follow their activities in a way that encourages word of
mouth, highlights their products and services, and advertises career opportunities.
LinkedIn Company pages allow companies to do all this as well as allow their cus-
tomers to offer recommendations, which are spotlighted on the Company page.

As of this writing, there are more than 4 million Company pages on LinkedIn, and
the number grows every day. The millions of LinkedIn users who follow these
companies are current and potential customers, interested job applicants, busi-
ness partners, and even curious industry watchers who want to hear the latest
news, see the latest products and services, and reach out and interact with
company leaders, managers, and employees. LinkedIn bills their Company pages
as a “central hub” where millions of LinkedIn users can “stay in the loop” of
company news and activities.

You can read more about the benefits of Company pages at https://business.
linkedin.com/marketing-solutions/company-pages/get-started/.

Requirements for a Company page

When you decide to list your company on LinkedIn Company pages, understand
that there are some requirements to protect the quality of this directory while
making it accessible to companies of all sizes. Here are some things to keep
in mind:

3 Your profile must show you're a current employee. In your LinkedIn profile
Experience section, you must have a position that defines you as a current
company employee, manager, or owner. If you don't have a position defined,
you will need to create that position in your profile before continuing with
this process.

3 Have a company e-mail address defined in your account. You are allowed
to associate more than one e-mail address with your LinkedIn account, so
make sure that one of your e-mail addresses for your profile is a company
e-mail with the company domain name. This e-mail does not need to be your
primary address for LinkedIn for you to have a Company page.
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3 Your company’s e-mail domain must be unique to your company. One
way LinkedIn controls the integrity of its Company page directory is to make
sure that each e-mail domain can only be used once to create a Company
page. Free e-mail providers like Yahoo! Mail, Gmail, and Hotmail are too
generic to be associated with any one company (besides the e-mail provider
itself), so an e-mail address from one of those providers is not sufficient.

If your company doesn't have its own e-mail domain, consider creating a
@ LinkedIn Group for your company, instead of a Company page, so that your
o employees, customers, and business partners can stay in touch.

3 Your LinkedIn Profile Strength must be rated Intermediate or All Star, be
at least one week old, and show your true identity. LinkedIn uses a system
called Profile Strength to rank its users’ ability to create a robust profile, based
on the number of sections a LinkedIn user has defined on her profile and
network. LinkedIn wants its Company page administrators to have a strong
understanding and ability to use LinkedIn so they can manage their page
properly, so the Profile Strength rating must be Intermediate or All Star in
order for them to create a Company page. In addition, your profile has to be
at least seven days old and your profile must use your true first and last
names.

3 You must have several first-degree connections on LinkedIn. Company
page administrators on LinkedIn need to be part of the LinkedIn community
in general, so LinkedIn requires that administrators have more than just one
or two LinkedIn connections before they can create a Company page.

Adding a Company page to LinkedIn

After you’ve met the requirements for creating a Company page on LinkedIn, it’s
time to get started by adding the Company page to LinkedIn’s system. To create or
update your Company page, follow these steps:

1. Hover your mouse over the Interests link from the top navigation bar
and then click the Companies link from the drop-down list that appears.

2. Onthe Companies page that appears, click the Create button (on the right
side of the screen, under the Create a Company Page header).

You're taken to the first step in the process, the Add a Company page (see
Figure 15-5).
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ur email address at this aly current

sligible to create a Company Page.

Company name:
[Write your company name here

Your email address at company:

myemail@companyname.com
| variy that | am the offiial representative of this company and hava the right to act on behall
of my company in the creation of this page.

Help Center | About  Carsers | Advertising | Talent Solutions. | S:

Solutions | Small Business  Mobile | Language | Upgrade Your Account

Linkedin Corporalion © 2015 | User Agreement  Privacy Policy | Ad Cheices  Community Guidelines | Cookie Policy | Copyright Policy  Send Feedback

Enter the company name and your company e-mail address in the fields
provided, and then select the check box verifying you are the official repre-
sentative of your company.

Make sure the e-mail address you are providing is your company e-mail
address, with the unique e-mail domain for your company, and that your
company e-mail address has been added and verified to your LinkedIn
personal account first.

Click the Continue button.
You're taken to the edit mode for your Company page (see Figure 15-6).

Fill in the information in the fields provided: Company Name, Company
Description, Company Type, Company Website URL, and so on. Be sure to
complete any field with a red asterisk, because those are required pieces of
information for a Company page.

If you want to add another administrator for the Company page, enter his
name into the field below the Designated Admins header. If you scroll down
the page past the Designated Admins header, you can also list any Direct
Sponsored Content Posters — Linkedin members who are allowed to create
sponsored content for your Company page.

The person you name as a page administrator must already be one of your
first-degree connections on LinkedIn.
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FIGURE 15-6:

Fill in the details
for your
Company page.

REMEMBER

Companies > 8o Cal Comic Con (edit mode)

Joe Elag Publish || Cancs|

Optimize your Company Name and Description for: [English v

= Company Type
* Company Name pan Tp

[So G Gomc con |
+Company Size

* Company Description B
mseton |

| Tell members aboul the page's purpese and whal sort of content lo expecl. Minimum 250 characlers.
* Company Website URL

* Main Company Industry
(00Ut 12,000 characters) —_——

Default Language: [Engish v/

Company Pages Admins

Designatad Admins

Company Locations

4 Add ancther location

Remove Company Page

7. (Optional) Scroll down and provide a company image or a standard logo (300
by 300 pixels or larger is required). List any company specialties and LinkedIn
groups that are relevant to your company in the fields provided.

8. When you are done entering the information, scroll back to the top of the
Yy 3 P
page and click Publish.

Your Company page has been successfully created or updated, as shown in
Figure 15-7. Now you can start to provide company updates, add products or
services, or edit your page.

After your page is created, you should click the Follow button so your company has
at least one follower. It’s also a good check to see how company updates are show-
ing up on a LinkedIn member’s page (in this case, your page).

Now that you’ve created your Company page, think about incorporating your page
management duties into your normal LinkedIn activity schedule. While it’s
important to properly set up your LinkedIn Company page, you’ll want to spend
some time on an ongoing basis to make sure you’re properly communicating and
responding with your followers and the community in large.

Here are some tips on how to proceed with administering your Company page:

3 Follow your competitors. Not only will you gain insight into what your
competitors are doing, you can see how they are using their LinkedIn
Company page, which may give you ideas on how to position your Company
page and what updates to share with your followers.
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FIGURE 15-7:

Your Company
page has been
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eras. We are not affiliated with any other convention or non-profit arganization in San Diego. For more

information, please check our website athtip://www.socalcomiccon.com or find us on Facebook at
hittp:Ihwww facebook com/SoCalComicCon.

»

»

»

Add Showcase pages. Providing your basic company information is the first
step. Next is defining the aspects of your business that deserve their own
page, called a Showcase page, so prospective customers can receive targeted
messages and focused content about the part(s) of your business that are
relevant to them. Think about highlighting the right keywords and features
that your customers want to see when defining your Showcase pages on
LinkedIn.

As of this writing, you are limited to 10 Showcase pages per parent Company
page. However, you can contact LinkedIn and request additional pages.

Consider writing Sponsored Updates for your company. Similar to
sponsoring a status update on Facebook with an ad budget, you can sponsor
a company update on LinkedIn, which will allow that update to be shown on
people’s LinkedIn news feeds, whether or not they are following your com-
pany on LinkedIn. Sponsored Updates allow you to expand the reach of your
company’s message and help your company gain more followers on LinkedIn.

Gain insight into the social actions on LinkedIn regarding your company.
When you click the Notifications tab (located near the top of your Company
page, below the Company name, next to the Home and Analytics links), you
can see some overall sets of information, such as the amount of Likes,
Comments, Shares, and Mentions regarding your company and any company
posts or updates, for the current day, week, and month. You will also see a list
of any notifications of people trying to reach your company through LinkedIn.
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3 Keep an eye on the analytics. LinkedIn provides a lot of information about
how its members are viewing and interacting with Company pages. Click
the Analytics tab (located near the top of your Company page, below the
Company name, between the Home and Notifications links) to see how your
followers are viewing and responding to your updates, as well as how many
people you are reaching through your Company page — and how engaged
they are with your Company page.
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IN THIS PART . ..

Use LinkedIn Groups to meet like-minded people,
expand your network, and grow your knowledge base.

Get tips on how you can market your own business or
start-up through Linkedin.

Understand how LinkedIn can help grow your
business sales.

Learn how to create an ad on LinkedIn and measure
that ad's effectiveness.

Discover some creative ways people have used
LinkedIn to achieve their professional goals.



IN THIS CHAPTER

Getting to know LinkedIn Groups

Understanding the two types of
groups

Joining a group

Starting and participating in group
discussions

Searching a group’s membership list

Creating a group

Managing a group and inviting
others to join

Getting Connected
with LinkedIn Groups

hen it comes to the reasons why people get to know each other, there’s

more to a professional’s life than colleagues and classmates. People

have always been drawn to groups based on common interests, back-
grounds, or goals, and this natural tendency to join together can be seen from
sports teams to Boy/Girl Scouts, from social action organizations to nonprofit
charity groups. Naturally, LinkedIn also offers a way for people to connect with
each other as a group — LinkedIn Groups.

In this chapter, I discuss the value in LinkedIn Groups, from information and
exposure to growing your network, and cover the overall idea and structure of
LinkedIn Groups and what you can expect to find. I then talk about how to search
for existing groups on LinkedIn, and I walk you through the steps necessary to
join that group. Finally, if you see that there should be a group for something on
LinkedIn but it doesn’t already exist, I discuss how to start your own LinkedIn
Group and how to invite others to join it.
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Reaping the Benefits of Linkedin Groups
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When people who are familiar with other social networking tools are first exposed
to LinkedIn Groups, they see some similarities. The group interaction in LinkedIn
Groups — discussion threads, job postings, and so on — feels just like discussions
or groups on most other social networking sites. And yet, being a member of a
LinkedIn Group has extra benefits over other networking sites:

3 Connections: Group members share a special sort of connection. Although
you don't have access to their extended networks, you're considered “con-
nected” to them in that you can see their profile and send them a message
through LinkedIn, and they can appear in your search results even if you
aren't within three degrees of everyone in the group. Your search results can
include fellow group members as well as your first-degree connections and
second-degree network members.

& LinkedIn imposes a monthly limit on the number of messages you can send to
group members outside your network, so use this feature sparingly or your
LinkedIn account may be suspended or cancelled.
WARNING
3 Visibility: By joining several groups — particularly large, open ones — you can
increase your visibility in the LinkedIn network without having to add thou-
sands of contacts by participating in groups and sharing your knowledge and
expertise with people who are not yet in your network.

3 Knowledge: LinkedIn Groups share information and expertise among their
members through the Discussions page of the group, which you can benefit
from as a group member. Because there are thousands of groups for most
industries and fields, LinkedIn Groups can be a valuable source of knowledge.

3 Recognition: Employers like to see that you are connected with professional
groups because it shows the desire to expand your knowledge base, stay
current in your industry or field, and be open and eager to network with
like-minded people.

3 Group logos: The logos of the groups you're in are displayed on your profile.
This is a sort of visual branding, reinforcing your association with those groups
without a lot of words. For example, Figure 16-1 shows how the profile for a
LinkedIn member who belongs to several groups might appear.

Some LinkedIn Groups are extensions of existing organizations and others are
created on LinkedIn by an individual or business as a way to identify and network
with people who share a common interest. In either case, groups are useful tools
for growing your network and leveraging your existing affiliations.
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Group logos
displayed on a
profile.

Understanding the Two Types

of LinkedIn Groups

Over the years, LinkedIn Groups have evolved to provide a quality place for inter-
actions and content while fighting attempts for spam or promotional content to
flood the group. Therefore, LinkedIn Groups are now private, “members-only”
groups, which means that you cannot join a group without approval or an invita-
tion, and the conversations in a group are not visible to the outside world (includ-
ing search engines), so only members of the group can see and contribute to the

conversations.

Today, there are two main types of LinkedIn Groups:

3 Standard: These groups are the most common form of LinkedIn groups, as
they show up in search results and allow any current member of the group to
invite and approve their first-degree connections to join the group.
Membership in this group is displayed on each member’s profile page, and
the group’s summary page shows up in search engine results, but not the
conversations within the group.

3 Unlisted: These groups are basically “Invitation-Only” groups because the
only way you can join this group is to be invited by the group owner or
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manager. These groups do not show up via a LinkedIn search or any search
engine, and non-group members cannot see the group logo on any member's
profile page. Examples of ideal unlisted groups include employee-only groups
for a company, customer-only groups to handle customer service or new
product ideas, or focus groups to share and collaborate on new ideas or
discuss potential upcoming products for a company.

Joining a Group

266

When you look at the LinkedIn Groups out there, one of the most important things
to keep in mind is that you should join only those groups that are relevant to you.
Although you might think it’s fun to join another alumni association group besides
your alma mater, it won’t really help you in the long run. That said, if you are self-
employed or in sales, for example, you may consider joining groups that appeal to
your customers or prospects, in order to gain better perspective on what they
need, or to share your expertise with a market that could appreciate and use the
knowledge you’ve gained. On an individual level, though, groups are best intended
for networking with colleagues or like-minded individuals to share knowledge
and grow from each other’s experience.

As you use LinkedIn more and decide that you want to get involved by joining a
LinkedIn Group, you have a couple of options for getting started:

¥ Use the Discover function on the LinkedIn Groups page to see groups that
your first-degree connections are currently using.

¥ Use the Groups search function along the top of any LinkedIn page to find
groups based on keywords.

¥ Click the Group logo found on the profile of one of your first-degree connec-
tions to join the group yourself.

¥ Search the LinkedIn Groups Directory (https://www.linkedin.com/
directory/groups) to find a group that interests you, then click the logo to
join the group.

The third option may come about when you’re browsing your first-degree con-
nections list, and you see a group that you’re interested in joining. After you click
the logo, you simply click the Ask to Join button on the next page that you see, and
you’ve completed your part of the process. Keep in mind that some professional
groups have special requirements and you may not be eligible to join due to your
particular educational or professional experience.
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FIGURE 16-2:

You can see your
specific LinkedIn
Groups activity
here.

If you plan to seek out a group to join, follow these steps:

1.

eboy eBay Sellers - Official eBay Group

Promoted listings

Many of the groups | participate in on Facebook have been discussing the pros and cons of allowing
eBay to promote your listings. When you chaose that option, suppesedly, your items will be cross.
promoted after someone searches for an item. The dis... Show more

Diana i i
weas LinkEds & writers
President at DRJ Ball Administrative Services, LLC - 9 new conversations today
Like Comment 92 i Public Speaking Network

View previous comments

From the top navigation bar, hover your mouse over the Interests link
and then click the Groups link in the drop-down list that appears.

You're taken to your Groups page on LinkedIn, as shown in Figure 16-2.

My Groups Discover

Today's highlights

A personalized selection of conversations from your groups

YOUR MOST ACTIVE GROUPS

Media & Marketing Professionals Worldw

89 new conversations today

Startups and Entrepreneurs Get Funded
25 new conversations today

B . 79
m Writing on Linkedin
12 new conversations today

4 new conversations today

Emily W The second is actually paying eBay a portion of the sale price of your item for eBay
to promote the item within search. | think this is still only by invitation, and only in select

categories. This is additional promotion of your item sitherin "ad space" or additional ;QI('I’IMA,

Click the Discover link near the top of the Groups page to see potential
groups you can join.

LinkedIn's Group Discover page (shown in Figure 16-3) is filled with groups that
your first-degree connections have joined and therefore may appeal to you.
Additionally, LinkedIn has created a special group entitled “Getting Started with
Groups” that you can join to get guidance from LinkedIn on how to fully utilize
its groups.

Click the Ask to Join button for any group you wish to join from the list
provided.

As you scroll down the page, you will see group summaries along with the list
of your first-degree connections who are already in the group, as shown in
Figure 16-4. You can click the Ask to Join button next to any group, and
LinkedIn automatically updates the screen with the Ask to Join button becom-
ing Request Pending. You can keep scrolling down the same page to look for
more groups.
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On Startups - The Community For Entrepreneurs
501,868 Members
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The largest entrepreneurial startup group on LinkedIn with close to 500,000 members.

Discuss marketing, sales, financing, operations, hiring and any other startup or small
business related topic.

You know 23 people in this group

@eeeos I 1

m Digital Marketing
840,418 Members
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marketing professionals.

Group discussions cover all areas of the digital marketing landscape and include topics such
as social media marketing, mobile marketing.... Show more

FIGURE 16-4:
Read about and You know 13 people in this group
join groups that 80TO M~

appeal to you.

4. once you explore the Discover page, you can find more groups to join by
searching LinkedIn for groups. Click the down arrow next to the search box
at the top of the page, and select Groups from the drop-down list that
appears. Enter keywords in the text box at the top of the page for groups
that you are seeking to join.
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Use keywords to describe the group that interests you. If you're looking to join
a group that promotes public speaking, for example, type public speaking into
the text box.

5. Review the list of potential groups that are prompted as you type your
keywords and pick an option that meets your interests.

Go through the results list, as shown in Figure 16-5, click a group from the list,
and read the description of the group that you picked from the list. You will see
that group’s summary page, which contains the group’s About statement and
the administrator(s) for the group. From this page, you can also click the group
administrator name to see his profile and send him a message requesting a
few details about the group.

[y . _
Groups about Public Speaking

People with Public Speaking skills

m Jobs requiring Public Speaking skills

@  Public Speaking Network

n Public Speaking & Pi ion Skills for Professional Speakers, P , Seminar Leaders,
gmima: Public Speaking for Business Owners

@ Public Speaking Bloggers

Jud Public Speaking with Impact

Public Speaking, Events and Seminar Development and Marketing

Vaibhav S . sw/Public Speaking
Seeking opporlunities in Public Speaking
Thomas 4 Public Speaking Coach - 2%
Public Speaking Coach and Workshop Facilitator @ Say it With Powert

FIGURE 16-5:

. . Public Speaking
Review a list of Marketing and Advertising; 1-10 employees
potential groups ... Public Speaking | Message Development - Princeton Public Speaking Showcase Page
.. B Professional Training & Coaching
to join.

6. Click the Ask to Join button to join the LinkedIn Group.

That’s it! Your request has been sent to the group manager for approval. You see
the button change to Pending or Request Pending, as shown in Figure 16-6. As
mentioned before, your request may not be approved depending on the criteria for
that group.
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() Your request has been submitted. X
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FIGURE 16-6:
Read the If you want 1o learn how 1o present with power,
communicate with confidence and persuade with
summary of your ease, then this group is for you
LinkedIn Grou P Also, you can find some awesome and FREE public
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Starting and Participating
in Group Discussions

The core of LinkedIn Groups is to start and maintain conversations among group
members that aid in sharing content and job postings, making business or profes-
sional connections, finding answers, and establishing industry experts.

As you look at a typical LinkedIn Groups conversation, as shown in Figure 16-7,
you can choose to interact with each entry similar to what you can do on other
social media sites:

¥ Like the conversation. By clicking the Like link, you are signaling that you
found the post useful. Some group members may assess whether to partici-
pate in any given discussion based on the amount of Likes that the discussion
has received.

3 Comment on the conversation. By clicking the Comment link and adding a
comment to the discussion thread, you unlock the true power of group
conversations by adding your own viewpoint, replying to the original point, or
replying to an existing comment.

3 Reply privately to the group member. When you read a conversation or
another comment from a fellow group member, you can simply click the three
dots (.. .) next to the conversation or below the comment to bring up a short
menu, and then click Reply Privately. This generates a LinkedIn message you
can use to communicate with the group member directly, without the group
viewing your communication. Perhaps you want to offer individualized help or
use this as a form of lead generation.
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FIGURE 16-7:
Interact by liking
or commenting
on the
conversation.

3 Report the post or comment. If you're interested in keeping the group as
spam-free as possible, you can click the three dots (. . .) either at the top of the
conversation post or below any individual comment, and then click the Report
link to report the post or comment as inappropriate. Once you do that, the
group administrator will be notified and can review the item for further action.

Audrey T. O 2
Social Marketing Manager at eBay
OWNER Report

Reply privately

Small Business Story: Cori O’Ste ) .

Cori O’'Steen dreamed of having her own business to give her the flexibility she needed to
manage her family. Today, she runs a successful packaging company with two warehouses in
South Carolina and California. She averages about seven thousand shipments a month.
#sellerstories http://bit.ly/1NoKKSD

Small Business at eBay: Upak N Ship |

%1 As a single mother several years ago, Cori O'Steen dreamed of

'{(’-‘f\ ﬁ( having her own business to give her the flexibility she needed to

83 02

View previous commgnis

Eric %% W¢ have done a lot of business with these folks over the past few years. No
complaints h¢re and we have had a great relationship with them

Like O 4

—
"3 Reply to thig conversation...

Click here to like or comment Click the dots to report the person
on the conversation. or reply to her privately.

After you join a group, it’s recommended in the beginning to understand the
dynamics of how the group operates, so start by participating in existing discus-
sions and then decide how you can best contribute with your own posts.

When you are ready to start a conversation, follow these steps:

1. Fromthe top navigation bar, hover your mouse over the Interests link
and then click the Groups link in the drop-down list that appears. From
your Groups page, click the My Groups link to bring up a page of groups
you manage or are a member of. From that page, click the name of the
group to bring up that group page.

By default, you should arrive at the Conversations tab of that group (as shown
in Figure 16-8) and you should see a box with your profile photo entitled “Start
a Conversation with Your Group.”
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-
FIGURE 16-8:
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2. click the Enter a Conversation Title section. Once the cursor appears
(and that text disappears), start writing your headline.

Here is where you summarize what your post/conversation is about, so write
an informative but succinct headline that lets people know what you plan to
ask or share. Many people ask a question or include a viewpoint in their
headline in order to invite people to comment on the conversation and
indicate that you want a real discussion and are not making a fluff
announcement.

3. Click the Add Some Details or Use @ to Mention section. When the cursor
appears, start writing the content of your post in the box.

Here is where you provide the text to start the conversation. It's recommended
to start by asking an open-ended question to generate discussion, instead of
the generic “Here's a great article | discovered.”

If you want to pull someone into the conversation, type the @ symbol in the
text box and you will see a prompted list of first-degree connections as you
type their name, as shown in Figure 16-9. They will be flagged, regardless of
whether they are already in the group, and will see this conversation and be
able to contribute.

272  PART 5 Using Linkedin for Everyday Business



FIGURE 16-9:
Tag people to
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the discussion.
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1 think that we need to include @Rey

a Rey Reyes

AMGIO TECH at Tri-City Medical Center

4. you are linking to an article or post as part of your discussion, enter the
URL for that item in the details section.

LinkedIn automatically formats the conversation so people will see a summary
of that item in the conversation, and can click that summary to see the rest of
the article or post.

5. (Optional) Use the icon to insert a photo or image into the conversation.

In the bottom left corner of the conversation box, there is a graphic represent-
ing an image. When you click that graphic, LinkedIn opens a window on your
computer, allowing you to select an image file from your computer to upload
to the conversation post.

You should only upload graphics that will add to the discussion or be useful
visual content for the conversation.

6. Click the blue Post button to start the conversation in the group.

That’s it! Your newly created post will automatically show up at the top of the
Conversations tab for the group. Other group members can then click the Like
button underneath the conversation or click the Comment link and participate in
the discussion, similar to other social media sites.

While all conversations are automatically posted, group administrators retain the
power to remove any post they consider spam, offensive, or counter-productive to
the purpose of the group. Additionally, any group member can report a post and
that post is temporarily hidden while the group administrator reviews the report
to see if that post should continue or be removed.
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Viewing a Group’s Membership List

FIGURE 16-10:
See your group
membership list

in one place.

After you join a group, you’ll probably want to see who’s in the group and find out
how or if the group members are connected to you. After all, the point of these
groups is to stay in touch with like-minded individuals and perhaps invite them
to become part of your network.

To view a group’s membership, go to the Group’s home page and click the link that
contains the number of members in the group, which is found on the right side of the
screen next to the Members header. This will bring up a Members List screen, as
shown in Figure 16-10. From this list, you can click an individual member’s name to
go to her profile page and find out if you share any connections with that person.

IEMBERS LIST

Members Pending Admins

Q_  Find a member

n Joel Elad
- Author, LinkadIn for Dummies; Co-Promoter, So Cal Comic Con

OWNER

o ReyReyes
ANGIO TECH at Tri-City Medical Centel

&

Click this to send the person a message.

When you hover your mouse on any member’s name, you will see a Message icon
on the right side of that list. You can click that Message icon to send a LinkedIn
message directly to that group member. As mentioned earlier, LinkedIn does not
want its members to abuse this feature, so each LinkedIn user is limited to a low
number of these messages per month.

Creating a Group

274

When you’re ready to create your own group, follow these steps:
1. Fromthe top navigation bar, hover your mouse over the Interests link
and then click the Groups link in the drop-down list that appears.

You see your Groups page, with the main section headers of the Highlights
icon, the My Groups link and the Discover link.
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FIGURE 16-11:
Enter your
new group

information here.

REMEMBER

2.

Click the My Groups link to bring up the web page containing the list of
groups you belong to. On the left-hand side, below the My Groups and My
Pending Groups headers, click the Create Group button to get started.

This step brings you to the group creation page, as shown in Figure 16-11. This
is where you input all the information about your newly requested group.

Logo: Yourlogo will appear in the Groups Directory and on your group pages.
Browse...
Note: PNG, JPEG, or GIF only, max size 100 KB

[ *1acknowledge and agree that the logo/image | am uploading does not infringe upen any third party copyrights,
trademarks, or other proprietary rights or otherwise violate the User Agreement.

* Group Name:

Note: “Linkedin" is not allowed fo be used in your group name

* Summary: Enter a brief description about your group and its purpose. Your summary about this group will appear in the Groups
Directory.

“Description: Your full description of this group will appear on your group pages.

Website:

3.

Upload the logo for your group.

LinkedIn requires a logo. The file format must be PNG, JPEG, or GIF, and the
memory size of the logo cannot exceed 100KB. Click the Browse button (or
Choose File if you are using a Mac) next to the logo box. In the Choose File
dialog box that opens, locate the logo file on your computer so LinkedIn can
upload it, and then click Open.

“But where do | get a logo?” you might ask. Well, you can design your own logo
at sites like www . logoworks . com. If a logo already exists, like for an alumni
association, ask one of the administrators for a high-resolution copy of the
logo, or save a copy of the logo from the group’s personal website — as long as
you know you have the rights to use that image, of course. If you are not sure if
you have the right to use the image, check with the group’s administrator.

Your logo can't exceed 100 KB, so watch that file size as you create your logo.
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4. Provide your group information and settings, including group name, sum-
mary, description, website URL, owner e-mail, visibility of the group (whether
you want the group visible/Standard or Unlisted), and any e-mail domains of
people who are automatically pre-approved to join the group. (See
Figures 16-11 and 16-12.)

You have only 300 characters in your group summary, so choose your words

wisely.
If you're wondering what to write for your group description, search for similar
@ groups using the search box at the top of the page and read through similar
groups in your group type. Then go back to the Create a Group page and enter
TIP your description. (If you check other group descriptions while writing your

description, you'll lose whatever you typed.)

5. your group is located in one geographic region, select the Location
check box.

6. Read through the Terms of Service and then select the Agreement check box.

At this point, your page should look something like Figure 16-12, where your
logos and information are uploaded and ready for review.

“Description: Your full description of this group will appear on your group pages.

This Linkedin group is intended for anyone who
attends or exhibits at the So Cal Comic Con to stay
in touch throughout the year and discuss and
interact with each other. As the owner of this group,
we the con promoters will use this group to
announce updates and gather input on successful
and not-so-successiful items that worked for the
show in the past and new ideas for future shows.

Website: |,y socalcomiccon com

Group Owner Email: myemail@myemailaccount.com x

Visibility: []Make this an Unlisted Group

Unlisted groups are invisible on the member profile and not searchable. Learn More

Pre-approve members with the following email domain(s):

socalcomiccon.com

L English v

Location: [ This group is based in a single geographic location.

FIGURE 16-12:

* Agreement: ] Check to confirm you have read and accept the Terms of Service.

Your group
request is ready
to be submitted. or Cancel
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7. Click the Create Group button to create your group on Linkedin.

After you click that button, you're taken to the newly created home page for
your new group, and your request is submitted.

You should see your newly created group page, as shown in Figure 16-13. Your
new group is ready for members!

4B So Cal Comic Con Group

Manage
1 member

ABOUT THIS GROUP

Q Start a conversation with your group This LinkedIn group is intended for anyone who

- attends or exhibits at the So Cal Comic Con to stay in
touch throughout the year and discuss and interact
with each other. As the owner of this group, we the
con promoters will use this group to announce
Show more

Enter a conversation title...

[Conversations Jobs

MEMBERS 1 member

FIGURE 16-13:

Your group has t's pretty quict in here. Post a new canversation above KEY INSIGHTS EOR
been created. Ao D icis

Setting Up the Group and Inviting
Members

After you get your confirmation from LinkedIn that your new group has been cre-
ated, your next step is to set up the group properly and invite members to be a part
of this group. In some cases, LinkedIn prompts you to add people the moment you
click the Create Group button, but this is a step you can do at any point after the
group is created.

This is actually a multi-part process. Follow these steps:

1. Reviewthe group settings and information and consider defining rules
and automated messages to help run your group more smoothly.

You should do this before you send out any invitations or before members
start using the group on a regular basis. You can configure your group from
these four options on your Manage Group page:
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FIGURE 16-14:
Use custom
templates to
inform people as
they interact with
your group.

. Group Settings: Here is where you can change your group from Standard

(shows up in Group searches) to Unlisted (hidden from all public views) or
vice versa.

. Group Information: Here is where you can update your summary, descrip-

tion, website URL, or other information you provided when you created
your group.

. Group Rules: Every LinkedIn Group is allowed to write its own rules, which

can be recommended rules for conduct, or any specific instructions or
guidelines you want to offer your group members (what is acceptable and
not acceptable in terms of content, how you will handle abuse or inappro-
priate comments, and so on).

. Templates: LinkedIn has built-in functionality that allows you to write e-mail

templates that can automatically be sent to someone when different
actions go out. When you go to the Templates option, as shown in

Figure 16-14, you will see how to create and manage custom messages to
people interacting with your group. For example, you can write a custom
message that will be sent any time someone requests to join the group. By
spending some time here writing template messages, it could cut down on
administration time down the road.

Members

I Templates

Delete Group

Invited memb:

Pre-approved

M So Cal Comic Con Group Tmember 3 A

Discussions Jobs About Members Search Manage

Manage Group Manage Message Templates

Moderation Queue

Create, manage and ically send custom to people i d in this group

Request-to-join Message
Create and automatically send a custom message to people who request to join this group.

Welcome Message

Create and automatically send a custom welcome message to people when you approve them for
membership in this group.

ers Decline Message
Create and automatically send a custom message to people when you decline their requests to join this
group

Decline-and-Block Message

Create and automatically send a custom message to people when you decline their requests to join this
group and block any future requests

Change Owner
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2. You can either invite people directly via Linkedin to join your group, or you
can define a list of pre-approved members, and then directly e-mail these
prospective members with an invitation to join your new group.

LinkedIn provides a web page with a standard Subject line and Welcome
message that you can use to send your invitations. You can also pre-approve
people and use your own e-mail program to invite people to join your LinkedIn
Group.

This method of e-mailing prospective members is recommended because as
of this writing, LinkedIn does not allow you to customize the Subject line or
Welcome message to protect members from any unauthorized content
someone may insert into these group invitations.

3. When someone clicks the link from her e-mail to join the group, LinkedIn
checks to see whether that person is on your pre-approved list.

If so, she automatically becomes a member. If not, you (the group manager)
see a member request in the Manage Group section of your group home page,
which you have to manually approve so the person can officially join the group.
The person'’s status shows up as Pending on her My Groups page until you
approve her membership request.

Building and managing your member list

When you’re ready to build your list of members, just follow these steps:

1. Fromthe top navigation bar, hover your mouse over the Interests link
and then click the Groups link in the drop-down list that appears.

2. Click the My Groups link to bring up the web page containing the list of
y P g up pag g
groups you belong to. Scroll down (if necessary) until you see the name and
logo of the group you are maintaining, and then click that group name.

3. oOnthe right side of the screen, click the Manage button to bring up your
Manage Group page.

You should see something like Figure 16-15. The Manage Group page is your
hub for handling any group management duties. Along the left side of this
page, you will see the options for controlling the different parts of the group.

4. Click the Send Invitations option on the left-hand menu to send automated
invitations to your group.

As you type in names of your first-degree connections into the Connections
text box, LinkedIn prompts you with possible entries. You can type multiple
names into this box, as shown in Figure 16-16. Click the blue Send Invitations
button to complete this process.
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FIGURE 16-15:
Manage your
LinkedIn Group
from this page.

FIGURE 16-16:
You can invite
new people to
your LinkedIn

group here.
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Manage Group
Moderation Queue

Requests to Join

Send an Announcement
Send Invitations

Pre-approve People

Members
Invited members

Pre-approved

Group Setlings

Group Information

1member 3 A

8o Cal Comic Con Group

Discussions Jobs About Members Search Manage
Moderation Queue
Discussions Jobs % Inappropriate

| Approve || Movetodobs | Detete | Change Permissions »

There aren't any submissions to review.

Manage Group

Moderation Queue

Requests to Join

Send an Announcement
I Send Invitations

Pre-approve People

Members
Invited members

Pre-approved

Group Settings
Group Information
Group Rules

Templates

Change Owner

Delete Group

Group Rules [ Apprave |[ Move to Jobs |[ Detete | | Change Permissions + |
Templates Previous | Next First | Last
Change Owner
Delete Group
ﬂ, So Cal Comic Con Group 1member LX A
Discussions. Jobs About Members Search M

Send Invitations

Send invitations to your connections on Linkedin or even other contacts who are not on LinkedIn. Recipients who accept your
invitations will automatically become members of your group.

Connections:

Rey Reyes X Troy Benton x Kirist [~
Kristie Spilios

Director of Business Operations al Kesshire, Inc.

Start typing the name of a connection
Add other email addresses._

* Subject:
Joel Elad invites you fo join So Cal Comic Con Group on Linkedin

“ Welcome Message:
| would like to invite you to join my group on Linkedin. -Joe|

Send Invitations [EeERIE]

* For our members' prolection, group invitations cannot be customized

5.

Click the Pre-Approve People option on the left-hand menu to set up names

of people you want to invite to your group using your own e-mail program.

When you bring up this option, you see a screen similar to the Send Invitations
page, where you can type names into the Connections text box. This time,
LinkedIn simply keeps track of which names you enter here, and if any of the
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WARNING

TIP

names you added end up sending a manual request to join the group, LinkedIn
checks this list and pre-approves those people for instant entry into your group.

You can also click the Add Other Email Addresses link and provide LinkedIn
with a comma-delimited list of e-mail addresses of people who are not yet
LinkedIln members but who you would like to pre-approve for your LinkedIn
Group.

If the e-mail address of a member’s LinkedIn profile is different from the e-mail
address you put in the pre-approved list, this member won’t be automatically
approved when he clicks the link. You have to manually approve him by clicking
the Requests to Join link on the left-hand side of the Manage Group page.

You can also define entire domain names that will be pre-approved. This is espe-
cially helpful if you create an employee group and you want to automatically
approve anyone from your company, for example. This way, you don’t have to
define individual people, but anyone with an e-mail address containing a domain
name you specify will be granted access to the group.

You can always review your list of pre-approved people by clicking the Pre-
Approved link on the left-hand side of the Manage Group page.

Crafting your invitation e-mail

LinkedIn allows you to send group invitations from the Manage Group page
because the folks at LinkedIn feel that invitations should come from the group
owner — namely, you. At this point, though, LinkedIn provides a standard Subject
line and Welcome message to keep things uniform and protect its members. For
some of you, these invitations need no extra explanation and the LinkedIn “Send
Invitations” function is all you need.

However, if you feel that your invitation needs to come with more information,
you will need to pre-approve these members and send them your own invitation
from your own e-mail program. Here are a few do’s and don’ts to keep in mind as
you craft your invitation:

3 Do relate the purpose and benefits of the group. People are busy and
need to understand why they should join this group. Explain the benefits of
being connected to other people, the ability for professional development or
advancement, and what you hope to accomplish with this group. Remember,
you're sending this to LinkedIn members, so don’t worry about explaining
LinkedIn — just explain your group.
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©

REMEMBER

3 Don’t go on forever. One or two paragraphs is the maximum this invitation
should be. Introduce yourself, introduce the group name, tell people the
benefits of joining, encourage them to join, include the link to the LinkedIn
Group page, and then sign off. No one will read a long diatribe or laundry list
of reasons to join. Use bullet points and short sentences whenever possible.

3 Don't put other offers in the e-mail. Some people use this as an opportu-
nity not only to encourage folks to join one group, but to push a second group
invitation or highlight a link to the group’s non-LinkedIn website. The moment
you start presenting multiple options for people, you lose their attention and
they are less likely to sign up.

You can use any e-mail program to create an invitation to your group, but don’t
forget that first, you should click the Manage button from your group’s home page
and then click the Pre-Approve People link from the options on the left-hand side
of the Manage Group screen so that anyone you are e-mailing will be admitted to
the group, as discussed in the previous section.

In your e-mail, you should provide a direct link to your LinkedIn Group home
page. Simply bring up the page on your computer screen and then copy the URL
from the location bar in your web browser. Typically, it will look like this:

www . linkedin.com/groups/idnumber

Where idnumber is the numerical ID of your group created by LinkedIn.

After you send out the invitations, as members respond, they’re moved from the
pre-approved list to the current list of your group, and the small group logo
appears on their profiles.

Approving members to your group

As more and more people find out about your new LinkedIn Group and as mem-
bers start joining, you may find that some of the people who have clicked the link
to join aren’t on your pre-approved list. Perhaps they are people you didn’t realize
were on LinkedIn, or you didn’t realize they were valid group members, or they
clicked the wrong link and/or they don’t belong in your group.

It can be helpful, from an administrative standpoint, to develop criteria or guide-
lines for people to join your group, so you can evaluate each request as it comes in.
Consider talking to any governing members of your group (in case you are just the
LinkedIn group administrator, but not the actual “in-person” group administra-
tor) to develop this in the early days of your group, so you don’t have to worry
about it later on when things get busy.
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Regardless, you need to go into LinkedIn and either approve or reject people’s
membership requests. Follow these steps:

1. Fromthe top navigation bar, hover your mouse over the Interests link
and then click the Groups link in the drop-down list that appears.

By default, you should see your Manage Group page, although all your group
options are just a click away.

2. Click the My Groups link to bring up the web page containing the list of
groups you belong to. On the page that appears, scroll down (if necessary)
until you see the name and logo of the group you are maintaining, and then
click that group name.

You should see the home page for your Group. Click the Manage button to
bring up the Manage tab for your Group.

3. Click the Requests to Join link below the Manage Group header to bring up
the Requests to Join page.

This step brings up the list of people waiting to be approved for your group, as
shown in Figure 16-17.

M So Cal Comic Con Group 2members 1 A

Discussions Jobs About Members Search Manage
Manage Group Participants
Moderation Queue
Admins Members Blocked Requests to Join (2)

Requests to Join

[FirstName  |[LastName | [Email Address f searcn |

Approve Decline Decline & Block

Send an Announcement
Send Invitations

Pre-approve People

O Recent Requests ~
Members O , Carlos
Invited members Requested on 1/27/2016
Pre-approved Approve - Decline - Decline & Block - AddNote - SendMessage
[} Eia Tondro, R Douglas st
Group Seftings 3{ 1 Requested on 12/30/2015

Group Information Approve + Decline + Decline & Block + AddNote -+ Send Message

FIGURE 16-17: Group Rules Approve || Decline | Decline & Block
See who is Templates Previous | Next 1-20f2 First | Last
waiting to be
approved to your
LinkedIn Group.

Change Owner

Delete Group
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TIP

4.

To accept people, select the check box next to each person you want to
approve to join your LinkedIn Group, and then click the Approve button.

You can approve people individually or all at once if you want. You can always
select the person’s name on the list to read his LinkedIn profile and decide
whether he belongs in the group or send him a message through his profile.

To refuse membership, select the check box next to each person you want to
decline membership to the group, and then click the Decline button.

You can also click the Decline & Block button if you want to permanently block
someone from trying to join the group. In addition, you can click the Add Note
button to create a note for this entry that is only visible to any group adminis-
trator, but not the person in question. This note can be used as an internal
reminder or a record-keeping function. Finally, you can click Send Message to
send someone a message via LinkedIn.

Similar to the approval process, you can decline people one at a time or all at once.
(The easiest way to select everyone is to select the empty check box at the top of
the list; the one with no name associated with it.) In either case (approval or
decline), the user’s name disappears from the Request to Join page. Lastly,
remember that you can remove someone from the group membership at any time
after you initially approved him.

If you're going to decline someone, you may want to click the Send Message link
first, before declining him, and let him know why you are declining his request.
After you decline that person, you won’t be able to send him a message without
using the InMail system.
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IN THIS CHAPTER

Exploring ways to market yourself
through LinkedIn

Marketing your business using
online strategies

Getting to know your prospects and
preparing to meet with them

Following up on LinkedIn with future
prospects in mind

Using Sales
and Marketing
Techniques for
Yourself and
Your Business

n this part of the book, you find out how to start applying everything the previ-

ous parts cover about how to use LinkedIn for specific situations and needs.

After all, every great invention needs to fulfill some sort of purpose, and
LinkedIn is no exception. Its value is not just in how it allows you to network and
build your brand, but also in how you can use LinkedIn to handle other tasks more
easily and effectively.
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In this chapter, I discuss the age-old disciplines of sales and marketing, including
how to generate sales and how LinkedIn can affect your entire sales cycle. LinkedIn
can help you “spread the gospel” of your business mission by serving as a vehicle
for positive and rich marketing messages about both you and your business,
whether it’s a start-up, personal service provider, or a Fortune 500 company. Part
of the power of LinkedIn comes from involving others in your marketing initia-
tives, so I cover some ways for you to do that as well.

Marketing Yourself Through LinkedIn

286

When it comes to maximizing the benefit you receive from LinkedIn, you are your
biggest advocate. Although your network of connections is instrumental in help-
ing you grow, much of your marketing happens without your being involved. After
you create your profile, that and any other LinkedIn activity of yours are read and
judged by the community at large — on the other members’ own time and for
their own purposes. Therefore, you want to make sure you’re creating a favorable
impression of yourself by marketing the best traits, abilities, and features of you
and your business. Because of the nature of LinkedIn, this marketing occurs
continually — 24/7. So, you should look at LinkedIn as something to check and
update on a continual basis, like a blog. It doesn’t mean you have to spend hours
each day on LinkedIn, but a little bit of time on a consistent basis can go a long
way toward creating a favorable and marketable LinkedIn identity.

The following sections look at the different ways you interact with LinkedIn, and
what you can do to create the most polished, effective LinkedIn identity possible
to further your marketing message.

Optimizing your profile

In Chapter 3, I discuss building your professional profile on LinkedIn, which is the
centerpiece of your LinkedIn identity and your personal brand. I refer to your pro-
file throughout this book, but here, I focus on ways for you to update or enhance
your profile with one specific goal in mind: marketing yourself better or more
consistently. As always, not every tip or suggestion works for everyone, and you
might have already put some of these into action, but it’s always good to revisit
your profile to make sure it’s organized the way you intended.

To make sure your profile is delivering the best marketing message for you,
consider these tips:

3 Use the Professional headline wisely. Your Professional headline is what
other LinkedIn users see below your name even when they're not looking at
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your full profile. I've seen some users stuff a lot of text into this field, so you
should have enough space to communicate the most important things about
yourself. If you have specific keyword phrases you want associated with your
name, make them a part of your headline.

A standard headline might read something like “Software Development
Manager at XYZ Communications,” but you can write entire sentences full of
great keywords for your headline. My client Liz Goodgold's headline reads
“Branding and Marketing Expert, Author, Coach, and Motivational Speaker.”
Think about how many people would want to connect with her!

3 Make sure you use keyword phrases that match popular keywords for
you or your business. The first step, as | just mentioned, is to put these
phrases in your headline. The second step is to make sure these phrases are
reflected in your Summary, Experiences, and Interests.

Be careful not to overuse your main keyword phrases. The search engines call

& this practice “stuffing,” which is cramming as many instances of a phrase into
your site as possible in hopes of achieving a higher ranking. If the search
WARNING engines detect this, you will experience lower ranking results.

¥ If you're available for freelance work, make sure to identify at least one
of your current positions as freelance or self-employed. Remember,
people aren't mind readers, so you need to let people know that you're a
freelance writer, website designer, dog walker, or whatever. If you look at
Cynthia Beale Campbell's profile in Figure 17-1, you can see that she’s listed
her current position as self-employed.

3 Use the additional sections in your profile to include any relevant
information that reinforces your marketing message. For example, if you
want to be seen as an expert in a given field, add the SlideShare application to
upload presentations you've given, or update the Publications section of your
profile to include the articles or books you've written, articles you've been
quoted in, focus or advisory groups you belong to, and any speaking engage-
ments or discussions you've participated in. LinkedIn has created sections like
Projects, Patents, and Certifications for you to display specific accomplish-
ments that are an important part of your professional identity.

3 Make sure your profile links to your websites, blogs, and any other part
of your online identity. Don't just accept the standard “My Company” text.
Instead, select the Other option, and put your own words in the website title
box, such as “Joel Elad's E-Commerce Education Website.” (See Chapter 3 for
more information on linking from your profile to other websites.)
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FIGURE 17-1:

Make sure to
note if you are

self-employed or
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freelance.

Market yourself as self-employed.

Cynthia (Cindy) Beale e
Campbell

Entrepreneur

United States | Management Consulting
ASTD-LA, Karl Storz Endoscopy - America, Inc., Vineyard
Bank
University of California, Irvine - The Paul Merage School of
Business

318

Send a message ‘ -

W Relationship Mm Contact Info 17 days ago

Background

E& Summary

Specializing in strategic planning, investing, and management of entrepreneurial ventures.

.
Experience

Entrepreneur
(Self-Employed)
2007 — Present (9 years)

Specializing in strategic planning, investing, and management of entrepreneurial ventures.

~ 1 recommendation

For an example of effectively linking your profile to other areas of your online pres-
ence, take a look at Scott Allen’s profile, shown in Figure 17-2. His website links
replace the bland My Company, My Blog, and My Website with his own text —
Momentum Factor, Linked Intelligence, and Social Media Is My Middle Name. Not
only does this give more information to someone reading his profile, but search
engines have a better idea of what those links represent.

Marketing yourself to your network

Optimizing your profile in the ways described in the previous section is one of the
best ways to market yourself effectively using LinkedIn. Another is to be alert to
how well you’re communicating with your LinkedIn connections. Whether it’s
automatic (like when you update your profile and LinkedIn automatically notifies
your network through a network update, assuming you enabled this option in your
Settings) or self-generated (when you use LinkedIn InMail or Messages to send a
note to someone else, which I cover in Chapter 5), this communication becomes
your ongoing message to the members of your network and keeps you in their
minds and (you hope!) plans.
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FIGURE 17-2:

Give your website
links meaningful
names.

Scott (Social Media) Allen L
Digital Marketing Strategist, Social Media Pioneer and
Online Reputation Management Expert | LION

Austin, Texas Area | Markeling and Advertising

Current Momentum Factor, Social Media Strategist, Author &
Professional Speaker

©OneCoach, Multiple Startups, About.com

University of Texas

mo

Send a message ‘ - 5,09,‘:
Last Conversafion 5 years ago
W Relationship M Contact Info W partners | =

Email Phone
IM Address T

@ Linkedin hiips:/iwww linkedin com/in/scotialien

W Tuitter ScottAllen

& Website Momentum Factor
Linked Intelligence
Social Media Is My Middle Name

Use meaningful names for your website anchor text.

The most effective marketing occurs when people don’t realize you’re marketing
to them. After all, the average American sees all kinds of marketing messages
throughout their day. Your goal is to communicate often but not be overbearing
about it so your message subtly sinks into people’s minds. If you do that, people
will think you’re grrrr-eat! (Hmm, why am I suddenly hungry for cereal?)

So when you’re contemplating how to effectively communicate with your network
connections, keep these points in mind:

3 Update your profile when appropriate. Updating your profile means that
you're sending an update of your newest projects to your network so that
your connections can consider involving you in their own current or future
projects. You don't need to update your profile as often as you update a blog,
but you certainly don't want to leave your profile untouched for months on
end, either. Useful times to update your profile include the following:

® Getting a new job or promotion
® Starting a new freelance or contract job
® Launching a new company or venture

® Adding a missing piece of your Experience section, such as adding a new
position, updating the description of an existing job, or clarifying the role of
a group or interest on your profile

® Receiving an award or honor for your professional, nonprofit, or volunteer
work
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Being appointed to a board of directors or elected to a professional
association board

Taking on new responsibilities or duties in any of your endeavors

¥ Take advantage of the “Share an Update” feature. When you specify your
current endeavors or share your thoughts or observations, several things
happen. Your profile reflects what you enter here, your network connections
see what you enter here when they read their network updates about you
(see Chapter 10 for more on network updates), and you start to build your
own microblog, in a sense, because people can follow your natural
progression.

A similar example of a microblog is Twitter. As you update your Twitter profile

@ with 140-character messages, other people can follow your activities and even
subscribe to these updates. Tie your Twitter updates to your LinkedIn account,
TIP so if you “tweet” on Twitter, those updates are automatically reflected on your

LinkedIn profile.

Some people use the “Share an Update” feature to let people know that “Joel
is getting ready for his next project” or “Joel is finishing up his fourth edition of
LinkedIn For Dummies.” Other people use the messages to show progression of
a certain task, like “Joel is currently conducting interviews for an Executive
Assistant position he is trying to fill,” then “Joel is narrowing down his choices
for Executive Assistant to two finalists,” and finally “Joel has made an offer to
his top choice for Executive Assistant.” See Chapter 10 for more on how to use
this feature.

¥ Search for, and join, any relevant LinkedIn Groups that can help you
reach your target audience. It's a good idea to participate in these groups,
but whatever you do, don't immediately start conversations just to spam them
with LinkedIn messages. When you join the group, you're indicating your
interest in that group because your profile now carries that group logo.
Membership in such groups gives you access to like-minded people you
should be communicating with and adding to your network. Spend some time
every week or every month checking out LinkedIn Groups and networking
with group members to grow your network. See Chapter 16 for more about
LinkedIn Groups.

3 Participate on a regular and consistent basis. The easiest way to ensure
a steady stream of contact with as many people as you can handle is to
dedicate a small but fixed amount of time to regularly interact with the
LinkedIn community. Some members spend 15 to 30 minutes per day,
sending messages to their connections, reading through the Groups and
Companies or Influencers page, or finding one to two new people to add to
their network. Others spend an hour a week, or as long as it takes to create
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their set number of recommendations, invite their set number of new
contacts, or reconnect with their set number of existing connections. You just
need to establish a routine that works with your own schedule.

Marketing Your Business
Through LinkedIn

LinkedIn can play a significant role in the effective marketing of your business.
LinkedIn’s value as a marketing tool gets a lot of buzz from most companies’
finance departments, especially because they see LinkedIn as a free way of mar-
keting the business. Although you don’t have to pay anything in terms of money
to take advantage of most of LinkedIn’s functions, you do have to factor in the cost
of the time you put in to manage your profile and use LinkedIn to the fullest.

Currently, LinkedIn offers your company promotion through its Company pages
section. LinkedIn ties status updates, job titles, and other pertinent information
from company employees’ profiles directly into the Company page. From each
page, you can see those people you know in the company, open career positions,
recent updates from their employees, and other pertinent facts.

If you’re a small business, you can create your own Company page. You need to
have your company e-mail address in your LinkedIn profile and be established as
a current employee/manager/owner of that company in your profile as well. I
discuss how to build a Company page in Chapter 15.

Using online marketing tactics
with LinkedIn

Marketing your business on LinkedIn involves working through your own net-
work, employing both your current list of contacts as well as potential contacts in
the greater LinkedIn community. Your efforts should also include making use of
links from your online activities to your LinkedIn profile and promoting your
business online from your LinkedIn identity. Here are some things to keep in
mind as you develop your LinkedIn marketing strategy:

3 Encourage every employee to have a LinkedIn profile and to link to each
other. Extending your network in this way increases your exposure outside
your company. And if anybody in your organization is nervous about preparing
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her profile, just tell her that LinkedIn can be an important asset in their
professional or career development. You can mention that even Bill Gates has a
LinkedIn profile. That should do the trick! (And then buy her a copy of this book
to get her started.)

3 Make sure your business websites and blogs are linked to your LinkedIn
profile. By offering your website visitors a direct view to your LinkedIn profile,
you're allowing them to verify you as an employee of the company because
they can see your experience and recommendations from other people. They
might also realize they share a bond with you and your business that they
never would have discovered without LinkedIn.

3 Make sure your LinkedIn profile links back to your business website and
blog. You not only want your visitors and potential customers to be able to
verify who you are, but you also want them to go back to your website and do
some business with you! Make sure that you, and every employee of your
company who's on LinkedIn, includes a link to your business's website and, if
there is one, the company blog.

If you have a search engine expert working for you, that person may complain
about something called a two-way link, which is a link from your LinkedIn pro-

file to your website and a link from your website to your LinkedIn profile. This
WARNING practice, known as reciprocal linking, hurts your search engine ranking. If so,

have that person identify which of the two links is more important and imple-
ment only that link.

3 Make sure that your most popular keyword phrases are in your company
or personal profile. Use sites such as Wordtracker (www . wordtracker . com)
or Good Keywords (https://.goodkeywords . com) to find the hottest
keyword phrases in your field. If your business is doing any online ad cam-
paigns, make sure those keyword phrases are the same as the ones in your
profile. Presenting a consistent image to potential customers makes you and
your company look more professional.

3 Develop relationships with key business partners or media contacts.
When you search for someone on LinkedIn, you can be precise about who
you want to reach. So, for example, if you know that your business needs to
expand into the smartphone market, you can start targeting and reaching out
to smartphone companies such as Apple, Samsung (maker of the Galaxy and
Note), and HTC (maker of the One). If you want to increase your visibility, start
reaching out to media members who cover your industry.
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Mining for Clients

It’s a big world out there. In terms of clients, you need to ask yourself who you’re
looking for. Is everyone a potential client, or do you have a specific demographic
in mind? A specific skill set? Maybe you’ve written the greatest plug-in tool for
accountants who work in the financial services industry, and you want to sell this
tool directly to your likely users. With LinkedIn, you can conduct a search to find
people who match your criteria. Then after you locate those people, it’s up to you
to approach them and close the sale, which I talk about in “Closing the Deal,” later
in this chapter.

Before you start your search, ask yourself some questions that can help you with
generating your leads:

¥ Are you looking for people with a specific title or in a particular industry?

¥ Are you looking for high-net-worth or well-connected donors for your
nonprofit organization?

¥ Are you looking for decision makers within a company, or are you seeking a
general audience? (That is, are you trying to sell into a company, or directly to
people?)

3 Besides your main target industry, can you approach related industries, and if
so, what are they?

¥ Does the location of your potential contact matter? Does making the sale
require an in-person visit (which means that the contact needs to live near you
or you have to be willing to travel to this person)?

With your answers to these questions in mind, you're ready to start searching
LinkedIn for your leads.

Generating leads with the Advanced
People search

When you’re ready to start looking for leads, I recommend jumping right in with
the LinkedIn Advanced People search, which allows you to search the database
consisting of hundreds of millions of LinkedIn members based on the criteria
you’ve established for the leads you want to generate.
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FIGURE 17-3:

Use the Advanced
People search to
find potential
clients.
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To start a search, click the Advanced link next to the Search text box at the top of
any LinkedIn page. Say you need accountants who work in the Financial Services
industry. To start such a search, you would fill in the Title field and click the
Financial Services check box, under the Industry field, of Advanced People search,
as shown in Figure 17-3, and then click Search.
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I also selected the check boxes for 1st Connections, 2nd Connections, and Group
Members. Why? When you search the LinkedIn database, your own network can
help you identify your best leads (people only two or three degrees away from you
who you can reach through a first-degree connection introducing you) if you
make sure those options are checked. When you see your search results with those
options checked, you first see which results are closely connected with you via
your connections. You can click each person’s name to read his full LinkedIn pro-
file, see how you’re connected, and decide whether you have a potential lead. (This
method usually gives you much more information than a simple Google search,
which would provide only a LinkedIn member’s public profile, instead of his full
profile.)

After you identify your best leads, you can use LinkedIn to find out what connec-
tions you have in common: Simply click the Shared Connections link under the
name for each search result. For example, say I click the 1 Shared Connection link
for Maria in my search result. I see that my friend Alyssa is the shared connection
between me and Maria, as shown in Figure 17-4, and that helps me approach
Maria, because I can ask Alyssa for an introduction or for more information about
Maria.
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FIGURE 17-4:
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When doing general prospecting, surveying the market for that “perfect lead” or,
at least, a lead in the right direction, keep these ideas in mind while filling in the
appropriate Advanced Search fields for each strategy:

3 Generalize your search. If you're looking for your ideal contacts indepen-
dently of the company they work for, focus primarily on the Title field and the
options present under the Industry header to find your leads.

3 Narrow your search. Use the Keywords field to narrow your results list when
you need to reach people within a certain niche of an industry or job.

¥ Target specific people. Use either the Company or Keywords field, plus the
Title field, to help you find specific employees in your target companies.

3 Help your product or service sell itself. Search for the customers of your
customers to get those people excited about your product or service, so that
they'll demand it from your customers! This strategy is also known as pull
marketing.

Finding the decision maker

Although generating a list of potential leads is a great first step in marketing your
product, being an effective salesperson often comes down to finding that “right
person” with whom you can present an offer to buy something. This person is the
decision maker (or the final authority, or even just da boss). You can talk to as many
administrative assistants and receptionists as you’d like, but without the exact
name or contact info of the person who makes the purchasing decisions, your
sales effort is stalled.

LinkedIn can help you reach that decision maker in the following ways:

3 Include words like Account Manager, Director, or Vice President in the
Keywords field when you perform an advanced search. If your results
show someone who's in your extended network, now you have a specific
name to mention when you call the company. | recommend you approach
that person via LinkedIn and your mutual connections first, thereby making
your first contact with her more of a “warm call” than a cold one.
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your target company. If you're trying to reach someone within a company, see
whether that person shows up as an employee on the Company page. To do so,
start typing the name of the company in the top Search box. As LinkedIn
generates a drop-down list of options, click the company name in the
Companies section of the list. Say, for example, that you need to reach some-
one within Microsoft. When you bring up Microsoft's Company page, as shown
in Figure 17-5, you get some specific information right away.

Microsoft 2718769 followers | Follow | 4
Computer Software

10,001+ empl

Home  Careers

Microsoft Showcase Pages

»

You immediately see who in your network works for this company, so you
know who to approach to pass along your request to the decision maker, or
to tell you who that decision maker is. Scroll down the page to view other
useful information, such as recent updates from the company, similar compa-
nies or topics to this company, and Showcase Pages. You can then follow that
company (by clicking the yellow Follow button) to see all its new updates and
information as part of your LinkedIn News Feed.

Take advantage of your existing network to ask for an introduction, to
seek out advice, or to point you in the right direction. Using your network
in this manner was basically the original intent of LinkedIn: You contact
someone who works at your target company and ask that contact to intro-
duce you to the decision maker. The decision maker is much more likely to be
receptive to an introduction than a cold call. Your network connection might
also recommend you to the decision maker, which carries some weight when
you try to close the deal. In addition, you may have a select group of people in
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your own network that can provide advice on who to connect with, as well as
advice or ideas on selling your product, service, or nonprofit organization.

3 Use InMail to contact the decision maker (if she is on LinkedIn) or
someone close to the decision maker. You may not have the time or
opportunity to get introduced to your decision maker, and if you're using
InMail to approach the decision maker, why not just go for the gusto and
introduce yourself directly? This is a faster option than waiting or asking for
an introduction, but there’s the chance the decision maker will ignore your
message. (In the case where the decision maker isn't on LinkedIn, use
LinkedIn to find the closest person and ask that person for help, for a
connection, or for information to help you reach the next level.) You have
to decide what's best for your situation.

Closing the Deal

Establishing a connection to the right person (the one who makes the purchasing
decisions) is half the battle in getting your product sold. However, you still have
to convince the person and close the deal. In this section, I give you some pointers
on how to put LinkedIn to work for you for the final phase of a sales effort: com-
pleting it successfully!

The key to getting the most out of LinkedIn for closing the deal is knowing that
LinkedIn has more than just names — it has detailed profiles of its hundreds of
millions of users, millions of Pulse news articles and comments, associations
made through LinkedIn Groups, and corporate information through LinkedIn
Company pages.

Preparing for the client meeting

Say that your initial conversations with your prospects have gone well and you
have been granted a meeting with a potential client to make your pitch. Whereas
you may have already used LinkedIn to gain more information about the specific
person, you can now get details about the specific industry, the company, and the
company’s potential response to your business pitch. Here are some tips on gath-
ering information about the people you are meeting and the company:

3 Read the client’s full profile to discover all you can about his interests,
likes, dislikes, and so on. You can do far more than simply scan a person’s
profile looking for past jobs and view her education to see whether she shares
an alma mater with you. A person’s LinkedIn profile can be a gold mine of
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FIGURE 17-6:
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information about that person. For example, people may include links to their
own websites, blogs, or company websites. Follow those links, especially to
blogs or personal websites, and see what you can find out. In the prospect’s
profile, look over the Interests section, their status updates, and the Additional
Information section. And don't forget the Contact Settings section — here’s
where you can find out under what circumstances this person wants to be
contacted. Be sure to respect those wishes.

Read your client’s recommendations for other people. You can gain a lot
of insight by seeing what qualities a person likes to praise in other people,
especially if your prospect has left multiple recommendations. In this way, you
also gain insight into the people he trusts, so check those people who received
a recommendation to see whether you have a connection to any of them. If so,
ask that person first for an introduction to your prospect.

See the activity your client (and the company) has on LinkedIn. If you pull
up someone’s profile, look for a section on his profile page below the sum-
mary box called Posts and click the See More link to see posts that the person
made and “recent activity” — status updates, articles he liked, commented, or
shared, and topics he follows, as shown in Figure 17-6. When you read these
items, you might gain some insight into this person’s preferences and “hot
button issues” — what motivates or annoys him.
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Also, look at the Company page, and pay attention to recent company updates. You
will get a sense of what the company is promoting, what its top focuses are, and
key company announcements. Doing so gives you more background information
and therefore more confidence; also, this type of knowledge helps you identify
interests or commonalities to enhance your sense of connection with your buyer
(and hers with you).

All these efforts are meant only to prepare you and get you closer to your prospect
or target company so that you can make your pitch. Obviously, to complete the
sale, you still need to have a compelling product, pitch, and offer for this com-

rememeer  pany. Have everything ready before you approach your prospect. Take the infor-
mation you’ve learned; lay it out and organize it around the company, the person
you’re meeting, and the opportunity you’re trying to gain; and prepare any poten-
tial questions (along with your answers to those questions) that may come up
during the meeting.

Reporting a positive sale

Reporting the completion of a sale is my favorite part of the business sales pro-
cess. You made the sale, developed the solution, and delivered it to the customer.
At this point, many people think, “Whew, I’'m done. Nothing to do now but enjoy
happy hour!” This is a common and natural response, but as a member of the
LinkedIn world, your job isn’t really done. You want to demonstrate your growth
(and your company’s growth) that resulted from handling this project to encour-
age future contracts to come your way. Here are some actions to consider after you
complete the sale and deliver the solution:

3 Invite your customer to join your network. You worked hard to earn this
customer’s trust and to meet (or exceed) his expectations by completing the
sale. As a result, you should feel comfortable enough to send him an invitation
to join your network. Doing so could keep you in contact with this customer
for future opportunities. Studies have shown that it's six times cheaper to sell
to an existing customer than to acquire a new customer.

3 Leave your customer a recommendation. After you add a customer to your
network, post a recommendation for him on the system if you feel it's
deserved. Doing so gives your customer a sense of reward for being a positive
contributor, but more important, it informs the community that you did a
project for this person, which can help you in the future. Also, the customer
may reciprocate by leaving you a recommendation, which strengthens your
profile and makes you more appealing to future prospects.

CHAPTER 17 Using Sales and Marketing Techniques for Yourself and Your Business 299



300

»

»

»

Stay in touch with your customer. You can keep track of your customer’s
activities by monitoring your network updates (if he is a part of your network).
Routinely keep in touch about the solution you delivered, perhaps to open the
conversation for selling additional products or services or maintenance
contract work.

Update your profile with the skills you acquired or demonstrated
through this sale. To be ready for future prospects who search the LinkedIn
database, it's important to have the right keywords and skill sets on your
profile so that these prospects can identify you as someone who can provide
a similar solution for them. If you're a consultant or freelance worker, you can
add the project you just completed as experience on your profile as well. (See
Chapter 3 for tips on how to update your profile.)

Tap the customer’s network by asking him for referrals. After you connect
with your customer, keep an eye on his network. If you think you see a future
prospect, consider asking your customer for an introduction or a recommen-
dation. Usually, if you provided a quality solution, the customer may readily
oblige your request, if they don't feel there is a conflict or a sense of
uneasiness.
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IN THIS CHAPTER

Understanding the types and
benefits of LinkedIn Ads

Checking out filtering options

Creating a Linkedin ad

Measuring the results and
effectiveness of your LinkedIn ad(s)

Using LinkedIn Ads

ith so many options out there on the Internet, even within the LinkedIn

website itself, it’s easy to wonder how someone can capture a person’s

attention. There are lots of ways to engage, present, and connect with
other professionals, but sometimes, an extra strategy is needed to bring the mes-
sage home. In LinkedIn’s case, it developed an advertising system where people
can create targeted messages to reach their community.

LinkedIn Ads allow businesses or consumers to create and manage their own
“self-service” advertising and create a targeted, specialized message to reach a
portion of the overall LinkedIn network.

In this chapter, I discuss the types of LinkedIn ads and some basic restrictions and
guidelines to keep in mind. I walk you through the creation of a LinkedIn ad and
go through some of the analytics and reports available for you to judge the efficacy
of your ad campaign (especially if you need to go back and make changes for more
effective results) on LinkedIn.

Understanding LinkedIn Ads

The first thing you should consider about any advertising system, including
LinkedIn Ads, is whether that system can help you reach your target audience. So
ask yourself, could you benefit from a network of over 400 million working
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professionals and business owners around the world? If the answer is no, then
perhaps you should flip to the next chapter, but if the answer is yes, keep
reading.

One of the powerful aspects of LinkedIn Ads is that you can really target your
“target audience.” Given that LinkedIn knows a lot about the members who use
its site, it can help deliver your ad to a very specific target audience, depending on
your needs. Perhaps you’re only targeting business owners who live in the Pacific
Northwest and have more than 5 years of experience. Maybe you are marketing a
financial software package for accountants who work in large companies. Then
again, you could be trying to reach all the company presidents or CEO’s of small,
medium, and/or large companies. With LinkedIn, you can set one or more filters
to target only the most relevant audience for your ad, which should increase the
participation and effectiveness of your ad.

When you look at your LinkedIn home page (an example is shown in Figure 18-1),
you can see the two types of ads that LinkedIn promotes to its members:

¥ Text (and Image) ads: Just as they sound, LinkedIn Text ads offer you the
ability to create a basic ad message, which is typically displayed along the top
of the screen or on the right-most column of the LinkedIn home page or your
message Inbox, sometimes with a designated image. You can set a specific
URL that, when clicked, takes the user to a specific destination or “results”
website, either on or off LinkedIn.

3 Sponsored Updates: These updates are included in the news feed of a
LinkedIn user, but are clearly labeled as “Sponsored” so the user knows it's not
coming from one of her connections. These Sponsored updates typically
contain a link to an article, destination website, or LinkedIn company page,
and give the user the ability to interact with your company through Like and
Comment links connected to the update.

These ads allow you to drive qualified professionals to your business or LinkedIn
landing page, as LinkedIn offers you a variety of targeting options to pick the right
audience. You can control your ad budget and choose between two cost models:
Pay-Per-Click (PPC), where you pay every time a potential customer clicks the
link in your ad, or Cost-Per-Impression (CPM), where you are billed for every
1,000 times your ad is displayed on a potential customer’s screen (that display is
also known as an “impression”), regardless of whether the link was clicked.
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Examples of LinkedIn ads (Text and Sponsored Updates)

If your ad budget is more than $25,000 per month, you can have access to your
own Account Manager and more advertising options like Sponsored InMail. Visit
the LinkedIn Business Solutions page for more information at https://
business.linkedin.com/marketing-solutions.

There are elements of LinkedIn Ads that will seem very familiar to anyone who’s
engaged in some online advertising, especially if you’ve used sites like Google
AdWords or Facebook Advertising. Beyond the targeting filters, LinkedIn Ads also
lets you control the bidding amount you’re willing to spend per click or impres-
sion; run multiple variations of ads to test for the highest conversion rate; design
your ad through its website by picking text, images, and destination URLs; and
budget your spending to control daily and total ad expenditures. You get to study
the results of your ad campaign to help gauge measurable results, just like with
other platforms.

Finding Out About Filtering Options

Other advertising networks allow you to filter your target audience by a few known
attributes of the person who will see your ad — age, gender, and location of the
audience member. LinkedIn allows you to go one step further by allowing you to
search for specific criteria.
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You can use filters in LinkedIn Ads to segment your audience by these factors:

3 Company name, industry, and/or size: While you can make the argument
that someone’s employer doesn't define who they are as a person, their
employer may make a difference in whether your ad (and your product or
service, by extension) would be relevant to them. LinkedIn allows you to
specify a filter for a company name (let's say you only want companies that
include or exclude a particular word), the company’s industry (perhaps you
only want to target transportation or high-tech companies), or the company’s
size as defined by the number of employees (this means you could target
companies with fewer than 50 employees or 5,001 or more employees).

3 Job title or function: If you're trying to reach all the software developers or
Six Sigma consultants out there, LinkedIn allows you to create a Job title filter
and look for specific titles you provide. Going up one level, the Job function
filter allows you to target an audience where their job falls under a specific
function, like Information Technology, Marketing, Operations, Purchasing,
or Sales.

3 Job seniority: Okay, you've targeted your audience by job title, but is that
enough information? After all, someone who's been doing that specific job for
1 or 2 years will have different needs than someone who's been a manager
at that job for 10 to 15 years. LinkedIn Ads allows you to specify someone’s
job seniority (think of it as “years of experience”) by different levels, from
“Training” and “Entry” (think entry level) to “Senior,” “Manager,” “Director,”
“VP,” and “CX0O" (which is shorthand for any Chief Officer like CEO, CFO, CTO,
and so on).

3 Member schools, fields of study, and degrees: Let's say you are a recruiter
and you are trying to reach people based on their higher education. LinkedIn
Ads allows you to target your audience by specifying one or more names of
schools to include or exclude, as well as specific fields of study or degrees.
(For example, maybe you want to reach people with Electrical Engineering
degrees, but not people with Mechanical Engineering degrees.)

3 Member skills: You can specify one or more specific skills that LinkedIn
members have identified on their profile, so if you want to reach people who
have the same skill, you can do so in LinkedIn Ads.

3 Member groups: Someone once said that you are judged by the company
you keep, and LinkedIn Ads is no exception to that concept. You can target
your audience based on the LinkedIn Group memberships that people have.
This way, your LinkedIn ad can target people who belong to groups that
match the goal of what you have to offer.
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The best use of filters comes when you combine two or more elements to really
qualify the audience you need to reach. While it may seem that targeting project
managers is good enough, for example, you may really need project managers
with specific skills, or project managers who have done the job for 5 or more years.
Therefore, you should really think about who your target audience is, and that will
help you decide which filters to use.

Creating a New Ad Campaign

When you are ready to start a new campaign, follow these steps:

1. Hover your mouse over the Business Services link on the right side of the
top navigation bar, and then click Advertise from the drop-down list
that appears.

You are taken to LinkedIn’s advertising start page (see Figure 18-2), which
describes the features and operation of the different ads available.

Mare adveriising and markefing solufions

LinkedIn Advertising

Reach your ideal customers on the world's largest professional network

Get started

Features How it works

Professional audience
onnect with the world's largest audience of aclive, influential
unch your campaign in minutes. All you need is a

Precision B2B targeting

FIGURE 18-2: By sty i compary size
Start building " ety
your ad
campaign here. [———1 =

2. Click the Get Started button in the middle of the page.

LinkedIn takes you to its Campaign Manager start page (see Figure 18-3),
where you can choose between a Text ad and a Sponsored Update.
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FIGURE 18-3:

Choose the ad

format you

want for your
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campaign.

FIGURE 18-4:
Give your
campaign a
meaningful
name.

Linkedin Corporation © 2045 Feedback FAQ Cerfified Pariners

Joel, welcome to Campaign Manager!
Choose the option that best fits your goals.

P 1 wantto reach Linkedin members right in the Linkedin feed =3
with Sponsored Updates S —

1 want to drive targeted leads across multiple Linkedin pages Select
with Text Ads

Leam more ~

3.

Click the Select button next to the ad type you want to create.

For this example, | am going to walk through creating a Text ad. The first time
you click either ad product, LinkedIn takes you to an Ad Account creation page,
where you define your ad account name, select your currency, and specify if
you have a Company or Showcase page to tie to your account. Once you've
provided that information, you click the Next button to start building your
campaign.

Define a campaign name and, for first-time users, define the language to be
used for your campaign.

You can use up to 50 characters to define the name of your campaign, so try to
create a name that'll summarize the goals or target audience of your ad
campaign. Try to add some detail in the name in case you run multiple
campaigns to test the effectiveness of your message (for example, Sample
Campaign A, B, C, and so on). Enter the name into the box provided (see

Figure 18-4) and then click the Next button to proceed.

M campaion manacer %

age
& SoCal Comic Con - Sample Dummies Ad Account &%~ Create campaign

Create Text Ad campaign e — — —

o Great choice! Before we get started, what language do you want to run your campaign in?

Cancel campaign Save for Later m

Linkedin Corporalion ©2015 Feedback FAQ Certified Partners

Account Campaign

The language you choose should be the same one your target audience speaks

Enter a campaign name Sample Campaign Mame 1] x =

Choose language & English
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FIGURE 18-5:
Build your ad.

TIP

5.

Define the headline, copy, image, and destination URL of your ad, while
seeing a preview of your potential ad as you write it.

You're taken to the Build Ad page within the LinkedIn Campaign Manager (see
Figure 18-5), where you define the meat of your ad, starting with the destina-
tion URL. Decide whether the ad will take people to your LinkedIn page (and
then define which specific page, like a Company page), or an external website.
Define the exact URL in the My Website box provided.

8 campaion manacer
Page Account Campaign
# SoCalComic Con - Sample Dummies Ad Account X~ Create campaign
Create Sample Campaign Name 1 campaign o—9—o—9o—o

. Let's start building your ad
Craft an attention-grabbing headline, then upload an image and preview your new creation.

Where should members go when they click your ad? Preview

Add a catchy headline, image and copy

Cancel Save

Linkedin Corporalion @ 2015 Feedback FAQ Cerlified Pariners

My Page on Linkedin Tall Horizontal Long

Ads

® My Website .
Headline

hitp:/fwuw.example.com description

ex: Want to land a promotion? 2

Describe why someone should
click your ad

Show me how to wite a great ad

X v

Enter the headline of your ad and the message “copy” in the boxes provided.
You are limited to a 25-character headline and a 75-character message for your
ad, so choose your words carefully. If you are going to provide an image with
your ad, click the pencil icon at the bottom of the sample image provided to
load the image from your computer onto LinkedIn.

As you design your ad, along the right side of the screen you see a preview of
the finished product (see Figure 18-6 for an example). You can choose different
formats for your ad, like Square, Tall, Horizontal, or Long, if you are designing a
Text ad.

Once you've defined everything and picked your ideal format, click the Save
button at the bottom right of the screen to proceed.

If you are unsure about whether the content of your ad will be allowed, you
can read more about LinkedIn's ad guidelines by going to https: //www.
linkedin.com/legal /pop/pop-sas—guidelines.
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FIGURE 18-6:

See how your ad

will display to
users on-screen.
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A

WARNING

) camepaion manaser B

Page

X

& 5o Cal Comic Con - Sample Dummies Ad Account L3~ Create campaign

Create Sample Campaign Name 1 campaign e—e

Let's start building your ad
A Craft an attention-grabbing headiine, then upload an image and preview your new creation

Where should members go when they click your ad? Preview

® Wy Website

Add a catchy headline, image and copy
Wanna see comic creators? 0
Leam more about the So Cal e
Comic Con in San Diego, CA!
Show me how to write a great ad

Cancel save

Linkedin Corporation ® 2015 Feedback FAQ Ceriified Pariners

Account Campaign

My Page on Linkedin Square Tall Horizontal Long

Ads

Wanna see comic creators?
m Learn more about the So Cal Camic Con

I socalcomiceon.c
hitpwwwsocalcomiccon.com Lean more sbout

6.

See a preview of what your ad will look like on-screen.

Make variations of your ad to test out the effectiveness of different text
messages and/or images.

LinkedIn offers you the ability to create up to 15 variations of the same ad so
you can see which combination of text and image is the most effective in
gaining attention. Simply click the Create Another Ad link in the middle of the
page (see Figure 18-7) and repeat Step 5. Click the Next button when you are
satisfied with the number of ad variations for this campaign.

Use the targeting filters to come up with your ideal target audience for
your ad.

LinkedIn allows you to target potential ad viewers using the information
LinkedIn has for their account. You can target based on location, job title,
company name/size, and other elements like field of study, skills, degrees,
group affiliations, or demographic information like their gender or age. Simply
click the particular criteria (see Figure 18-8) to set the desired value. As you add
filters, your potential audience number will update along the right side of the
screen. Repeat the process until you've defined all your criteria, and then click
the Next button to proceed.

As of this writing, a location filter is required; you can only target up to 10
regions, sub-regions, or countries; and your ad must be able to target at least
1,000 potential viewers, so you can't use too many precise filters.
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FIGURE 18-7:
Create variations
of your ad to find

the most effective
mix of text
and image.

FIGURE 18-8:
Define your
target audience
with built-in
filters such as
location.

Fage Account
@ So Cal Comic Con - Sample Dummies Ad Account -

Campaign
Create campaign

Create Sample Campaign Name 1 campaign

Let's start building your ad
Craft an attention-grabbing headline. then upload an image and preview your new creation

Craate another ad

Tip: Create up to 15 ad variations to see
which combination of text and image is
most compeliing to your target audience.

Linkedin Corporation © 2015 Feedback FAQ Ceriified Partners

Should | create multiple ad versions?

[orerrine] (e, |

@ Whal location 4o you want [0 arget?

include + | Start typing a country, state, city, or town... See fulllist

include Greater San Diego Area »  Orange County, Calforia Area
Greater Los Angeles Area

(® What ages do you want to target?

v/ 18-24 3554
| 25-34 55+

4% What gender do you want to target?
All
Female

@ male

Select specific targeting criteria to zero in on your ideal audience:

Company name  Company industry ~ Company size Job title Job function
Job seniority ~ Member schaols  Fields of study Degrees Member skills
B -3 B &# A
Member groups
iy n o

| Help my campaign reach new audiences similar to my targeting critetia with Audience Expansion. @

Cancel campaign

Your estimated target
audience

729,000+ Linkedin members

@ Greater San Diego Area, Orange County
California Area, Grealer Los Angeles

a
@ 18242534
a8 el

@ Audience expansion: Enabled

Hoiw do | target the right audience?

savetor Later | [ <previous | [T
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FIGURE 18-9:
Set your spending
limits for your ad.

A

WARNING

8.

Determine your bid type, bid amount, daily budget, and start date for your
campaign.

Once you've defined your ad and your targeting filters, LinkedIn will prompt
you to set your spending limits for this campaign, as shown in Figure 18-9. You
can decide between cost per click (CPC) and cost per impressions (CPM). Based
on that decision, you can set the bid amount and daily budget amount. As for
start date, you can choose for the campaign to start immediately after being
approved, or set a start date in the future. If you click the Show More link, you
can pick an end date for your campaign as well. Click the Next button when
you're ready to proceed.

M campaien manacER

Page

& SoCal Comic Con - Sample Dummies Ad Account %1~ Create campaign

Create Sample Campaign Name 1 campaign o—O0—o 9o

e Let's figure out how much you'd like to spend on your campaign

Cancel campaign Save for Later | | < Previous

Linkedin Corporation @2015 Feedback FAQ Certified Partners

Account Campaign

Tell us your bid type and budget and when you'd like your campaign to start

Bid type @ ® Cost per click (CPC) Cost per impressions (CPM)
Pay when someone clicks your ad
Bd® 596 Suggested bid fo reach the majorty of your audience is $5.96

(Other advertisers are bidding between $5.96 - 510.37)
Minimum bid: §2.00.

Daily budget @ 25,00 Minimum budget $10.00
Your campaign's actual daity spend may be up to 20% higher. Leam more.

Start Date @ * Start immediately

Schedulestart | oy

 Show mare 1want 10 leam more about campaign budgeting

0.

As of this writing, you must assign a minimum CPC bid of $2 per click and a
minimum daily budget of $10.

Provide a valid credit card for LinkedIn to bill when your ad campaign is live.

LinkedIn provides you with a summary and asks you to enter a valid credit card
into the prompts provided on the page (see Figure 18-10) so it can bill your
card after people start clicking your ad or LinkedIn displays your ad with
enough impressions to incur a charge on your ad campaign. After you enter
your payment method, scroll down and click the Review Order button so
LinkedIn can store that payment information.
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FIGURE 18-10:
Provide LinkedIn
with your billing

information.

{3 campaion manacer B

Page Account Campaign
& SoCal Comic Con - Sample Dummies Ad Account 1%~ Create campaign

Create Sample Campaign Name 1 campaign o—0o o0 0@

Last step, let's get ready to launch your new ad campaign!

Before we do, we'l double-check your details, then gather your payment info

@ Your account details

Your campaign ready to launch:

Sample Campaign Name 1 | Text Ad Campaign
Start Date: 1/15/2016, Bid: $2.00 CPC, Daily Budget: $10.00

Hew billing works

You only pay when someone clicks your ad. We'll charge your card automatically as your ad receives clicks and
impressions. You can edit your campaign at any fime_ Leam more

9 Payment Why g0 we need this?
First name* Last name™
Joel Elad
Credit or debit card number* Expiration date” Security code*
MM | ~ YYYY - ==

10.  scroll down and click the yellow Launch Campaign button to start your

ad campaign.

That's it! LinkedIn needs to manually review your ad to make sure you are
complying with its ad guidelines, but that process usually takes an average
of 12 hours or less, depending on what day and time the campaign was

submitted to LinkedIn. Once the ad is approved and running, LinkedIn will

send you a notification.

Managing Your LinkedIin Ad Campaign

After your ad campaign is approved and starts appearing on your audience’s
LinkedIn web pages, the LinkedIn Campaign Manager will be able to start display-

ing relevant information about the performance of your ad campaign.

The Performance page (see Figure 18-11) will summarize the following aspects of

your campaign:

¥ Impressions

¥ Clicks
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FIGURE 18-11:
Measure the
performance

of your

LinkedIn ads.

¥ Social Actions (Likes, Comments, Shares, Follows)

» XXX spent

You can also pick a metric, like Clicks, Impressions, or Average CPC, and have
LinkedIn create a line graph showing the data as far back as the most recent day,
week, or month of the campaign, or the life of the campaign. LinkedIn also pro-
vides a Click Demographics screen that aggregates the data for each person who
clicked on your ad in terms of his job function, industry, title, seniority, and other
factors. This way, you can see if your ad is appealing to a specific demographic.
This data is especially useful if and when you decide to revise your campaign.

At any time, you can go back and edit your existing ad campaign, changing every-
thing from the ad elements (the image and text of your ad), to the audience (the
targeting filters you defined), to the bid amount and budget for your ad. Once you
save your changes, LinkedIn will update your ad campaign with the newest choices
you made.

l" — o o Campaigns x- Croale campaign =

All eampaigns (12) ~

2,2?4,546 22,204 1,888 $56,387.24

me series Click demographics

Show data for past 30 days ~

&y, W Masketing (50%) W Marketing (90%) y W Senior (50%)

W Advertising (5%) \ W Manager (10%)
EE I Higher Ecucation (456) B Director (10%)
W Financial Services (1%) l W Enwy (10%)
d : W VP (10%)
B Owner (3%)
Junior (8%)
I Greator NY Avea (0] B 51-200 empioyees (507}
W Toronto, Cansda (109%) W 1150 employees (10%%)
B San Francisco Bay (1036) ""P B 201-500 employees (10%)
B Greater Ghicsgo (109} ' ﬂ I Maysalt ondy [10%)
I Greater Boston (10%) 5011000 employees (10%)
I Grester Atianta Area (5%) 10000+ employees {5%)
= 1410 employees (59t}
A OneOff - Performance  Social Actions  Budget ats Downlosd
Total 2264596 22204 1.02% 1,088 2990 113%  $278 $2780  $66.097.24
campaign | e

campaign WO s 4 os 5106 088 s110 sams
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TIP

When you look at these metrics and think about how to improve your results, keep
these points in mind:

3 Drop the worst performing variations. If you created multiple variations of
your ad, go back and delete or disable the ones providing the lowest click-
through rates. This will raise the effectiveness of your overall campaign and
increase the impressions as LinkedIn will be more motivated to serve up a
higher-performing campaign so it earns more money for that advertising slot.

3 Change your destination URL. The problem may not be with your ad, but
with the conversion page the potential customer reaches after clicking your
ad. If you use analytic software on your own website, you can see if people are
leaving your destination URL after arriving from LinkedIn without acting on
your call for action.

3 Consider using a face as your ad image. Other advertisers have mentioned
that the best-performing ads they've experienced were ads that used a picture
of someone’s face as opposed to a logo or product image. Since you are
limited to a 50 pixels-by- 50 pixels image, you cannot use a complex or
text-laden image. You can best connect to your audience with a visual image
that's inviting and personal, like someone’s face.

3 Ask for the click. While you are limited to only 75 characters, you should
specify for readers to click the link, not just describe what you are offering. As
a bare minimum, give readers a good idea of what they are receiving and/or
how your offer can improve their life with a tangible benefit.

3 Test out new content. Once you have been running a campaign for a while,
try out new content in your ad. It'll catch the attention of people who have
already acted or dismissed your previous ad and raise interest and
interaction.

3 If you run a Sponsored Update, pay attention to the comments it
receives. If you want your Sponsored Update to perform better, be sure to
Like the update yourself, have your employees engage with the update, and
answer any comments from customers that the update may be receiving.
That interaction and involvement will raise the update’s visibility and hopefully
gain you further engagement and a positive brand image.

As you progress with your LinkedIn ad campaigns, you can also utilize tools like
AdStage’s All in One Advertising platform to help you with all your online ad cam-
paigns. Go to www.adstage . io for more information. You can see AdStage’s home
page in Figure 18-12.
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' Ad S tau E FEATURES NETWORKS PRICING COMPANY

All-In-One Advertising Platform

MANAGE GOOGLE, BING, FACEBOOK, TWITTER & LINKEDIN AD CAMPAIGNS IN ONE PLACE

Sign Up Now

Wity -
Wi

FIGURE 18-12:
You can use
advanced tools
like AdStage to
help manage
your ads.
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IN THIS CHAPTER

Using other types of services with
Linkedin

Creating a focus group to gain
knowledge and expand your
opportunities

Using LinkedIn to smooth the way
when relocating

Miscellaneous
Creative Uses
of LinkedIn

hen you think of a business networking site such as LinkedIn, the most

obvious applications spring to mind pretty quickly: finding a job, find-

ing an employee, meeting new people, building a new business, getting
funding and partners for that new business, and so on. But LinkedIn has acquired
even more uses than the obvious ones. The power of the Internet and hundreds of
millions of LinkedIn members have encouraged people to use this large commu-
nity to accomplish other goals, both close to home and around the world.

In this chapter, I give you a look at some of the creative uses that people have found
for LinkedIn. Some people use LinkedIn in combination with other services, such
as Google Alerts. Other people use LinkedIn as a gathering place to find recruits to
help mold a new venture. Yet others have been using LinkedIn to meet each other
in person! I describe these endeavors as well as provide several case studies with
some points to keep in mind if you feel like doing something similar.
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Mashing LinkedIln with Other Services
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One of the trends on the Internet over the years has been the creation of mashups.
No, ’m not talking potatoes here. A mashup is created when somebody takes data
from more than one application and puts that data together into a single new and
useful application. For example, say you combine real estate sales data from a
database application with the Google Maps application, enabling a search result of
the real estate data to be mapped onto a satellite image on Google. The satellite
image represents a mashup because it’s a new, distinct service that neither appli-
cation provided on its own.

Something similar to the concept of mashups occurs with creative uses of
LinkedIn. As LinkedIn continues to evolve and its members use more and more of
LinkedIn’s functionality, new uses for LinkedIn continue to emerge, especially as
part of a user’s Internet exploits. The following sections describe a smattering of
these mashups.

LinkedIn and Google Alerts

LinkedIn + Google Alerts = Better-informed communication

I got this tip from Liz Ryan, a workplace expert, author, and speaker, as one of her
top ten ways of using LinkedIn. It has to do with using both sites as a business tool
when you’re trying to reach out to an important potential business contact who
you do not know. It works like this:

1. Click the Advanced link next to the search box on the top of any LinkedIn
page to bring up the Advanced People Search page.

2. Fillinthe appropriate fields to search for the name of a person at a company
who is relevant to your situation, and with whom you would like to connect.

3. Armed with the name that turned up in the results, set up a Google
Alert (by going tohttps://www.google.com/alerts) with the person’s
name and the company name so that Google notifies you when that
person is quoted or in the news.

When you go to Google’s Alerts page (as shown in Figure 19-1), you simply enter
the person’s name and company name in the search query box, and then configure
how you want Google to alert you by clicking the Show Options link and then set-
ting the How Often, Sources, Language, Regions, and How Many filters below the
search query box. Finally, you set the e-mail address you want the alerts to be sent
to with the Deliver To drop-down list option. Click the Create Alert button, and
you’re good to go!
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FIGURE 19-1:
Google can
automatically
send you
specific alerts.

A

WARNING

Alerts

Monitor the web for interesting new content

Bill Gates Microsoft

How often Atmost once a day B

Sources Automatic <

Language English B

Region Any Region B

How many Only the best results =

Deliver to jolelad@gmail.com B
CREATE ALERT Hide options «

Alert pre

NEWS

Visual China Group Acquires Bill Gates-Owned Corbis Entertainment's Image
Library, Taps Getty ...

Seattle-based Corbis, owned by Microsaft founder Bill Gates, will focus on its

“entertainment advertising business” and "will be rebranded in the

When you receive a notice from Google Alerts, you have a much better idea of what
the person is working on as well as his impact at the company. This knowledge
gives you an icebreaker you can use to strike up a conversation. Rather than send
a random connection request, you can reference the person’s speech at the last
XYZ Summit or agree with his last blog post. You show initiative by doing the
research, which can impress or flatter the contact and give you something to refer
to when you talk about his accomplishments or innovations.

Don’t overuse all this information you get when you contact the person, or, as Liz
Ryan warns, he might think you’re a business stalker.

LinkedIn Archives and Data Syncing

LinkedIn Archives + Data Syncing = Ready to build Rolodex

There is a wealth of information contained in your LinkedIn account — from your
list of connections to your experience, education, skills, and other profile infor-
mation, to your status updates, long-form publisher posts, and publications
posted through LinkedIn, and much more. As time goes on, the information from
this account may contain more up to date info than your e-mail or contact infor-
mation systems. If you’re in a sales position, in particular, your contacts and daily
information is your lifeblood, and that data is crucial to your ongoing survival.
Today, there’s an easy way to capture that data and use it for other programs to
help you manage your life.
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LinkedIn allows you to request an archive of your data, which means you can
download files that contain all your account activity from the moment you joined
LinkedIn to today. This means all of your connections and contacts, as well as
your profile data, messages sent and received, recommendations written and
given, and so on. This data is downloaded as Comma Separated Value files, which
can be easily imported to a data syncing platform like Evernote, so your data can
be available across all your devices.

To benefit from this feature, follow these steps:
1. Log in to your LinkedIn account. Hover your mouse over the Account &
Settings icon (your profile picture) from the top navigation bar, and then
click Manage (next to Privacy and Settings) from the drop-down list

that appears.

Doing so takes you to the LinkedIn Account & Settings page.

Click the Account category from the bottom left side of the Settings box,
below Groups/Companies/Applications, and then click the Request an
Archive of Your Data link.

When you click the Account category, you will see the account settings page,
as shown in Figure 19-2. The Request an Archive of Your Data link is on the
bottom right of the screen.

Joel Elad Need help

i‘!‘ ’ Member since: May 12, 2006
=

Password Change Payment
« Manage personal account

Primary Email Change/add * View purchase history

Your active sessions

Phone numbers Addiremove « Seawhere you're signed in

Account Type: Business Plus Get More When You Upgrade!

* Manage or cancel your Premium * More commi
account

* Enhanced search tools

Upgrade

FIGURE 19-2:

Go to your
LinkedIn account
settings to
download data.
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o Profile Privacy Controls

Manage Advertising Preferences

™ Communications Settings

. Change your profile photo & visibility »
5 Groups, Companies &

Applications Showahide profile pholos of other members
Manage home page content you are hiding
f
(U Account Seled your language

Manage security seftings

Help Center About | Careers Adverlising | Talent Solutions | Sales Solutions = Small Business

Linkedin Corporation © 2016 | User Agreement | Privacy Policy = Ad Choices | Community Guidelin

Email, Phone & Password
Add & change email addresses

Manage phone numbers

Change password

Helplul Links

Upgrade your account »

Downgrade or cancel your premium account »

Request an archive of your data »

Close your account »

Mabile | Language = Upgrade Your Account
s | Cookie Policy = Copyright Policy = Send Feedback

Request an Archive of Your Data link
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FIGURE 19-3:
Request an
archive of all
your LinkedIn
data to date.

3. Click the Request an Archive of Your Data link to bring up the Request Your
Data Archive page, as shown in Figure 19-3.

The Request Your Data Archive page contains links to the LinkedIn Help
center’s overview of what comes with your archive.

Request your data archive

Download your Linkedin data
Did you know you can request an archive of your activity and data on Linkedin anytime?

Within minutes, you'll get the archived information that's fastest to compile including things
like your messages, connections and imported contacts. We'll send you an email with a fink

where you can download it right away. _
Request archive

Yaou'll get an email with a link where you can download the second part of your data archive
in about 24 hours. You'l also be able fo access your archive by going to your setiings,
selecting the Account 1ab, and clicking Request an archive of your data. Want more
details? Just visit our Help Center.

Here's what's included
Your data archive will contain the information Linkedin has stored for you including your

activity and account history, from who invited you to join, to the time of your latest login. For
the full list, visit our Help Center.

Help Center  About Careers = Advertising Talent Solutions ~ Sales Solutions ~ Small Business Mobile Language ~Upgrade Your Account

Linkedin Corporation © 2016 User Agreement  Privacy Policy = Ad Choices  Community Guidelines  Cookie Policy ~Copyright Policy ~ Send Feedback

4. Click the Request Archive button to start the Linkedin data download
process.

The data archive will come in two pieces. A short time after you click the
button, you will get a file with the easier-to-collect parts of your data archive,
like messages, connections, and any contacts you imported to LinkedIn. Within
24 hours, on average, you will get an e-mail with instructions on how to down-
load a second file containing the rest of your LinkedIn data.

Once the data is all downloaded to your computer, use your favorite information
storage program, like Evernote, to upload this archive and keep track of your
LinkedIn connections and activity.

LinkedIn and Evernote work together

LinkedIn + Evernote = Automated networking processes

If you use Evernote to help control all the information you record and access on a
constant basis, now you can benefit from an official integration between Evernote
Premium and LinkedIn to help make your networking life much easier. Evernote
has a feature in its mobile app that allows you to photograph a business card and
Evernote will parse that picture to pull out all the key contact information. More
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FIGURE 19-4:
Evernote
integrates
LinkedIn
information

when you meet
someone new.

320

A

WARNING

importantly, it will use the e-mail address from the card and scan LinkedIn to see
if that person is already on LinkedIn. If so, Evernote will display his LinkedIn
profile information within Evernote and allow you to instantly send an Invitation
to Connect. This way, you can meet someone, get his business card, instantly add
this person’s information to your contact program, and send him a LinkedIn invi-
tation while you’re still in front of him!

Figure 19-4 shows an example of how a business card looks after it’s been scanned
into Evernote using the Evernote mobile app. If the person is a LinkedIn user, then
Evernote imports that person’s profile photo, name, company, and title from his
LinkedIn profile and assigns him to the corresponding fields within the Evernote
record, which is indicated by the LinkedIn icon next to those fields. Once this inte-
gration has occurred, Evernote helps you send a LinkedIn invitation to this new
contact from the Evernote screen.

General Manager

> +16501234567

As of this writing, you are not able to send customized invitations with this fea-
ture, so the person will be getting a generic invitation message. However, if you
inform the person of this incoming invitation when you are face-to-face, it miti-
gates the impersonal nature of the invitation.

Beyond the business card feature, Evernote allows you to store templates you can
use when you send out customized invitations, invitation responses, or responses
you make commonly when interacting with people. However, any storage pro-
gram can hold your templates, whereas Evernote is currently the only app that
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FIGURE 19-5:
Give Evernote
authorization to
interface with
your LinkedIn
account.

integrates with business card scanning. When you want to add this functionality
to your Evernote app, follow these steps:

1. Gotothe Evernote app and click Settings. Scroll down until you see the
section on Camera and click the Camera heading.

You see the settings page for Evernote using your mobile device's camera,
including a link for Business Cards.

2. Click Business Cards. You are asked to log into LinkedIn (see Figure 19-5) and
give your authorization to connect your LinkedIn account with your Evernote
account.

Linked )

Everncle would like to access some of your
Linkedin info

Sign in and allow

Congratulations! Your Evernote and LinkedIn accounts are now connected. The
next time you take a picture of a business card, you should see the LinkedIn
integration at work.

Building Your Focus Group

In other chapters, I tell you about the potential for finding qualified employees
and customers using LinkedIn, and how LinkedIn can help you perform market
research and gauge reactions to a product using advertising. Here, I want to take
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WARNING

these ideas one step further and discuss how LinkedIn can help you build a focus
group for your new or next project.

Here are some ideas to keep in mind if you want to build your own focus group
using LinkedIn:

»

»

»

»

»

Start by building your network. Your best participants in this group are
first-degree connections of yours (or of another employee of your company)
because those people are most likely to join based on your recommendation
and how well they fit your group’s purpose. Try to network and invite potential
candidates right away.

Build your accompanying website before building the group. Your focus
group participants will want to see something before deciding to join and
participate, so make sure you've spent some time building an informational
web page, e-mail, FAQ, or other system that is available for viewing before you
start to build your group.

Use your first-degree connections to expand your network. After you've
rustled up some involvement there, expand your group by asking for referrals
or introductions to potential second- and third-degree network members or
general LinkedIn members who might add some value and insight to your
process.

Odds are your focus group will be Closed, or invisible to searches, so you will
need to rely on invitations or word of mouth to gain a targeted and screened
audience for your focus group.

Continually send out updates. You should always be sending out some
form of update, whether you do so by filling out the status update option,
using LinkedIn Messages, or going through your own e-mail system. Don't
deluge people with messages — but also don't ask them to sign up and then
be silent for weeks or months at a time. Keep your group members informed
and ask for input when needed.

Ask for recommendations. As group members get introduced to your
product, ask them for a recommendation on your profile if they liked or
approve of the product. Getting their feedback or recommendations helps
build future involvement when your product is live and ready for the mass
market.
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Using Location-Based LinkedIn Ideas

It’s easy to forget the importance of location when you have easy access to such a
resource-rich community as LinkedIn. After all, you can communicate with your
contacts through LinkedIn Messages, send recommendation requests or post ques-
tions, or grow your network without leaving your computer. When you’re done
using your computer, however, you need to interact in the real world, whether your
interaction amounts to shoveling snow or catching a plane to a far-flung conven-
tion. When it comes to what I call “location-based” situations, meaning that the
problem or situation is tied to a physical spot, you can discover solutions with the
help of LinkedIn.

The best use of LinkedIn for location-based problems is this: Your network is
typically spread out across the country and across the world. Therefore, not only
can you tap someone’s professional experience, you can also tap his knowledge or
presence in a specific geographical area to help you solve a problem. Take a look
at three different location-based situations.

Building your network before moving
to a new city

These days, when you have to move to a new city, you can do a lot of planning for
it on the Internet. You can research the neighborhoods, look into the school sys-
tems, and shop for homes online. You can take this one step further if you plan to
move to a different country, and you need information on local customs, cultures,
and practices. But what about the questions you can’t seem to answer through a
web browser? What about the “local knowledge” of where to go and where to
avoid? LinkedIn can help.

Every LinkedIn user has defined her location, so you can do a search and figure out
which LinkedIn users live in your target area. If nobody in your network is from
your target area, start networking and expand that network to include people who
reside (or used to reside) in that area who can help.
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HELLO? ANY OPPORTUNITIES OUT EAST?

Chuck Hester had a problem. He had to relocate his family from California to Raleigh,
North Carolina, and he didn’t have a job for himself when he would arrive. In fact, he
didn't know anyone in Raleigh — but what he did have was a rich LinkedIn network.
Hester quickly saw the value of LinkedIn and started contacting people and building
relationships, driving his number of connections into the thousands.

Hester started networking with everyone he could who was located in Raleigh. He
tapped his existing network to put him in touch with like-minded individuals who lived
in the area and kept searching for contacts. One of the contacts he made was the chief
executive of iContact, an e-mail marketing company. Hester turned this contact into a
job interview, and he became the corporate communications manager for iContact.
Even virtual persistence can pay off! Today, Hester continues to grow his LinkedIn net-
work, and he even encourages his local contacts to network “Live,” or use LinkedIn Live,
to be specific — a feature that | cover later in this chapter.

Here are some specific actions you can take through LinkedIn to help you with the
big move:

3 Use LinkedIn Groups to find your community. Not every group on LinkedIn
is directly related to software development or venture capital. You can look for
specific groups of people who share a common skill through LinkedIn Groups
(see Chapter 16 for more information on how to do this), join the group and
start a discussion topic with your question, and see what the community says
in response. Take a look at Figure 19-6, which shows how a search for a
specific city, such as New York City, yields thousands of possible groups. You
can narrow your search by adding a specific profession or interest, then click
Join to access the group.

¥ Start as early as possible. Building a region-specific network takes time as
you recruit new members, ask your existing contacts for referrals, and search
for specific people who match the location and either an industry or job title.
As soon as you sense that a move is necessary, or maybe when you're mulling
over whether to move, start building your network so that you can tap those
people for location-specific information before you actually move.

3 Consider Chamber of Commerce groups. Do an Internet search for
Chamber of Commerce groups in your new area and see if they have a
LinkedIn Group or their own website. These groups often have excellent
resources for people who are relocating and looking to learn more about the
area, especially for local business needs.
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FIGURE 19-6:
Look for groups
based in your
target city.
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l’lﬂ Welcome to the New York City Paralegal Association (NYGFA),
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Similar

The Association of Fundraising Professionals (AFP})
AFP  New York City Chapter
“ NYCAFP is home 1o New York City's fundraising community,
Fundraising Day In New York, and great ideas for development

Similar

3 Look for contacts who used to live in your new city. You might try entering
the location of your new city in the Keyword search field rather than the
Location field. By doing so, you might find first-degree connections or
second-degree network members who used to live in your target area but
have since moved; they might reference their past locations in their profiles.
Contact those people and see whether they can introduce you to any contacts
they may still have in that target area, regardless of whether those contacts
are on or off LinkedIn.

Arranging face-to-face meetings
when traveling

LinkedIn can serve as a wonderful resource even when you’re not moving to
another city but simply traveling for business or personal reasons. Say that you
know you have some extra time on your trip, or you want to make some local con-
nections to reinforce your business trip. Why not tap your LinkedIn network and
visit your contacts in person?

A growing practice of busy LinkedIn professionals who travel is to arrange face-
to-face visits with other LinkedIn members during a business trip. This way, the
traveler can meet with someone she is familiar with who could share similar
interests and goals. Also, both people get a chance to expand their networks by
creating a stronger connection. To bring about in-person meetings, most people
either post something to LinkedIn Groups or send a message to targeted members
of their networks.
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If you’re interested in making your next trip more of a LinkedIn adventure, keep
these tips in mind:

3 Provide enough notice to attract people’s attention. If you're putting up a
post on Monday night that you're available for Tuesday lunch, you probably
won't get many responses in time to set up anything meaningful.

3 Don't give too much notice, or your visit will be forgotten by the time
you arrive. Some notice is necessary to get on people’s calendars, but too
much notice will make people forget as your visit gets closer. More than two
to four weeks in advance is probably too much notice.

3 Be specific about your availability. It's great that you want to get together,
but you probably have other plans when you're visiting. Therefore, when you
contact other members, offer a few choices of when you can get together —
and be specific. For example, you could say, “Hey, I'm going to be in San Jose
for most of next week. Who's available either Monday night or Wednesday
lunchtime to get together?”

3 Use your get-together to help prepare for business. Your get-togethers
with people in other cities don't have to be purely social. Say that you know
you're traveling to that city for an interview. Perhaps you want to send a
targeted message to a few contacts who used to work for your target
company and ask to meet them in person before your interview so that they
can help you prepare. Or maybe you want to practice your sales presentation
on a knowledgeable person before you go into someone’s office to do the
real thing.

Networking with LinkedIn... in person!

Social networking is a great way to stay connected, grow your personal and pro-
fessional contacts list, and learn about new opportunities. But after lots of e-mails,
Instant Messages, and discussion boards, sometimes you just want the experience
of meeting someone face to face. Many LinkedIn members feel this way and use
the virtual power of LinkedIn to bring together people in the real world. Although
online methods can expedite the process of finding the right people, they can’t
replace the power of face-to-face networking.

You can find all sorts of “chapters” of in-person networking groups inspired by
people first meeting on LinkedIn and then connecting in-person with people from
their network at a live event. Besides Linking the Triangle in North Carolina, I’ve
discovered LinkedIn Live or LinkedIn Face-to-Face events in Miami, Dallas, and
Denver — and there may well be more.
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LINKEDIN LIVE

If you use LinkedIn and you're in the Raleigh-Durham area of North Carolina, odds are
you've heard of Chuck Hester. “I'm known as the Kevin Bacon of Raleigh,” he smiles. “If |
don't know a person, | probably know someone who does.” He's the creator of LinkedIn
Live Raleigh, an informal networking group formed years ago and dedicated to having
Hester's virtual connections meet each other in person so they can increase their own
networking. By that time, Hester had built up more than 700 connections in the Raleigh
area alone, so he sent out an invitation, and 50 people showed up to the event. The
event was such a success that meetings were held every other month, and attendance
grew exponentially, more than tripling in the first six months. In fact, Hester doesn’t
have to worry about the costs because he gets sponsors to donate the food, meeting
space, and even door prizes! He expanded this group to the larger region in North
Carolina by forming a LinkedIn Group called Linking the Triangle.

Hester receives calls from more than a dozen other similar LinkedIn Groups, each
asking for advice on how to set up and maintain these live networking events. He's
proud of the results from all this live networking, saying “At least 20-30 people have
found new jobs from meeting someone at a LinkedIn Live.” Of course, he used the
opportunity to build brand recognition for his employer at the time, iContact, which

he found by networking on LinkedIn. (See the “Hello? Any opportunities out east?” side-
bar earlier in this chapter.) The LinkedIn Live Raleigh networking has also earned him
mentions in the Fast Company blog, The Wall Street Journal, Inc. magazine, and The New
York Times. You can find out more by reading Hester's blog at www . chuckhester . com.

To find or organize a LinkedIn Group from your network, keep these tips in mind:

3 Search your LinkedIn connections to see if they are involved with any
local groups. Do an Advanced People search to see which of your connec-
tions are located in the city you want to relocate to, for example, and scroll
down their profile page to see which groups they belong to. You might find
someone like Chuck Hester, who, besides starting Linking the Triangle near
Raleigh, has helped others start LinkedIn Groups in cities such as London and
Miami. You can see these and other groups by going to the Groups section of
his profile, as shown in Figure 19-7.

3 Search LinkedIn Groups to see whether a group exists in your area. Click
Groups and then do a search for terms like “LinkedIn Live” (don't forget the
quotes) to see what kinds of groups of Linkedln members show up. For
example, when | searched for “LinkedIn Live,” | saw LinkedIn Groups in places
like Houston, Rhode Island, and Toronto, as shown in Figure 19-8.
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FIGURE 19-7:
Chuck Hester is a
member of
several LinkedIn
Groups located in
different cities
and regions.

FIGURE 19-8:
Look fora
LinkedIn Group
in your area.
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FIGURE 19-9:
Read about
LinkedIn
in-person groups
on the Internet.

3 Use the Internet to look for social networking meetings. You may have to
go outside LinkedIn to find an eager group of Linkedln members. If you do a
search with a networking site like Meetup.com, you will find a number of
LinkedIn Groups already established in cities around the world, as shown in
Figure 19-9.

3 If nothing exists, start your own live group. Create something on LinkedIn
Groups and build a core group for the first event. Send an update or message
to your network members who live in the area and encourage them to pass
along the message to their local friends who are Linkedin members.

One of my connections, Andrew, turned to LinkedIn to help find interest for a regu-
lar get-together of technology folks, for which companies involved in newer web-
based technologies open their doors to hungry technology workers who then learn
about their host company over lunch. He posted a question on LinkedIn to find a
host company and got several responses, which led to some great meetings!
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IN THIS PART . ..

Discover ten essential do's and don'ts for getting the
most value out of LinkedIn.

Find ten popular online resources to help you with
your LinkedIn activity.



IN THIS CHAPTER

Managing setup and maintenance to
get the most out of LinkedIn

Following netiquette to keep from
alienating contacts

Keeping your LinkedIn activity more
personal and less mechanical

Ten LinkedIin DO's
and Don'ts

cover a lot of ground in this book — so much that it might be hard to remember

it all as you’re going about your daily use of LinkedIn. So here are ten essential

do’s and don’ts to help you build relationships and get the most value out of
LinkedIn.

Do Keep Your Profile Complete
and Current

Even though LinkedIn has many features, your profile is still one of the most
compelling reasons to use the website, which is why LinkedIn is one of the best
searchable databases of businesspeople available. And if you want other people to
find you, you need to make sure that your data is complete and current. Here are
a few ways to do that:

3 List all your former employers and schools. Several features help users
find and connect with former colleagues and classmates (see Chapter 6).
Including your complete work and educational background in your profile can
help you reconnect.
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If you've had a lengthy career, you don't necessarily need to include details
about positions early in your career — just the companies and titles will suf-
fice. A good guideline is to include details on just the past 7 to 10 years.
Additionally, consider including only those positions relevant to your current
work. | seriously doubt that my first job at a McDonald's is relevant to my cur-
rent work as an author (unless | want to write the sequel to Fast Food Nation).
I've also grouped a lot of my contract work under one experience heading
with my own consulting company name, because many of the consulting jobs
were similar in nature. It's up to you how you want to present your experience
to the LinkedIn community.

¥ Take advantage of the rich sections you can add to your profile. In the
early versions of LinkedIn, you could highlight your work experience and
education and a few other elements of your identity. Today, LinkedIn allows
you to add many sections that could apply to your overall work experience,
whether it's posting presentations or publications that you wrote, courses that
you've taken, patents that you've earned, or projects that you're working on. In
addition, you can add documents, videos, photos, web links, or presentations
to any job you list in your Experience section.

3 Update your profile (and headline) any time you achieve a new position,
complete a major side project, or receive a special award or recognition.
Your direct connections will be notified (assuming they haven't turned off the
feature) of the change. This is a subtle, unobtrusive way to notify your
network of your career changes. And you never know when someone is going
to be looking for what you have to offer. Make sure that if you have a new
position, you update your e-mail address with your new corporate e-mail
address so people can still reach and invite you. You should also provide
status updates that go out to your network. Many people share their status
update but forget to go back and update their profile, so be sure to do both
tasks on a regular basis.

Don’t Use Canned Invitations

334

There is never a good situation in which to use one of the default invitation text
messages LinkedIn provides when you send someone an invitation to join your
network on LinkedIn. Nothing says “You're not really worth a few extra seconds
of my time” quite like the all-too-familiar “I’d like to add you to my professional
network” message.
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That doesn’t mean every invitation has to be a lengthy personal epistle. Here are
a few tips for keeping invitations efficient but personal:

¥ Keep it short when you can. With people you know well and have been in
recent contact with, the canned messages are actually too long. The message
can be as simple as “Great to see you last night, Jerry — let's connect.”

3 Make sure to mention how you know the person, especially for contacts
you haven't spoken to recently. While you may remember the person you
are hoping to connect with very well, that person may not have the same
recollection. If it's a contact you haven't spoken to in a while, start the invita-
tion with some sort of indirect reminder or reference of the last time you two
interacted. For example, “Hey, | know it's been 10 years since we went to UCLA
and had Computer Science classes together, but | thought we could stay
connected via LinkedIn.”

3 If the contact isn’t already a member of LinkedIn, offer to help with the
registration process. You can try to explain the benefits of joining LinkedIn in
an e-mail, but no matter what you do, it's going to come across as a sales
pitch, or at least a bit evangelistic. The best way to persuade people is to offer
to spend a few minutes on the phone explaining LinkedIn and how you're
using it. That also turns the invitation into an opportunity to strengthen your
relationship with that person by offering your time to bring her something
of value.

3 You can still personalize a batch of invitations. You can give the invitation a
personal touch even if you're sending it to multiple people. For example, you
can send the same invitation to all the people you met or ran into at an event.
Or you can send one invitation to everyone in your chamber of commerce. Just
remember to write it as if it were going to one person, not the whole group.

For more on invitations, see Chapter 6.

Don't Expect Everyone to Network
Like You Do

Setting rigid networking expectations can be a source of needless frustration and
can actually prevent you from building relationships with some pretty great
people. Here are some of the common issues that arise:

¥ Different people have different standards for connecting. Some people
use LinkedIn to connect only with people they know very well. Some connect
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»

»

»

»

»

only with people with whom they share some common points of interest.
Others connect with anybody. None of these approaches is wrong. If some
people don't have the same standard for a connection that you do, don't take
it personally, and don't judge them — they're doing what's right for them.

People might have perfectly good reasons not to allow other people to
browse their LinkedIn connections list. Don't hold anything against people
who don't enable it. People may be concerned about client confidentiality, and
thus be required to keep their connections private. Or they may be connected
to a competitor and not want their bosses and co-workers to know about it.
Or they may just be concerned about their time commitments and not want
to handle a growing number of requests to meet other people in their
network, if all their friends see their long list of connections. However, even if
a person has disabled connections browsing, you can still ask for introduc-
tions to people that person knows. Frankly, if you're just browsing other
people’s networks, maybe you should think about a more focused approach.

Not everyone responds in a timely manner. If your request doesn't get
forwarded or you haven't gotten a reply to your InMail after a couple of weeks,
don't take it personally. It doesn't mean that you're unimportant; it just means
the people you're trying to contact are busy, or infrequent users of LinkedIn. If
it's really urgent, pick up the phone, or consider sending another e-mail
acknowledging that the other person is likely very busy but you were checking
in one more time to see if he or she would be willing to set up a time to talk or
converse online. Don't underestimate the power that a friendly and under-
standing note can have on the other party.

Some people are bad with names. Just because you remember somebody's
name doesn't mean that she remembers yours. Unless you're 100 percent
certain that she will recognize your invitation, contact her via e-mail or phone
or a LinkedIn message before sending a connection request. Otherwise, don't
be surprised when she declines your invitation or clicks the | Don't Know This
Person link.

Relationships aren’t always reciprocal. For example, if you were someone’s
client, you might be able to provide a great recommendation for him. That
doesn’t mean he can do the same for you, so don't expect it.

Not everyone networks just to network. Some people are extremely busy
and not receptive to “I'd just like to meet you” requests. It's nothing personal,
and it doesn't mean they're bad networkers. It just means that the demands
on their time exceed the supply.
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Do Your Homework

People provide you with all kinds of guidance, both direct and implicit, regarding
what to contact them about and how. If you’re the one initiating the communica-
tion, it’s your responsibility to communicate on their terms. And showing that you
took the time to do your homework about them demonstrates a certain level of
commitment to the relationship right from the outset.

The most basic rule of good conversation is to listen. In the context of LinkedIn,
that rule means simply this: Pay attention to what’s on a person’s profile. Any
time you contact somebody, review her profile first as well as any “Advice for
Contacting” that person has in the Additional Info section of the profile. Respect
what you see in her profile and advice section.

When you send an introduction request message or an invitation to someone you
don’t know very well, don’t put the burden on her to figure out what the common
areas of interest or potential opportunities are. You took the time to read her pro-
file and determine that it’s a worthwhile connection. Save her the trouble of figur-
ing out what you already know and put your common areas of interest in your
introduction request or invitation.

Do Give LinkedIn Messages
Equal Importance

Many people have a tendency to treat LinkedIn communications as less important
or less time-sensitive than an official e-mail or phone call.

Nothing could be further from the truth. People get jobs, hire employees, gain
clients, and make deals as a result of LinkedIn-based communications. They are
every bit as much a part of your essential business correspondence as the rest of
your e-mail. (If they’re not, you’re connecting with the wrong people!)

Here are some tips for managing your LinkedIn communications:

3 Don't turn off e-mail notifications. Missing time-sensitive communications
is one of the worst things you can do. If the volume of e-mail seems over-
whelming, you can use e-mail rules to move LinkedIn requests into a separate
folder, but as a general productivity practice, you want as few different
Inboxes as possible.
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To make sure you have e-mail notifications set up correctly, log in to your
LinkedIn account and either visit the Communications section of the settings
page, or gotowww. linkedin.com/settings/email-frequency.

You see the Email Frequency screen, as shown in Figure 20-1. By clicking each
category, such as Messages from Other Members (see Figure 20-2), you can
set up what comes to you as an individual e-mail, a weekly digest e-mail, or no
e-mail so you can decide what is most important. (In some categories, a daily
digest e-mail option is also available.)

FREQUENTLY ASKED QUESTIONS
Email frequency
Stopping or Changing Email Notifications »
How do | stop email nofifications or change the
Messages from other members frequency?
nvitations, messages, and other communication from Linkedin members
Updates and news Adding or Removing Your Email from Do
Summaries of what's happening in your network and topics you're following Not Contact List »
How can | get my email address added or
Group digests removed from the "Do Not Contact” list?
Summaries of what's happening in your groups
Notifications Group Activity Email Settings »
kes, comments, and other responses to your activil How do | control emails | get about discussions
FIGURE 20-1: in my group?
Set your e-mail Messages fromLinkedin ¢ wstof Lirked
. R sights and suggestions for getting the r b erLinkedi Shutting Off Group Digests and Emails with
notification Discussion Updates »
Go back to Settings How do | stop receiving digest emails or
frEq uency so you updates on discussions I'm following?
don't miss an
i See more frequently asked questions »
important
message.
FREQUENTLY ASKED QUESTIONS
Email frequency
Stopping or Changing Email Notifications »
How do | stop email nolifications or change the
Messages from other members frequency?
nvitations, messages, and other communication from Linkedin m ers
Invitations te connect |Individual Email v \ Adding or Removing Your Email from Do
Not Contact List »
- - Hi 1 get il add dded
itatns tojon roups removedfom the Do Not Cantact ie?
Messages from connections Sl dusl Emai Group Activity Email Settings »
How do | control emails | get about discussions
InMais, introductions and Open Profile messages in my group?
New connection suggestions Individual Email v Shutting Off Group Digests and Emails with
Discussion Updates »
Profles senttoyou How do | stop receiving digest emails or
updates on discussions 'm following?
Job suggestions from connections Individual Email
Weekly Digest Email See more frequently asked questions »
— No Email
[ cmes I
Updates and news
Summaries of what's happening in your network and topics you're following
FIGURE 20-2: Group digests
Decide for each Summaries of whal's happening in your groups
category how Notifications
. Likes, comments, and other responses to your acti
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»

»

Check your LinkedIn Inbox every day. Or at least every couple of days. You
wouldn't go a week without checking your e-mail at work — don't treat
LinkedIn messages any differently. (See Chapter 10 for more on how to
manage your LinkedIn Inbox.)

Do it, delegate it, defer it, or delete it. This technique from David Allen’s
book Getting Things Done: The Art of Stress-Free Productivity (Penguin, 2015) will
help you keep your Inbox organized. As you're going through your Inbox, if
you can handle a request in under two minutes, go ahead and do it. Or you
can delegate it by sending on the introduction request or recommending one
of your contacts as an expert to answer the person’s question. If something in
your Inbox takes a little more time, you can defer it by putting it into your
work queue to handle later.

For additional tips on e-mail organization and productivity, check out David
Allen’s book Getting Things Done, and also take a look at 43 Folders’ Inbox Zero
collection at www.43folders.com/izero.

Don’t Spam

One person’s networking is another person’s spam. Better to err on the side of
caution. There are plenty of ways to use LinkedIn productively without getting a
bad rep as a spammer. Here are some basic rules of etiquette:

»

»

Don't post marketing messages or connection-seeking messages as your
status updates. All these will get your message flagged and fairly quickly
removed. Don't waste your effort. There's a fine line between market or
product research that calls attention to your company and an advertisement.

Don’t automatically subscribe your connections to your newsletter. This
is admittedly a gray area. Connecting with someone indicates a certain level of
receptivity to receiving communication from that person, and it's reasonable
to assume that should include something more than just LinkedIn messages.
After all, he's supposed to be someone you know and trust, right? Well, that's
not necessarily the same thing as signing up for a regular bulk newsletter.

| think it's better to be safe than sorry, so | don't recommend auto-subscribing
folks to your newsletter. People can get ticked off if they suddenly start getting
some newsletter they didn't subscribe to.

The best approach is simply to ask permission to subscribe your individual
contacts to your newsletter. If you get their permission, even if they do com-
plain later, you can politely point out that you asked first.
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3 Don't send connection requests to people you don't know. Unless they've
given some kind of explicit indication that they're open to receiving invitations
(for example, announcing it in a LinkedIn Group, stating it in their profiles, or
being a member of an open networking group), you have to assume that most
people don't want to receive LinkedIn connection invitations from strangers.
LinkedIn has taken measures to curb such rampant inviting behavior, and it
will get you suspended soon enough. Again, there's a simple solution: Ask
permission first. Send a message to get introduced through a common
connection, or contact the person via e-mail or his website, and ask whether
it would be okay for you to send him a connection invitation.

Do Be Proactive About Making
New Connections

If you just set up a profile, connect with a few of your contacts, and then expect
business to come your way, you’re setting yourself up for disappointment. That’s
not to say that it can’t happen, but being a little bit proactive goes a long way:

3 Search for people who can help you with your goals. If you want to meet
people in a particular city, industry, or target market, search for them
specifically and send messages to request an introduction. Some people are
receptive to corresponding or talking just for networking purposes, but you'll
get a better response if you have a specific need or opportunity as the basis of
your contact.

3 Introduce people to each other. LinkedIn's basic introduction paradigm is
reactive. For example, an introduction is made when person A wants to
connect with person C via person B. But an essential practice of a good
networker is identifying possible connections between people in your network
and introducing them to each other. You can do this by sharing one person’s
profile with the other and copying in the first person (see Chapter 5). You can
send a LinkedIn message to both connections introducing them and telling
them why you think they should get to know each other.

¥ Get involved. The Groups section is the main form of public group interaction
on LinkedIn. You can come together with other people to talk about a shared
interest, or as alumni of a school or university, or as former or current
employees of a given company. After you join a LinkedIn Group, you have
access to the other group members just as you do a first-degree connection
or second-degree network member on LinkedIn, and group involvement is a
great way to expand your network and further your education.
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Do Cross-Promote

Your LinkedIn profile is just one web page of your total web presence. It should
connect people to your other points of presence, and you probably want to direct
people to your LinkedIn profile from other venues as well. Here are some good
cross-promotion practices:

3 Customize your LinkedIn profile links. As described in Chapter 3, you can
create up to three links on your profile that you can use to lead people to your
business site(s), personal site, blog, book, event, and so on.

3 Include a link to your LinkedIn profile in your signature. You can use this
both in your e-mail signature and also on discussion forums. If you don't have
a centralized personal professional website, your LinkedIn profile is a good
alternative.

3 Link to your LinkedIn profile in your blog's About page. Why rehash your
entire bio? Put a couple of paragraphs that are relevant to the blog and then
refer people to your LinkedIn profile for more details.

3 Install the LinkedIn app for your smartphone. LinkedIn has added a lot of
functionality to their mobile app, which is available for the iPhone or Android
operating system. Using the various LinkedIn mobile apps will allow you to
access the site when you're out and about, networking in person. | cover the
different LinkedIn apps in Chapter 12.

3 Put your LinkedIin URL on your business card. More and more people are
starting to do this, as your LinkedIn profile is a good “home page” for business
contacts. You can put contact information, your experience history, and many
other vital details on your LinkedIn profile. Once someone connects with you
via LinkedIn, that person will always be able to reach you. While phone
numbers and e-mail addresses can change, your LinkedIn connection will
never change unless you want to remove someone as a connection.

Do Add Value to the Process

LinkedIn is based on the idea that existing relationships add value to the process
of people meeting each other. If all you’re doing is just passing the introduction
“bucket” down the virtual bucket brigade, you’re actually getting in the way of
communication, not adding value.
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To add value, you have to give those request messages for an introduction some
thought. Is it an appropriate fit for the recipient? Is the timing good?

Add your comments to any message you forward to help facilitate an introduction.
How well do you know the sender? Saying “I worked with Michael Bellomo for
several years as a co-author, and he was hard-working, trust-worthy, and ambi-
tious” goes a lot further than saying “Hey, Francine, here’s this guy Michael to
check out.” For additional guidance on how to handle this tactfully, see Chapter 5.

Don't Confuse Quantity with Quality

342

Just because you’re doing a lot of something doesn’t mean you’re doing some-
thing well. And when you think about it, is more networking activity what you really
want? Or do you really want more results with less activity?

If you want to track your real progress using LinkedIn, don’t measure it by mean-
ingless metrics like number of connections, endorsements, or questions answered.
Use metrics that you know directly tie to business results, such as these:

¥ Leads generated

¥ Joint venture/strategic partner prospects generated
¥ Qualified job candidates contacted

3 Potential employers successfully contacted

¥ Interviews scheduled

¥ Speaking opportunities garnered

3 Publicity opportunities created

These dos and don’ts are a basic list for you to keep in mind as you use LinkedIn.
The best rule to consider is the Golden Rule: “Do unto others as you would have
them do unto you.” Be open, accommodating, honest, and respectful, and the
power of LinkedIn should become more evident every day you use it.
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IN THIS CHAPTER

Useful blogs and networking sites

Helpful webinar and video channels

Information repositories and
podcasts

Aggregation and smartphone tools

Ten LinkedIn
Resources

s you continue building your LinkedIn presence, you might want to take

advantage of additional websites that keep you up to date on new features

and possibilities on LinkedIn. These sites explore common and uncommon
uses for the website and make you think about how to take advantage and enjoy
the benefits of LinkedIn and social networking in general. I’ve rounded up a list of
ten Internet resources that can provide extra information or functionality regard-
ing your LinkedIn activities. Most of these resources are completely free, but
Buffer and Evernote offer more powerful features for a monthly fee. Whether you
use one or use them all, I'm sure you can find the resources that best match the
way you like to learn and grow online.

The Official Linkedin Blog

blog.linkedin.com

Years ago, Mario Sundar, previously a LinkedIn “evangelist” who promoted the
company on his own blog, was hired by LinkedIn to start its official company blog.
Today, various LinkedIn employees put up fun, informative, and timely blog posts
about new functions or changes to the site as well as success stories, case studies,
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TIP

and practical information to make your LinkedIn experience that much more
rewarding.

In addition, the blog posts live on forever, and you can search them to find out
valuable information or post your own comments to give feedback!

You can also follow the official LinkedIn Twitter feed (@LinkedIn), the LinkedIn
Help Desk Twitter feed (@LinkedInHelp), or follow LinkedIn on Facebook at
https://www. facebook.com/linkedin.

LinkedIn Instagram

https://www.instagram.com/linkedin

While LinkedIn maintains an active Facebook and Twitter account, its Instagram
page is an up-and-coming way for LinkedIn to share visual data with its ever-
growing audience. LinkedIn uses the Instagram account to share lots of informa-
tion, including its new “Top Voices” initiative, where leading writers from
different industries come together to inspire people with new ideas in hopes of
sparking conversations about core skills. LinkedIn also shares fun and timely con-
tent through photos, videos, and infographics, whether it’s “Do’s and Don’ts,” a
company event like “Bring Your Parents to Work” day, or a recent poll that applies
to its target audience.

When you click each tile on LinkedIn’s Instagram page, you’ll be able to read more
comments attached to that item, click Like, or add your own comment to it. When
you follow LinkedIn’s Instagram page, you can stay up to date on all its new
postings.

LinkedIn Learning Webinars

344

https://www.linkedin.com/company/webinar

LinkedIn launched a set of webinars designed to help you use your LinkedIn
account more effectively and to introduce you to LinkedIn’s newest features and
functionalities. These webinars and training videos are available from the LinkedIn
Help Center. You can register for new webinars, which are typically held weekly.
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The Sophisticated Marketer

www.slideshare.net/LImarketingsolutions/

In 2012, LinkedIn acquired a company called SlideShare, which allowed people to
store, display, and collaborate on their presentations using the SlideShare web-
site. LinkedIn then incorporated SlideShare into its overall business, allowing
people to display SlideShare presentations from their LinkedIn profile. The Mar-
keting Solutions team has created a hub of fascinating presentations on the Slide-
Share website, grouping together actual presentations they give at industry
conferences, case studies of companies and people who use LinkedIn and their
various marketing elements, and insights and infographics that LinkedIn has
generated.

The result is the “Sophisticated Marketer” hub on SlideShare, which has, as of
this writing, hundreds of presentations and thousands of followers. You can fol-
low this account to be notified of the newest uploads, and watch videos and down-
load presentations in a number of areas, with the primary focus being LinkedIn’s
different Marketing Solutions.

LinkedIn YouTube Channel

https://www.youtube.com/LinkedIn

The explosion of video clips available on the Internet is best signified by looking
at one of the most popular websites on the Internet — YouTube. Today, people use
YouTube as a search engine, looking for a video clip that can answer their question
instead of a text result from a search engine like Google. Because of this, compa-
nies such as LinkedIn have their own “channels,” or collections of videos about
their subject matter, that are easily organized and cataloged for quick viewing.

LinkedIn’s YouTube channel offers a wealth of information, from the informa-
tional videos about products like LinkedIn Mobile or Company Pages, to LinkedIn
Influencers who share their knowledge with the worldwide community, to a
LinkedIn Speaker Series that shares knowledge catering to working professionals
who use LinkedIn. You can subscribe to this channel to be informed of any new
additions to the channel, as new content is always being added.
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Linked Intelligence Blog

http://linkedintelligence.com

When LinkedIn was growing in size and popularity during its early days, blogger
Scott Allen put together the Linked Intelligence site to cover LinkedIn and its
many uses. Over the years, he built up a healthy amount of blog posts, links, and
valuable information from himself and other bloggers regarding LinkedIn and
how to use it.

One of his more ambitious projects is simply dubbed 100+ Ways to Use LinkedIn. Allen
had bloggers compete to provide valuable information and tips across all of LinkedIn’s
functions, and he created a table of contents of the best entries on his blog site.
You can still find this handy resource at http://www.linkedintelligence.com/
smart-ways-to-use-linkedin.

The large repository of links and information can be helpful to new, intermediate,
or power users of the site. The blog posts are divided into topics such as LinkedIn
News and Networking Skills.

Linked Conversations — Podcast

346

http://firpodcastnetwork.com/1inked-conversations/

The staggering popularity of the Apple iPod gave rise to a new way of broadcasting
audio information to eager listeners — the podcast. Think of the podcast as a
recorded audio broadcast that you can download to your iPod, smartphone, iPad,
computer, MP3 player, or other device. You can subscribe to engaging and unique
podcasts, regardless of where in the world they’re recorded and played.

At Linked Conversations, host Chuck Hester talks about different ways you can use
LinkedIn and brings in guest speakers to share their experiences, tips, and tricks
with LinkedIn. This podcast also has a wealth of archived shows that are available
for download, so you can listen to success stories and get all sorts of tips. You can
subscribe to this show and hear great interviews, tips, and stories of how other
people and companies connect online.
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Digsby Social Networking/IM/E-Mail Tool

www.digsby.com

As you monitor your LinkedIn activity, you’re most likely using other tools and
networks as part of your overall experience, such as Facebook and Twitter. Rather
than go to each site individually, you can use an aggregator — a special software
tool you use to group all the information generated in all your social networks —
and then present them in one tool.

One such application is Digsby, which promises to integrate your e-mail, Instant
Messaging, and social networking accounts in one clean interface. After you
download and set up Digsby, you can view a live newsfeed of all your friends and
connections based on their events or activities on sites like LinkedIn, as well as
manage chat sessions and see e-mail notifications. In the era of information
overload, a tool like Digsby can help you make sense of all the messages and
updates zooming to your computer screen.

Turn Business Cards into LinkedIn
Contacts with Evernote

https://evernote.com

If you’re like many people who collect business cards at a networking event or
conference, and you never get around to cataloging or responding to these new
contacts, then Evernote is for you. Evernote’s mobile smartphone app allows you
to scan in a business card and then directly connect with that person on LinkedIn.
You will see the profile photo, job title, and company information of the new con-
tact’s LinkedIn profile in the notes section of Evernote where you scanned in the
business card.

One Update for Multiple Sites with Buffer

https://buffer.com
If you’re active on LinkedIn and other social networking sites (Facebook, Twitter,

Pinterest, and others), you probably hop from site to site to provide up-to-the-
minute information about what you’re doing and what you want others to know.
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Well, instead of site hopping, you can use one function to update your status
across all your social networking pages and microblogs: Buffer.

It works like this: You log on to the site and enter your message into the dash-
board. You then select the sites you want to update with your new status message,
pick the day(s) and time you want the updates to be posted, and Buffer does the
rest, reaching out to your various pages to add your new status message. It’s a
great centralized way to keep all your various profiles as up to date as possible,
and it’s designed to update your LinkedIn status by answering the question,
“What are you working on?” As of this writing, Buffer offers a free plan that
allows you to schedule up to 10 posts at one time.
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Evernote, 320, 321, 347

Contacts function, 126-130
Contacts page, 70

contract work, inclusion of in Experience section
of profile, 58, 244, 334

Conversations tab (LinkedIn Groups), 271, 272,
273

Corporate Recruiting Solutions, 222

Cost-Per-Click (CPC) ad model, 310. see also Pay-
Per-Click (PPC) ad model

Cost-Per-Impression (CPM) ad model, 302, 310
costs/benefits (of different accounts), 17-21
cover letter, 221, 226, 232, 239

Create a Public Profile Badge link, 65

Create Another Ad link (LinkedIn Ads), 308
Create Group button (LinkedIn Groups), 275, 277
Create Your Custom URL link, 64
cross-promotion, importance of, 341

CSV (comma separated values). see Comma
Separated Values files

Current Company filter, 76
custom URL (for profile), 64

Customer Relationship Management (CRM)
system, 125

Customize Your Public Profile section, 65
customized news. see LinkedIn Pulse

D

Daily Digest Email option (LinkedIn
communications), 156, 183

data syncing, mashing LinkedIn Archives with,
317-319

date posted (job listing), 222

deal, closing of, 297-300

decision maker, finding, 295

Decline & Block button (LinkedIn Groups), 284
Delete this Conversation (Inbox), 188

Dig Your Well Before You're Thirsty (Mackay), 233

digest notifications, setting up of on LinkedIn
Pulse, 154-156

Digsby social networking/IM/e-mail tool, 347
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directory of companies, 55, 56, 249, 254, 255.
see also Company pages

Discover function (LinkedIn Groups), 266

Discover More link (Following section), 149, 151,
152

Do Not Import Duplicate Items option (exporting
contacts), 201-202

Edit Profile, 47, 51, 56, 59, 63, 139, 141,174,177
Edit Your Profile Name box, 47, 48
Education section (profile), 58-61, 107

Email Frequency page (LinkedIn home page),
183,339

Email Frequency screen (LinkedIn Pulse), 155,
156, 338

e-mail notifications, importance of turning them
on, 338-339

Emails and Notifications header, 155

Emails and Notifications section (LinkedIn home
page), 183, 184

employees
advertising job listing to network, 226-229
finding, 221-234
LinkedIn profiles for, 291-292
managing your job listings, 222-232
posting job listing, 223-226
reviewing applicants, 229-232
screening candidates, 232-233

using strategies to find active or passive job
seekers, 233-234

endorsements
accepting of, 138-140
Add & Remove, 141
endorsing someone on LinkedIn, 136-138
examples of, 161
giving and receiving of, 134-143
importance of Endorsements function, 134
Manage Endorsements link/screen, 141, 142, 143
managing of, 140-143
Show/Hide All Endorsements check box, 143

Skills & Endorsements section, 135, 138, 141,
142
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Endorsements function, importance of, 134

Enter a Conversation Title section (LinkedIn
Groups), 272

Evernote
LinkedIn ability to sync with, 127, 318, 319-321

turning business cards into contacts with, 320,
321, 347

Expanded contact information section (profile),
51,52

Experience section (profile), 56-58, 254, 289, 334
Export LinkedIn Connections link, 200

F

Facebook
compared to LinkedIn, 102
everyone as friend on, 10
LinkedIn Facebook, 344
similarity of LinkedIn to, 7
use of Buffer, 347
Facebook Advertising, 303

face-to-face meetings, arranging of when
traveling, 325-326

Featured Applicant status, 19, 20

features
Advanced LinkedIn search feature, 71-72
Notifications feature, 111, 138, 154, 184, 215
People You May Know feature, 24, 108-110

Recommendations feature, 134, 162, 163, 167,
180

Share an Update feature, 290
Filter By link (Connections page), 70
filters
Company Size filter, 76
Current Company filter, 76
Filter By link (Connections page), 70
Function filter, 76
Group membership filter, 76
Industry filter, 71, 76, 251
Job Opportunities search filter, 253
job seniority (LinkedIn Ads filter), 304
Job title or function (LinkedIn Ads filter), 304
Location filter, 72, 251



member groups (LinkedIn Ads filter), 304

member schools, fields of study, and degrees
(LinkedIn Ads filter), 304

member skills (LinkedIn Ads filter), 304
Nonprofit Interests filter, 76
Past Company filter, 76
Profile Language filter, 76
Relationship filter, 76, 251
School filter, 76
Seniority Level filter, 76
Years of Experience filter, 76
final authority, finding, 295
Find Alumni function, 107, 246

First or Last Name (sort option in LinkedIn
Contacts), 128

first-degree connections
defined, 10
generating targeted list of based on filter, 71
searching for, 69-72
focus groups, building of, 321-322
Following section, 151
43 Folders' Inbox Zero collection, 339
free account
features of, 17

starting with before upgrading to premium
account, 20

Free and Paid Accounts Help page, 18
freelance work, indicating availability for, 287, 288
Function filter, 76

G

Get or Install button, 211

Getting Things Done: The Art of Stress-Free
Productivity (Allen), 339

Give (person) a Recommendation page, 166, 167
Gmail

e-mail account not sufficient for company e-mail
address, 255

giving LinkedIn access to contact lists on, 41
importing contacts from, 197
LinkedIn ability to sync with, 127, 129

Good Fit (of job applicant), 229, 231

Good Keywords (website), 292

Google AdWords, 303

Google Alerts, mashing LinkedIn with, 316-317
Google Contacts, LinkedIn ability to sync with, 127
Great Fit (of job applicant), 229, 230, 231

Group Discover page, 267, 268

group discussions, starting and participating in,
270-273

Group Information (Manage Group page), 278
Group logo, 264, 265, 266

Group membership filter, 76

Group Rules (Manage Group page), 278
Group Settings (Manage Group page), 278
Groups, Companies & Applications setting, 25
Groups page, 266, 267, 271, 274, 279

Groups search function, 266

Grow Your Network icon (LinkedIn home page),
181, 190, 191

H

headers

Communications header (LinkedIn home page),
182

Emails and Notifications header, 155
How You're Connected header, 252
Manage Group header, 283

My Pending Groups header, 275
Recommendations header, 174

Hester, Chuck (creator of LinkedIn Live Raleigh),
324,327, 328, 346

Hoffman, Reid (founder of LinkedIn), 1

Home (section of LinkedIn mobile app), 214, 215

Home link, 22, 180

home page. see Jobs home page; LinkedIn home
page

homework, importance of doing, 337

Hotmail, 197

How Candidates Apply section, 224

How You Met link (in LinkedIn Contacts), 132

How You're Connected header, 252
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| Don't Know This Person button/link, 117, 336
icons

Account & Settings icon, 20, 24, 318

Add Connections icon, 24

explained, 3

Grow Your Network icon (LinkedIn home page),
181, 190, 191

Messaging icon, 186, 187
Messaging/Inbox icon (LinkedIn home page), 181
New Message icon, 92
Notifications icon (LinkedIn home page), 24, 181
Tag icon (for post), 159
wheel icon (Connections screen), 128, 200
Your profile icon (LinkedIn home page), 181
idnumber (LinkedIn Groups), 282
Ignore button (invitations), 191, 192
in-person networking, 326-329
Inbox
All Messages heading, 187
Delete this Conversation, 188
icon, 24
importance of checking, 339
Messaging/Inbox icon, 181
Press Enter to Send check box, 187
showing messages requesting introduction, 96
understanding of, 186-188
Inbox Zero collection (43 Folders), 339

Include a Personal Note field (for connection
request), 113, 115

Individual Email for the Details on New Products,
Tips, and Special Offers option (LinkedIn
home page), 184

Individual Email option (LinkedIn
communications), 183

Industry filter, 71, 76, 251

influencers, as source of LinkedIn Pulse content,
150, 152

InMail
versus asking for introductions, 86-88
benefits of using, 88
cost of using, 88
credits, 19, 88, 93, 95, 231
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described, 93

getting to know, 88

page, 189

sending of, 93-95

tracking messages in, 188-189
Instagram, LinkedIn Instagram, 344

Interests link, 23, 148, 248, 255, 267, 271, 274, 279,
283

Interests section (profile), 51, 298
introduction request
accepting and forwarding of, 96-98
declining of, 98-99
managing of, 95-99
introductions
benefits of using, 87-88
defined, 102
described, 85
InMail versus asking for, 86-88
managing requests for, 95-99
planning your approach in to connection/friend,
89-90

planning your approach in to intended recipient,
90

sending introduction request message, 91
setting up, 89-92
understanding of, 87-88

Introductions, InMail, and Open Profile messages
option (LinkedIn communications), 185

Introductions and InMail only option (LinkedIn
communications), 185

Introductions only option (LinkedIn
communications), 185

Invitation page, 113, 115
Invitation Request page, 117
Invitation-Only groups, 265
invitation(s)
Accept button, 191, 192
accepting or gracefully declining of, 122-123
avoiding canned invitations, 334-335
crafting of for LinkedIn Groups, 281-282
defined, 102
tracking of, 189-192
tracking received invitations, 191-192



tracking sent invitations, 189-191

why you shouldn't use canned invitations, 117
Invite by e-mail button, 118
iPhone, LinkedIn apps for, 210

iPhone Address Book, LinkedIn ability to sync
with, 127

J

job applicants
as Good Fit, 229, 231
as Great Fit, 230, 231
as Not a Fit, 229, 231
Profile Matches section for, 231, 232
review of, 222, 229-232
searches for, 19
job listings
advertising of to network, 226-229
date posted, 222
management of, 222-232
Post to Groups check box, 227
posting of, 223-226
Review Order button, 224, 225
reviewing applicants, 229-232
Send to Individuals check box, 227
Job Opportunities search filter, 253
job post credits, 222, 223, 224, 225
Job Poster section, 224
job search
checking profile visibility settings, 241-242
finding people with same or similar job, 246
finding target company referrals, 247-248

implementing strategies that involve LinkedIn,
244-248

improving your visibility and attractiveness,
239-241

leveraging connections, 245
for open position, 236-239
optimizing profile, 242-244
taking advantage of alma mater, 246-247
use of LinkedIn for, 15-16, 20, 236-244
Job Seeker premium package, 19, 88
job seniority (LinkedIn Ads filter), 304

job title, searching by, 80-81
Job title or function (LinkedIn Ads filter), 304
jobs, finding, 235-248
Jobs home page, 236
Jobs link, 22, 226, 236
joining LinkedIn
with an invitation, 28-29
sign-up process, 30-39
without an invitation, 30

K

keyword(s)
finding hottest ones, 292
in profile, 45, 46, 287
searching by, 74-76
Keywords text box, 74

L

Last Name option (Connections page), 70
learning webinars, 344
Let's Start with Your Profile window, 30-33
Like link (group discussions), 270, 271
Linked Conversations, 346
Linked Intelligence blog, 49, 50, 346
LinkedIn

age criteria for membership, 27

best use of, 102

communicating value of joining, 119-120

current membership in, 12

design of, 1

founding of, 1

goal of, 7

slogan, 7

use of to add value to the process, 341-342

use of with Internet activity, 193-199
LinkedIn Ads

Ad Account creation page, 306

Build Ad page, 307

Campaign Manager, 305, 307, 311

Click Demographics screen, 312

company name, industry, and/or size filter, 304
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LinkedIn Ads (continued)

Cost-Per-Click (CPC) ad model, 310 (see also
Pay-Per-Click (PPC) ad model)

Cost-Per-Impression (CPM) ad model,
302, 310

Create Another Ad link, 308
creating new campaign, 305-311
filtering options, 303-305
guidelines for, 307

job seniority filter, 304

Job title or function filter, 304
managing your campaign, 311-314
member groups filter, 304

member schools, fields of study, and degrees
filter, 304

member skills filter, 304

Pay-Per-Click (PPC) ad model, 302, 310
Performance page, 311-312

Text (and Image) ads, 302, 305, 306
types of, 302

understanding of, 301-303

LinkedIn Archives, mashing of with data syncing,
317-319

LinkedIn Blog, 343-344
LinkedIn Campaign Manager, 307, 311
LinkedIn Contacts
See More People to Contact link, 127
advantages of, 126
centralized list of, 10

Change Mapping button (exporting contacts),
202

Comma Separated Values option, 194, 201, 202
Contact Info link, 51

Contact Info section, 49, 50, 52

Contact Info tab, 130, 131

Contacts function, 126-130

Contacts page, 70

creating export file, 200-201

Do Not Import Duplicate Items option (exporting

contacts), 201-202

Expanded contact information section (profile),
51,52

exporting of from LinkedIn to e-mail application,

200-205
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exporting of to Mac OS X Address Book, 205
exporting of to Outlook, 201-202

exporting of to Outlook Express, 202
exporting of to Yahoo! Mail, 202-204

First or Last Name (sort option in LinkedIn
Contacts), 128

goal of, 126

how it is structured, 127

How You Met link, 132

importing of from desktop e-mail, 40
importing of from Outlook, 194-197

importing of from web-based e-mail program,
197-199

importing of into LinkedIn, 193-197
interacting with your network with, 126-128
keeping track of, 9-10

New sort option, 128

Note function, 131

Only people who appear in your “Imported
Contacts” list option, 186

Only people who know your email address
or appear in your “Imported Contacts” list
option, 186

Reminder link, 132
Tag link, 120, 133

turning business cards into contacts with
Evernote, 320, 321, 347

using, 128-133
LinkedIn Facebook, 344
LinkedIn Face-to-Face events, 326
LinkedIn Groups

Add Other Email Addresses link, 281

Add Some Details or Use @ to Mention section,
272-273

Agreement check box, 276

app, 209

approving members, 282-284

Ask to Join button, 266, 267, 269

benefits of, 264-265

building and managing member list, 279-281
Chamber of Commerce groups, 324

versus Company pages, 255

conversations in, 234

Conversations tab, 271, 272, 273



crafting invitation e-mail, 281-282

Create Group button, 275, 277

creating, 274-277

Decline & Block button, 284

design of, 17

Directory, 266

Discover function, 266

discussion board on, 15

Enter a Conversation Title section, 272
getting connected with, 263-284

Group Discover page, 267, 268

Group Information (Manage Group page), 278
Group logo, 264, 265, 266

Group membership filter, 76

Group Rules (Manage Group page), 278
Group Settings (Manage Group page), 278
Groups, Companies & Applications setting, 25
Groups page, 266, 267, 271, 274, 279

Groups search function, 266

joining a group, 266-270

joining of as marketing technique, 290
LinkedIn Groups Directory, 266

Manage Group header, 283

Manage Group page, 277-278, 279, 280, 281, 283
Manage Group screen, 282

Manage Group section, 279

Members List screen, 274

My Groups link, 271, 274, 275, 279, 283

My Groups page, 279

My Pending Groups header, 275

Pending, 269, 270, 279

Pre-Approve People option, 280-282

refusing members, 284

Reply Privately link, 270

Report link, 271

Request Pending, 267, 269

Requests to Join link, 281, 283

Send Invitations option, 279

setting up group and inviting members, 277-284
Standard (LinkedIn Group type), 265

starting and participating in group discussions,
270-273

Templates (Manage Group page), 278
Terms of Service, 276
two types of, 265-266
Unlisted (LinkedIn Group type), 265-266, 278
viewing membership list, 274
LinkedIn Help Center, 24, 93, 319, 344
LinkedIn Help Desk Twitter feed, 344
LinkedIn home page
Communications header, 182
Communications settings, 182
Email Frequency page, 183, 339
Emails and Notifications section, 183, 184
graphic of, 23
Grow Your Network icon, 181, 190, 191

Individual Email for the Details on New Products,
Tips, and Special Offers option, 184

Manage link, 24, 155, 181, 182

Messaging/Inbox icon, 181

Network Activity, 181

Notifications icon, 24, 181

Pending Invitations, 190, 191, 192

Sent Invitations link/page, 190

Set Push Notifications link, 184

Set the Frequency of Emails, 183

Sponsored Updates, 181, 258, 302, 303, 305, 306

Types of Messages You'd Prefer to Receive link,
185

unanswered invitations, 181
unanswered messages, 181
unread notifications, 181
use of as command console, 180-188
Your profile icon, 181

LinkedIn Inbox
All Messages heading, 187
Delete this Conversation, 188
icon, 24
importance of checking, 339
Messaging/Inbox icon, 181
Press Enter to Send check box, 187
showing messages requesting introduction, 96
understanding of, 186-188

LinkedIn Instagram, 344
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LinkedIn Job Search app, 209
LinkedIn learning webinars, 344
LinkedIn Live, 326, 327

LinkedIn Live Raleigh, 327
LinkedIn Lookup app, 209
LinkedIn mobile page, 208, 210

LinkedIn network, checking for members on,
105-114

LinkedIn open networkers (LIONs), 12, 102
LinkedIn Profile Strength (for companies), 255
LinkedIn Pulse
access to, 148
app for, 153-154, 209
channels as source of content, 150, 152
Comment link, 150
Communications link, 155
configuring, 150-153
described, 147
Email Frequency screen, 155, 156, 338
enjoying of on the go, 153-154
goal of, 147
influencers as source of content, 150, 152
managing post interactions, 160
Publish a Post link/button, 149, 157
publishers as source of content, 150, 152
Pulse app, 147, 148, 153, 154, 207, 209
Set the Frequency of Emails, 155
setting up digest notifications, 154-156
Smart Notifications, 209
sources of content, 150, 152
structure of, 149
understanding of, 148-150
Updates and News, 155
use of Yahoo! search database, 150
writing posts, 156-160
LinkedIn screen, 138, 139, 181
LinkedIn search engine, 73
LinkedIn SlideShare app, 23, 180, 209, 287, 345
LinkedIn Twitter feed, 344
LinkedIn YouTube channel, 345
Linking the Triangle (North Carolina), 326
links
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See All link, 190, 191, 252

See More link, 152, 153, 298

See More People to Contact link, 127
Add a Tag link, 133

Add Connections link, 40, 118, 196

Add Other Email Addresses link (LinkedIn
Groups), 281

Advanced link, 23, 24, 71, 73,74, 77, 79, 80, 294,
316

Ask for Changes link (Recommendations
feature), 177

Ask to Be Recommended link, 170

Ask X about Y link (profile), 91, 92
Business Services link, 23, 222, 223, 305
Comment link, 150, 270, 271, 273, 302

Connections link, 22, 70, 107, 112, 118, 120, 127,
130, 166, 196, 197, 200, 246

Contact Info link, 51
Create Your Custom URL link, 64

Discover More link (Following section), 149,
151,152

Filter By link (Connections page), 70

Home (section of LinkedIn mobile app), 215
Home link, 180

How You Met link (in LinkedIn Contacts), 132

Interests link, 23, 148, 248, 255, 267, 271, 274,
279, 283

Jobs link, 22, 226, 236
My Groups link, 271, 274, 275, 279, 283

Profile link, 22, 43, 47, 51, 56, 59, 62, 63, 139,
141,170, 174,177

Reminder link (LinkedIn Contacts), 132
Report link (group discussions), 271
Requests to Join link (LinkedIn Groups), 281, 283

Select Who Can Send You Invitations link
(LinkedIn communications), 186

Send InMail link/button, 93, 94, 230

Sent Invitations link/page (LinkedIn home page),
190

Set Push Notifications link (LinkedIn home page),
184

Share an Update link, 157
Show Examples link, 46
Sort By link (on Connections page), 70



Tag link (LinkedIn Contacts), 120, 133
Try Premium for Free link, 18

Turn On/Off Invitations to Participate in
Research link (LinkedIn communications), 186

Turn On/Off Partner InMail link (LinkedIn
communications), 186

Upload a Photo link (LinkedIn home page), 157
Writing Ideas link, 157
Your Posts page/link, 157
LIONSs (LinkedIn open networkers), 12, 102
Location filter, 72, 251
location-based LinkedIn ideas, 323-329
logo, as requirement of group, 275
Logoworks (website), 275
long-form post, writing of, 156-160
Lynda.com, 209-210

M

Mac Address Book/Mac OS X Address Book
exporting contacts to, 205
LinkedIn ability to sync with, 128, 129
Mackay, Harvey (author)
Dig Your Well Before You're Thirsty, 233
Mail (Apple)
importing contacts from, 197
LinkedIn ability to sync with, 127
Manage Endorsements link/screen, 141, 142, 143
Manage Group header, 283
Manage Group page, 277-278, 279, 280, 281, 283
Manage Group screen, 282
Manage Group section, 279

Manage link (LinkedIn home page), 24, 155, 181,
182

Me (section of LinkedIn mobile app), 215, 216
meeting people in person, nothing as replacing, 9
member groups (LinkedIn Ads filter), 304

member schools, fields of study, and degrees
(LinkedIn Ads filter), 304

member skills (LinkedIn Ads filter), 304
Members List screen (LinkedIn Groups), 274
Messages (section of LinkedIn mobile app), 215

messages, giving LinkedIn messages equal
importance, 337-338

Messages from Other Members (Email Frequency
option), 183, 184, 338

Messaging icon, 186, 187
Messaging/Inbox icon (LinkedIn home page), 181
microblog, 290, 348
Microsoft Outlook. see Outlook
mobile app (LinkedIn)
app launcher sidebar, 213, 214

connecting app usage with website usage,
217-218

different LinkedIn apps, 208-210
installation of, 210-214
prompt for downloading of, 35
redesign of, 207
sections of, 214-217
mobile apps (other). see app(s)
mobile devices, accessing LinkedIn with, 207-218
moving, building network before, 323-325
My Groups link, 271, 274, 275, 279, 283
My Groups page, 279

My Network (section of LinkedIn mobile app), 216,
217

My Pending Groups header, 275

N

name
proper definition of yours, 44-45
searching by, 76-78

navigation. see top navigation bar

network
Add to Network button, 110, 198
advertising your job listing to, 226-229
building a meaningful network, 102-105
building of before moving to new city, 323-325

connecting with and endorsing your network,
125-143 (see also endorsements; LinkedIn
Contacts)

depth versus breadth, 103

don't expect everyone to network like you do,
335-336

expansion of, 16-17
growing yours, 101-123
interacting with using LinkedIn Contacts, 126-128
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network (continued)
marketing yourself to, 288-291
in person networking, 326-329
quality versus quantity, 102-103, 342
removing people from your network, 120-122
specific versus general goals, 104
starting to build yours, 39-41
strong versus weak link, 103-104
Network Activity (LinkedIn home page), 181
New (sort option in LinkedIn Contacts), 128
New Message icon, 92
news feed, LinkedIn Pulse. see LinkedIn Pulse

No Email option (LinkedIn communications),
156, 183

Nonprofit interests filter, 76

nonprofit volunteer assignments, inclusion of in
Experience section of profile, 58, 244

NOT, use of in advanced searches, 82

Not a Fit (of job applicant), 229, 231

Note function (LinkedIn Contacts), 131
Notifications feature, 111, 138, 154, 184, 215
Notifications icon (LinkedIn home page), 24, 181
Notifications tab, 258

(0

online marketing tactics, 291-292

Only people who appear in your “Imported
Contacts” list option (LinkedIn
communications), 186

Only people who know your email address or
appear in your “Imported Contacts” list option
(LinkedIn communications), 186

Open Profile, 12,18, 19, 93, 185
OR, use of in advanced searches, 81
Organizations section (profile), 51, 54
Outlaw, Jefre (portfolio entrepreneur), 49-50
Outlook
exporting contacts to, 201-202
importing contacts list from, 194-197
LinkedIn ability to sync with, 127, 129

Outlook Address Book, LinkedIn ability to sync
with, 127

Outlook Express, exporting contacts to, 202
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P

paid account. see premium account

parenthetical searches, use of in advanced
searches, 82

passive job seeker, 15, 233, 235
password, 25, 29, 30, 34, 40, 213, 218
Past Company filter, 76

Pay-Per-Click (PPC) ad model, 302, 310
Pending (LinkedIn Groups), 269, 270, 279

Pending Invitations (LinkedIn home page), 190,
191,192

People You May Know feature, 24, 108-110
Performance page (LinkedIn Ads), 311-312
Permissions screen, 129, 130
photo
adding of to Experience section, 334
of applicant, 231
of business card, 319
on group discussions, 273
hovering over, 20, 227, 242
on profile, 25, 243-244
thumbnail of, 18, 24
Upload a Photo link (LinkedIn home page), 157
Pinterest, 347
podcasts, LinkedIn, 346
pop-up windows, 35
post
managing post interactions, 160
writing of, 156-160
Post Job button, 224, 227
Post to Groups check box (job listing), 227

Pre-Approve People option (LinkedIn Groups),
280-282

premium account
features of, 18
levels of, 18-20
stopping subscription of, 21
upgrading to, 20-22
Press Enter to Send check box (Inbox), 187

primary location and industry of experience
(profile), 45

Privacy Policy, 41



Privacy settings (category of LinkedIn mobile app),
218

professional experience and goals (profile), 44
professional headline (profile), 45, 286-287
profile

adding of position to, 55-58

Additional Info section, 49, 50, 53, 54, 298, 337

Apply with Your Profile window, 238

Ask X about Y link, 91, 92

Basic Information section, 44, 47-50

building of, 13-14

Choose Whether or Not to Share Your Profile
Edits option (on Profile settings), 242

compared to resume, 13

Create a Public Profile Badge link, 65

custom URL for, 64

Customize Your Public Profile section, 65

Edit Profile, 47, 51, 56, 59, 63, 139, 141, 174, 177
Edit Your Profile Name box, 47, 48

Education section, 58-61, 107

Expanded contact information section, 51, 52
Experience section, 56-58, 254, 289, 334

$5,000 profile update, 49

importance of focusing on accomplishments in,
243

importance of keeping complete and current,
333

inclusion of board of director membership in
Experience section of, 58, 244

inclusion of contract work in Experience section
of, 58, 244, 334

inclusion of nonprofit volunteer assignments in
Experience section of, 58, 244

indicating availability for freelance work on, 287,
288

indicating self-employment on, 32, 287, 288
Interests section, 51, 298

keyword(s) in, 45, 46, 287

Let's Start with Your Profile window, 30-33
LinkedIn Profile Strength (for companies), 255
number of skills that can be endorsed, 135
Open Profile, 12, 18, 19, 93, 185

optimization of, 242-244, 286-288
Organizations section, 51, 54

photos on, 243-244

primary location and industry of experience, 45
professional experience and goals, 44
professional headline, 45, 286-287

Profile Language filter, 76

Profile link, 22, 43, 47, 51, 56, 59, 62, 63, 139,
141,170,174,177

Profile Matches section (for job applicants),
231,232

Profile options, 23, 24

Profile setting, 25

Profile settings page, 242

public profile badge, 65

Public Profile settings page, 63, 64
recommendations shown on, 163
recommended sections to add to, 54, 55
reporting of education on, 58-61
reviewing, 61-65

Select Who Can See Your Activity Feed option
(Profile settings), 242

Select Who Can See Your Connections option
(Profile settings), 242

selection of accomplishments in profile
summary, 46

setting URL and public view of, 62-65
Summary section, 44, 45-46, 47-50
updating of, 289-290, 334

View Profile As button (Recommendations
feature), 62, 170

Websites section, 51, 52-53

Your profile icon (LinkedIn home page), 181

Your Public Profile Badge section, 65
Profile Language filter, 76

Profile link, 22, 43, 47, 51, 56, 59, 62, 63, 139, 141,
170,174,177

Profile Matches section (for job applicants), 231,
232

Profile options, 23, 24

Profile setting, 25

Profile settings page, 242

public profile badge, 65

Public Profile settings page, 63, 64

Publish a Post link/button (LinkedIn Pulse),
149, 157
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publishers, as source of LinkedIn Pulse content,
150, 152

Pulse app, 147, 148, 153, 154, 207, 209

Q

quality versus quantity, 102-103, 342

quotation marks, use of in advanced searches,
75, 82

R

Recent Conversation (sort option in LinkedIn
Contacts), 128

reciprocal linking, 292
reciprocated recommendations, 163
recommendations

Ask for Changes button (Recommendations
feature), 176

Ask for Changes link (Recommendations
feature), 177

Ask for Recommendations page, 170

asking for from group members, 322
choosing who to request from, 169-170
collecting of, 241

creating, 166-169

creating polite recommendation request, 170
customized recommendation request, 172
deciding who to recommend, 164-165
declining of or request for, 172-173

editing or removing of ones you've made,
174-175

examples of, 161

exploring power of, 161-177

Give (person) a Recommendation page, 166, 167

handling new ones, 176

importance of quality of, 164

making them stand out, 165-166

managing of, 174-175

posting of when adding customer to network,
299

reciprocated recommendations, 163

Recommendations feature, 134, 162, 163, 167,
180
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Recommendations header, 174
Recommendations page, 170, 174, 177
Recommendations section, 174, 177
Recommendations You've Received page, 177
removing of or requesting revision of, 176-177
requested recommendations, 163

requesting of, 169-172

as shown on profile, 163

understanding of, 162-164

unsolicited recommendations, 162, 169

View Profile As button (Recommendations
feature), 62, 170

What's Your Relationship? section
(Recommendations feature), 168

Who Do You Want to Ask? page
(Recommendations feature), 170

Write a Recommendation text box, 167
writing of, 164-169

Your Connections text field (Recommendations
feature), 170-171

Recommendations feature, 134, 162, 163, 167,
180

Recommendations header, 174
Recommendations page, 170, 174, 177
Recommendations section, 174, 177
Recommendations You've Received page, 177
Recommended for You, 151, 152
Recruiter functions, 20
Reference Search function, 221
referrals

asking customer for, 300

asking existing contacts for, 324

asking first-degree connections for, 322

asking for whenever possible, 245

encouraging former managers/bosses,
co-workers, and partners to provide, 240, 241

finding target company referrals, 247-248
LinkedIn as business referral system, 173
Relationship box, 132
Relationship filter, 76, 251
Relationship tab, 130, 131
Relationships Matter (LinkedIn slogan), 7
Reminder link (LinkedIn Contacts), 132



Remove Connection link, 121
Reply Privately link (group discussions), 270
Report link (group discussions), 271
Request an Archive of Your Data link, 318-319
Request Archive button, 319
Request Pending (LinkedIn Groups), 267, 269
Request Your Data Archive page, 319
requested recommendations, 163
Requests to Join link (LinkedIn Groups), 281, 283
research efforts, participation in, 186
resources, 343-348
results, importance of focusing on (in profile), 243
resume

as job-seeking strategy, 239

profile compared to, 13
Review Order button

ad campaign, 310

job listings, 224, 225

Premium Products page, 21
Ryan, Liz (workplace expert), 316

S

sales and marketing techniques

closing the deal, 297-300

mining for clients, 293-297

online marketing tactics, 291-292

optimizing profile, 286-288

of your business, 291-292

to your network, 288-291

for yourself and your business, 285-300
Sales Navigator Professional package, 19-20, 88
Saved Searches window, 83, 84
School filter, 76
Search (section of LinkedIn mobile app), 216
searching

Advanced LinkedIn search feature, 71-72

Advanced People search, 23, 71, 77, 247, 248,
293-295, 327

advanced searches, performing, 18, 19, 81-82,
234

Companies Search results page, 250
by company or job title, 79-81

first-degree connections, 69-72
Groups search function, 266
incorrect search results, 75

Job Opportunities search filter, 253
job search (see job search)

by keyword, 74-76

LinkedIn Job Search app, 209
LinkedIn network, 73-84

by name, 76-78

Reference Search function, 221

Saved Searches window, 83, 84
saving searches for future use, 82-83
Search (section of LinkedIn mobile app), 216
techniques of, 16

use of AND in advanced searches, 82
use of NOT in advanced searches, 82
use of OR in advanced searches, 81

use of parenthetical searches in advanced
searches, 82

use of quotation marks in advanced searches,
75, 82

second-degree network members, 10-11, 18, 78,
92, 237, 252, 264, 325, 340

sections
Add Connections section, 40

Add Some Details or Use @ to Mention section
(LinkedIn Groups), 272-273

Additional Info section (profile), 49, 50, 53, 54,
298, 337

Basic Information section (profile), 44, 47-50
Contact Info section, 49, 50, 52

Customize Your Public Profile section, 65
Education section (profile), 58-61, 107

Emails and Notifications section (LinkedIn home
page), 183, 184

Enter a Conversation Title section (LinkedIn
Groups), 272

Expanded contact information section (profile),
51,52

Experience section (profile), 56-58, 254, 289, 334
Following section, 151

Home (section of LinkedIn mobile app), 214, 215
How Candidates Apply section, 224

Interests section (profile), 51, 298
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sections (continued)
Job Poster section, 224
Manage Group section, 279
Me (section of LinkedIn mobile app), 215, 216
Messages (section of LinkedIn mobile app), 215

My Network (section of LinkedIn mobile app),
216,217

Organizations section (profile), 51, 54

Profile Matches section (for job applicants), 231,
232

Recommendations section, 174, 177
Search (section of LinkedIn mobile app), 216
Skills & Endorsements section, 135, 138, 141, 142
Summary section (profile), 44, 45-46, 47-50
Websites section (profile), 51, 52-53
Your Posts section, 160
Your Public Profile Badge section, 65

See All link, 190, 191, 252

See More link, 152, 153, 298

See More People to Contact link, 127

Select Who Can See Your Activity Feed option
(Profile settings), 242

Select Who Can See Your Connections option
(Profile settings), 242

Select Who Can Send You Invitations link (LinkedIn
communications), 186

self-employment, indicating of on profile, 32, 287,
288

Send InMail link/button, 93, 94, 230

Send Invitation button, 113, 115, 119

Send Invitations option (LinkedIn Groups), 279
Send to Individuals check box (job listing), 227
Seniority Level filter, 76

Sent Invitations link/page (LinkedIn home page),
190

Set Push Notifications link (LinkedIn home page),
184

Set Push Notifications Settings page, 184
Set the Frequency of Emails
LinkedIn home page, 183
LinkedIn Pulse, 155
settings page
Account & Settings page, 24-25, 52, 182, 183,
184,186,318
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Connections settings page, 128, 129, 130
graphic of, 155, 182
Profile settings page, 242
Public Profile settings page, 63, 64
Set Push Notifications Settings page, 184
to stop subscribing to premium account, 21
Share an Update check box, 227
Share an Update feature, 290
Share an Update link, 157
Show Examples link, 46
Showcase pages (Company pages), 258, 296, 306
Show/Hide All Endorsements check box, 143
sign-up process, 30-39

skills, learning about skills popular in industry/
job title, 16

Skills & Endorsements section, 135, 138, 141, 142
SlideShare app, 23, 180, 209, 287, 345
slogan, LinkedIn, 7
Smart Notifications (LinkedIn Pulse), 209
social network. see also network

use of term, 8

viewing other people’s, 9
social validation, 161-162, 163
Sophisticated Marketer hub (SlideShare), 345
Sort By link (on Connections page), 70
spam, cautions with, 339-340
specialties in industry of expertise, 44

Sponsored Updates (LinkedIn home page),
181, 258, 302, 303, 305, 306

Standard (LinkedIn Group type), 265
Students & Alumni window, 107
Summary section (profile)
parts of, 44
updating of, 47-50
writing of, 45-46
Sundar, Mario (creator of LinkedIn blog), 343

T

tabs
Contact Info tab, 130, 131

Conversations tab (LinkedIn Groups), 271, 272,
273



Notifications tab, 258
Relationship tab, 130, 131
Tag icon (for post), 159
Tag link (LinkedIn Contacts), 120, 133
tagging, people to include them in discussion, 273

target audience, for ad, 302, 303, 305, 306, 308,
309

Templates (Manage Group page), 278
Terms of Service (LinkedIn Groups), 276
testimonials, examples of, 161

Text (and Image) ads, 302, 305, 306
text boxes

Advice to People Who Are Contacting You text
box (LinkedIn communications), 185-186

Keywords text box, 74

What Are Your Areas of Expertise? text box, 142
Write a Recommendation text box, 167

Your Message to (person) text box, 167, 168

text field, Your Connections text field
(Recommendations feature), 170-171

third-degree network members, 11, 19, 20, 76, 78,
87,231, 233, 245, 248, 322

To Be Recommended list, 165

top navigation bar
accessing functions from, 40, 65
Account & Settings button, 227, 229, 318
Account & Settings icon, 24
Add Connections icon, 24
a.k.a. menu, 181
appearance and disappearance of, 24
Business Services link, 23, 222, 223, 305

Connections link, 22, 70, 107, 112, 118, 120, 127,
130, 166, 200, 246

Groups link, 247

Grow Your Network icon, 190, 191
Home link, 22

icons along top right of, 24

Inbox icon, 24

Interests link, 23, 148, 248, 255, 267, 271, 274,
279, 283

Jobs link, 22, 226, 236
major parts of, 22-23
Messages button, 96

Messaging icon, 186
Notifications icon, 24

Profile link, 22, 43, 47, 51, 56, 59, 62, 63, 139,
141,170, 174,177

search box, 251

traveling, arranging face-to-face meetings when,
325-326

Triplt, LinkedIn ability to sync with, 127
TRUSTe Privacy Program, 41
Try Premium for Free link, 18

Turn On/Off Invitations to Participate in Research
link (LinkedIn communications), 186

Turn On/Off Partner InMail link (LinkedIn
communications), 186

Twitter
compared to LinkedIn, 102
linked to LinkedIn account, 50, 51, 52, 290
LinkedIn Help Desk Twitter feed, 344
LinkedIn Twitter feed, 344
similarity of LinkedIn to, 7
use of Buffer, 347

Types of Messages You'd Prefer to Receive link
(LinkedIn home page), 185

U

unanswered invitations (LinkedIn home page), 181
unanswered messages (LinkedIn home page), 181
Unlisted (LinkedIn Group type), 265-266, 278
unread notifications (LinkedIn home page), 181
unsolicited recommendations, 162, 169

Updates and News (LinkedIn Pulse), 155

Upload a Photo link (LinkedIn home page), 157

\'

View Profile As button (Recommendations
feature), 62, 170

volunteer assignments, inclusion of in Experience
section of profile, 58, 244

w

webmail, importing of contacts from, 197-199
websites
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websites (continued)
Good Keywords, 292
Logoworks, 275

mobile app (LinkedIn), connecting app usage
with website usage, 217-218

Websites section (profile), 51, 52-53
Wordtracker, 292
Websites section (profile), 51, 52-53
WeChat, linked to LinkedIn account, 50

Weekly Digest Email option (LinkedIn
communications), 156, 183

Welcome to LinkedIn! message, 38-39
What Are You Most Interested In window, 35
What Are Your Areas of Expertise? text box, 142

What's Your Relationship? section
(Recommendations feature), 168

wheel icon (Connections screen), 128, 200
Which Topics Are You Interested In window, 36

Who Do You Want to Ask? page
(Recommendations feature), 170

Wordtracker (website), 292
Write a Recommendation text box, 167
Writing |deas link, 157
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Y

Yahoo! Address Book, LinkedIn ability to sync with,
127

Yahoo! Mail
Add Connections section, 40

e-mail account not sufficient for company e-mail
address, 255

exporting contacts to, 202-204

giving LinkedIn access to contact lists on, 41

importing contacts from, 197, 198

LinkedIn ability to sync with, 127, 129
Yahoo! search database

LinkedIn Pulse use of, 150

your public profile indexed in, 63
Years of Experience filter, 76

Your Connections text field (Recommendations
feature), 170-171

Your Message to (person) text box, 167, 168
Your Posts page/link, 157

Your Posts section, 160

Your profile icon (LinkedIn home page), 181
Your Public Profile Badge section, 65
YouTube channel, LinkedIn, 345
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