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INTRODUCTION

 


This book is designed to help you use
LinkedIn to promote yourself or your business -- or if you are
already on LinkedIn to help you expand your effectiveness. Even
though there are other popular social networking sites, such as
Twitter and Facebook, LinkedIn is the premier business-oriented
service for connecting people who want to do business together. It
currently has over 65 million members in over 150 industries and
over 200 countries and territories around the world. Executives
from all the Fortune 500 companies are LinkedIn members.

 


I developed this as a guide to accompany a
series of workshops and seminars I have been doing on using the
social media to promote oneself and expand one's business. I
developed the material for these workshops and seminars and this
guide as a result of using LinkedIn and the other social media to
promote my own books, films, and TV projects over the last three
years.

 


In the process, I participated in several
workshops led by social media experts and worked with a social
media consultant, who advised me and several employees who were
working for me. I received several writing assignments for books
and films as a result of clients I met through LinkedIn, have
provided people in my network with advice and received advice from
them, and have attended a number of events organized by people in
my network.

 


Please note that I am writing this as an
individual business owner with a LinkedIn account. I am not a
representative of and have no other affiliation with LinkedIn.

 


Use your computer to connect to your LinkedIn
account to follow along. Or go to www.linkedin.com and click on
Join Today to create an account if you don't have one.

 


 


 


 


 



PART 1: THE BASICS OF GETTING STARTED THE
RIGHT WAY

 


 


 


 


 



CHAPTER 1: CREATING A POWERFUL LINKED IN
PROFILE

 


A first step to using LinkedIn is to create a
complete and compelling profile.

 


A reason for this is that having a presence
on LinkedIn will help get your name, Website, and profile to the
top of the search engines. So you want your profile to be a strong
selling point for your company, product, or service when people
first come to your site. Even if you already have a strong Web
presence, build your LinkedIn profile. Moreover, the more
information and key words you put in your LinkedIn profile, the
more that will help you with search engine optimization (SEO).

 


For example, my own LinkedIn site, comes up
5th, but that's because I already have a very active blog site,
Wikipedia entry, and books on Amazon. If I didn't, my LinkedIn
profile would be in 2nd or 3rd position.

 


Another reason to have a completed profile is
that when someone goes to your profile to learn who you are,
whether they're a potential client or prospective employer, you
want to put your best foot forward. Your LinkedIn profile is like
having a resume or posting your credentials online.

 


For example, at workshops I have repeatedly
heard that researchers have found that 85% of employers before
extending an offer will review a candidate’s LinkedIn profile in
doing a background check. So you want to make sure you have as much
information in your profile as possible.

 


 


Creating Your Headline

 


Your name and your headline are the first
thing that people see when they go to your LinkedIn profile. First
they see your name and then they see a second line which is your
headline. Don't use the headline to list your title and the name of
your company, which are already listed under "Current." There is no
reason to waste space with a headline that tells someone what they
will find when they look down and see the same information at your
current position.

 


Also, use your headline to convey something
about your business, since LinkedIn is a business networking site.
Thus, if you want to promote what you did this past weekend or let
people know that you like to ski or surf, use Facebook or another
site that features fun activities. The purpose of LinkedIn is to
promote business networking to build business relationships.

 


Accordingly, in writing your headline, you
might write something like: "Entrepreneur, Social Media Expert, and
Business-to-Business Marketing Specialist." Use three or four
descriptive terms to create an eye-catching headline, so when
people see your profile, they will see what you specialize in right
away. Think of it this way: in business you typically have about
5-10 seconds to catch people’s attention. So use your headline to
do just that.

 


To enter your display name and your headline,
go to the Edit My Profile tab, and fill in the Basic Information
boxes with this information.

 


 


Creating Your Summary

 


As part of completing your profile, complete
your summary, too. Consider this summary a snapshot to draw people
to want to do business with you.

 


For example, in your summary, you might
highlight you the professional but include a little bit about you
the person. You can be unique in your summary, as well as provide
details to feature the main things you do in one business or a
number of businesses. Thus, you might note some of the specific
services that your company provides or promote your multiple
businesses. Avoid having an incomplete summary, so fill it up with
as much information as possible.

 


It's best to update your summary once a month
with fresh content, just as it's preferable to keep your Website
current. Keeping your summary updated regularly will not only
provide information for clients, but help with your SEO, so you
optimize your opportunities for search engines to find you. The
process is the same as adding new content to improve the SEO for
your Website. If you don't have time to keep your profile updated
yourself, find a local or virtual assistant to post new
information, such as new products, services, or news about your
company or yourself.

 


In short, think of your summary as a way to
engage people to want to do business with you. Thus, don't only
talk about yourself, but talk about how you can help people, since
people want to know how you might assist them in making their own
business grow. Then, if they think you can help them, they will
want to know more about you. So always try to find ways to give
value and help people.

 


 


Describing Your Specialties

 


The Specialties section is where to put the
main types of products and services you provide. Use as many common
keywords as possible, since this will not only help prospective
customers and clients see what you offer, but it will help the
search engines find you. When they do, you will come up higher in
the rankings when prospects put in these words in a search.

 


If you have specialties in different fields,
include them all. For example, one woman at a workshop had one
business offering health services and a place that could be used
for meetings. Plus she assisted with party planning and special
events. In listing her specialties, she should include a number of
terms related to health and to her party and event planning
business. In another case, a man specialized in accounting and
taxes, but also was proficient in Excel and database management. So
he should put all of that in his list of specialties.

 


 


Describing Your Work Experience

 


Ideally, include your past five years of work
experience in your LinkedIn profile, and some people even go back
10 years. The reason for including this detail about your past work
is that when people search for you, they may look for you by the
company where you worked. So suppose they know you from when you
worked at XYZ Company, though now you’re with the ABC Company. If
you don’t have the XYZ Company in your profile, when they do a
search by your name, they may find multiple people with the same
name as you. So they won't be able to tell whether someone with
your name is you or not unless you have the XYZ Company in your
LinkedIn profile.

 


Thus, go back at least five years, and if
you're looking for work, it's even more important to have as much
work experience in your LinkedIn profile as possible. Consider
LinkedIn like having a second resume.

 


 


Listing Your Websites

 


LinkedIn also helps to drive traffic to up to
three of your Websites. It has generic fields for Websites, which
are “My Company,” “My Blog,” and “My Personal Website.” While you
can use these three, you can readily adapt them to list the most
important Websites for you, if you go to “edit my profile” and
choose "Other." But if you have a blog, keep that.

 


Since LinkedIn allows you to have three
Websites on your profile, take advantage of that option, even if
you only have one site for your business. In that case, use the
other sites to refer to the most important organizations you belong
to. For example, say you belong to a rotary chapter or a Business
Network International (BNI) chapter. Put that organization in as
one of your Websites. That way, even if someone isn't interested in
your business, they may be looking for other resources, and this
listing will help them find that. This way you are giving them
value, which can help them think well of you and might lead to
their business or to a referral to their contacts in the
future.

 


 


Including Your Interests

 


Just below Websites, there is a section for
including your interests. Include anything that is relevant here,
and again, the words you use can be picked up by the search engines
to help people in finding you.

 


 


Listing Your Groups and Associations

 


Here's where to include the groups and
associations you belong to. List the ones that are most relevant to
your business, and include the most important ones first.

 


Listing Your Honors and Awards

 


Now if you have any relevant awards include
those, again the most relevant and most important first. For
example, I included an award I won about five years ago for
obtaining a client who used my services connecting a client from
Hong Kong to film producers and agents in the U.S. at an export
event sponsored by the U.S. Department of Commerce's Export
Division. But I left out awards I got for books over 15 years
ago.

 


 


Using the Network Updates and Status Bar

 


The Status Bar is located on the LinkedIn
Home Page, under Network Updates. I have found that this Status Bar
is frequently underused, but it is important because this is how
people in your network can track what you’re doing on a regular
basis. The larger your network, the more people will see your
status update. In turn, you can use the Status Updates to track
what others are doing.

 


The Status Bar is also especially useful,
since many people are very busy and usually don't have the time to
follow up with all the people they know on a daily basis. But if
you read your contacts' Status Bar updates and click on “Show more”
for additional information, you can keep up with them. Moreover,
seeing these updates may lead you to recognize that this is an
ideal time to contact someone to seek their business or get a lead
from them because of what they are doing now. The update is a
reminder to help you stay in touch at a good time for making
contact.

 


 


Adding Network Updates

 


You can regularly let people in your
immediate network know what you are doing by adding a short update
in the box next to your name or picture box. Generally, the initial
description is short -- up to 140 characters, though you can add
additional details, which will show up as "Show More." After you
enter the update in the box next to your picture and click "Share"
it will appear under your box and be sent to people you are
directly connected to in your network. Also, if you have a Twitter
account and check the box next to the Twitter logo, your update
will automatically go to your Twitter followers, too.

 


If you also are on other social media sites,
such as Twitter, Facebook, and Plaxo, you can update all of these
sites at the same time through a site called www.ping.fm. Through
Ping, you can include all of the social networking sites you belong
to in a single platform and update them all with a click of a
button. You can easily sign up if you click the Signup button and
then provide your email address and password.

 


Once you have your account, you simply list
all of the social media sites you are a member of, type in your
message of up to 140 words, and send it. Just click on "Add Social
Networks" to see a complete list of the major social media you can
participate in, and once you have an account with that social media
site, you can send your message to that site as well as to LinkedIn
through Ping.

 


 


Ways to Use the Status Bar

 


Use the Status Bar to get more free promotion
for you. You can use it to let people know what you are doing,
announce new products and services, and refer people to interesting
articles, Websites, and news, which adds value and helps people pay
more attention to you.

 


Some people update their Status Bar
frequently, even 3 or 4 times a day, though 1 to 2 times a day is
more common. A good rule of thumb is to spend about 1/2 to 1 hours
on LinkedIn in the morning and 1/2 to 1 hours in the evening. Or if
you are more limited for time, you can spend only 15 minutes in the
morning to note what you’re looking forward that day and 15 minutes
in the evening to indicate what you accomplished or found
especially interesting.

 


Also, it helps to build relationships if you
start replying to some of these status updates from others. You can
reply privately or add a comment. Again keep the focus on how you
can help the other person, rather than just saying what you have
accomplished.

 


 


Using a Photo

 


Your photo helps to personalize you and your
company. But it should be a business-like photo, such as a head
shot or a head and shoulders shot. Avoid humorous photos or
cartoons, because this is a professional networking site, and
you're seeking to attract new business or are seeking a job. So you
want to put your best foot forward in a professional photo.

 


If you don’t have a recent picture of
yourself, it’s fine to use an older one for the time being. But
it's preferable to post a recent one. You can get one at a local
portrait shop, or to get a photo inexpensively, you might have a
friend come over and take a photo of you.

 


Most people are now using digital cameras;
otherwise use print film and have the photo processor put it on a
CD as well as give you negatives and prints. This way, you can
easily select the file to use for your photo and don't have to scan
the print into a file yourself. Whatever type of camera you use,
your photo should be saved in one of the popular photo formats,
such as a small JPG, GIF, or PNG file, which can be uploaded at
most online networking sites, as well as LinkedIn. Commonly, most
photos on the Web are in a 72 dpi format, though generally you can
upload any photo up to 200 or 300 dpi, as long as the file is under
a specified file size limit.

 


To add your photo in LinkedIn, just go to
"Edit My Profile" and upload your photo, as long as it's no larger
than 4MB, in the "Upload a Photo" box. You can also specify whether
you want your photo to be shown to your direct connections, your
network which includes your 2nd and 3rd level and group
connections, or to everyone who views your profile. Generally, to
promote your company and yourself, make your photo visible to
everyone.

 


 


Using Contact Settings

 


Your Contact Settings is where you indicate
how people should get in touch with you. It's best to give people
as many ways as possible to reach you. If you use Twitter or
Facebook for business purposes, like I do, you can include your
Twitter and Facebook usernames in your Contact Settings. You might
also add your email and phone number, if these are ones you give
out to the general public. Otherwise, LinkedIn advises that you
should not include your contact information to avoid unwanted
contacts, since it will be visible to everyone.

 


Also, let people know what type of messages
you will accept, such as whether you will only accept Introductions
or both Introductions and InMail. Note what type of requests you
would like to receive under "Opportunity Preferences," such as
whether you are interested in Career opportunities, Consulting
offers, New ventures, Job inquiries, Expertise requests, Business
deals, Personal reference requests, or Requests to reconnect. You
can add advice on how you prefer to be contacted, too.

 


It's best to provide a variety of reasons for
connecting with you to make it easier for people to contact
you.

 


 


 


 


 



CHAPTER 2: CONNECTING WITH COMPANIES

 


 


Besides creating your individual profile, you
can create a company page with a profile as an owner or employee.
If you are in more than one company, you can create a profile for
each one. You can also learn more about the companies you are
already connected to through your individual connections in each
one. I'll discuss how to find companies in Chapter 7 on Using
Search to Find Contacts and Information.

 


 


Adding a Company Profile

 


To add a company profile, go to the "More"
tab and click on "Companies".

 


Then, click on "Add a Company." If you have
already created a company profile, you'll see it there, but can add
another.

 


To add a company, enter the company name and
your email there.

 


However, you cannot use a personal email --
it has to be an email using the company's domain, or you will get a
message that you can't use this. The one exception is if you use
the same personal email for your company in opening your
account.

 


Once you enter an email successfully, you
have to check your inbox and confirm the email.

 


 


Adding Information to Your Company
Profile

 


Once you confirm your email, you can add
additional information about this company, though you will still
use your primary email for your LinkedIn account. The company name
and email will already be there, as in the example below, where I
have created an additional company profile for the Film and TV
Connection with its own email. After you create the listing, add
the Website URL, description, type of industry, country, postal
code, and your position in the company.

 


If you have a company logo, you can add that,
too.

 


If you have more than one location for your
company, such as branches in different cities, you can add
additional locations.

 


You can also add the company financials or a
company blog.

 


If you go to the company's profile, you will
see how complete it is, along with a suggestion to help promote
your company and complete your profile -- in this case by adding
specialties. Meanwhile, LinkedIn will search for other employees
who already are LinkedIn members to add to this page. Once you have
fully completed your profile, you will see it listed, along with
your name as a current employee.

 


Then, everyone can see your company on your
profile, along with any other companies you have listed. Should you
leave a company, you can always remove it.

 


 


Connecting with Other Companies

 


Just as you can connect with other people by
name, so you can discover the companies where you already have
connections. To do so, go to "More" and then "Companies", as noted
above. Then, below your company profile, which will list the latest
company profile you added first, you will see the companies in your
network. Your own companies will be listed first, followed by the
companies in which you have 1st level connections. Click "See more"
to see a complete listing of all the companies where you have
connections.

 


You will then see all the companies where you
have 1st and 2nd degree connections, including how many people are
employees, if you have more than a single connection. You will also
see where each company's headquarters is located and the size of
each company.

 


When you click on that company name, you will
see all of your 1st and 2nd level connections in that company.

 


 


Finding and Becoming a Service Provider

 


You can find service providers or become
listed as one, if you go to the "Service Providers" link from the
"Companies" tab.

 


You'll then see an explanation about how the
Service Provider Recommendations works, based on service providers
getting recommendations by their clients. This listing features the
services others have recommended and the number of recommendations
each service provider has received. To get recommended yourself,
ask your clients to recommend you.

 


 


Finding Recommended Providers

 


While the most recent recommendations are
worldwide listings by default, you can limit them by location,
including the top locations in San Francisco, New York, Los
Angeles, and Washington, D.C. Or put in your own zip code.

 


Once you target the location, the recent
recommendations in that area will be listed.

 


You can further zero in on the recent
recommendations made by your 1st and 2nd degree contacts.

 


To see who you have recommended, click on
"You."

 


Besides using these recommendations to select
people for needed services, you can use recommendations as an entry
to get connected. For example, you might send an InMail or get an
introduction to that person from one of your own connections by
saying you were impressed by their many recommendations, since
sincere flattery often works well, and you hoped to talk with them
further. Then, the door open, you can invite them to join your
network or to send you an invite to get connected, as previously
discussed.

 


You can also zero in on recommendations by
category, using the listings in the Categories box on the right.
These categories include Art, Creative and Media; Consulting;
Employment Services; Financial and Legal Services; Health and
Medical; Home and Garden; and Other Professional Services.

 


Then select a particular category. For
example, after I selected Writers and Editors in the San Francisco
Bay area, I found over 500 writers and editors recommended by all
LinkedIn Users. But if I limited the recommendations to my 1st
degree network, I found only 7, which included 3 for me, since I am
also a writer in this area. There were 200 listings if I looked at
2nd degree recommendations.

 


Normally, you may prefer to look to your 1st
degree connections for recommendation, since you know these people
personally or are more closely connected. But you can broaden your
search for service providers, if you don't find enough recommended
providers locally.

 


 


Recommending Other Service Providers

 


You can recommend other providers, which is a
good way to get them to recommend you. You can put in the names of
people you want to recommend and their emails.

 


Or you can select from the list of people you
are already connected to.

 


If you select from your own connections,
LinkedIn will put in their name and email for you. Once you select
who you want to recommend, click "Finished," you will get the
recommendations menu to indicate the basis for your recommendation,
as will be discussed in Chapter 3 on Using Recommendations. If the
person has been a service provider, you would indicate that.

 


To request a recommendation from someone, go
to "Request a Recommendation", also discussed in Chapter 3.

 


 


 


 


 



CHAPTER 3: USING RECOMMENDATIONS

 


 


Recommendations help to increase your
credibility and help people feel good about doing business with
you. Many people don't use recommendations as much as they should,
though you can get them quite easily. Whenever you have satisfied
clients or have done business with people successfully, why not ask
them for recommendation?

 


 


Viewing Recommendations

 


The total number of recommendations you have
received, except for hidden recommendations, show up on your public
profile, indicated by the hands with the thumbs up. For example, on
my LinkedIn profile, I have 11 recommendations, mainly as a result
of asking people I know to give me one or giving a recommendation
and getting one in return.

 


When you go to your full profile, by clicking
"View Full Profile," you can see all of the people recommending
you. If you have gotten these recommendations when working for
different companies or for different businesses you own, you will
see the names and number of people recommending you for each
company listed separately. For example, there are 13 people listing
me total, but 10 as the owner and CEO of Changemakers Productions,
2 as the owner and CEO of Changemakers, and 1 as the owner and CEO
of Creative Communications and Research.

 


Then, if you scroll down further, you will
see each person's name and recommendation listed. If you have been
recommended by people when you were identified with different
companies, the recommendations are listed by the company with the
most recommendations first.

 


If people click the names of people
recommending you, they will go to the profile of the person making
the recommendation to learn about that person. In turn, when you
give someone a recommendation, this is a way to get recognition for
yourself, too, since people can go to your profile.

 


 


Getting and Giving Recommendations

 


To get or give recommendations, go to your
Profile and click on "Recommendations."

 


Then, that will take you to a page where you
can manage your "Received Recommendations," see your "Sent
Recommendations," or "Request Recommendations" from someone else.
For example, if you go to "Received Recommendations," you will see
the number of recommendations you have for each listed
position.

 


You can send a request to someone to be
endorsed for something by clicking "Ask to be endorsed." And if you
scroll down on that page, you'll see where you can recommend
others.

 


Once you click "Ask to be endorsed," that
will take you to a screen where you can put in the company name and
position for which you want to be recommended. You can send your
request to up to 200 people at the same time.

 


If you want to ask people you are already
connected to on LinkedIn, click the "In" box. Then you'll get a
list of all of these people you can ask to recommend you. If you
click the person's name, it will show up in the box to the right.
To remove someone, click that person's name again.

 


If you already have a large list of people,
you can limit your requests to people in a certain location or
industry. Open up the "By Location" or "By Industry" menus to
select the area or industry you want. Then, LinkedIn will narrow
down the list of people according to the people in the industry or
area you designated.

 


When you send your request for a
recommendation, you can use the message that LinkedIn already has
written: "I'm sending this to you to ask....Thanks in advance for
helping me out" followed by your name. Or you can add in a
personalized message, such as "I really enjoyed meeting you at the
networking event," or only use your personal message and delete
LinkedIn's message entirely.

 


If you are sending message to a number of
people at the same time, it will go out as an individual message to
everyone. But make sure your personalized message applies to
everyone, or send messages individually or to separate groups of
people with a personalized message that fits everyone in the
group.

 


The person you ask for an endorsement will
get your message in their inbox.

 


If that person clicks on the "Endorse *****"
button, he or she will be taken to his or her own LinkedIn
account.

 


Conversely, if you receive a request from
someone and click on the "Endorse ***** button, you will be taken
to your own account where you can write a recommendation.

 


Once you (or the person you have asked to
endorse you) clicks on "Write Recommendation," you or that person
will then be asked in what capacity you know whoever has asked for
the endorsement -- as a Colleague, who you worked with in the same
company; as a Service Provider, who provided a service to you; or
as a Business Partner, who you worked with in some way, other than
as a client or colleague.

 


You (or the person endorsing you) will then
be asked to clarify how you worked together, including the position
you held at the time of the endorsement and the position of the
person you are endorsing. Then you (or the person endorsing you)
can write whatever you want.

 


After the person endorsing you sends you
their recommendation, it will show up in your LinkedIn inbox, so
you can review it and decide if you want to accept that
recommendation or not. Conversely, if you send a recommendation to
someone, he or she can treat your recommendation in the same
way.

 


When you see the other person's
recommendation, you can either show it or hide it, which you may
want to do if someone sends you a recommendation for your work in
two different capacities. It might look strange to show both
recommendations.

 


Or if you don't like a recommendation or see
errors in it, you can ask the person to send a modified and
corrected replacement. As a LinkedIn message explains, you are
asking the person to revise their recommendation, followed by the
original copy, after which you can write in your suggested
revision. For example, if the person has made a mistake in spelling
you can correct that, or if you want the person to add more
information. Then, send your request to the person, who can send
back their revised recommendation for you to approve. Once you get
the revision back, you can show or hide it, as previously
described.

 


Normally, it's best to accept a
recommendation, since the person has done you a favor, and you
don't want to offend someone by turning down their recommendation
down. However, it is embarrassing for both of you to have a
recommendation with spelling or grammatical errors. If you aren't
sure if there is a misspelling, you can run spell check on your
recommendations. Though you can tell someone what you would like
the recommendation to read, it's generally best not to do so to
avoid offending the person, unless you catch spelling or
grammatical errors -- or you are close to each other, so the person
won't be offended by your suggested changes.

 


Once you accept the recommendation, you will
be invited to return the favor by endorsing the person who just
recommended you. Then, your recommendation will be sent to that
person for his or her approval, and he or she can choose to ask for
any revisions or show or hide it.

 


Once you accepted a new recommendation, it
will show up on your recommendations page unless you hide it.

 


If at any time you don't want to show a
particular recommendation, you can hit "Edit" and unselect "Show,"
which will hide that recommendation.

 


In the event you send a recommendation
request and haven't heard back for awhile, LinkedIn helps you
manage this by including a list of pending recommendations under
your list of recommendations. This list indicates when you
originally sent your request, and if you want, you can click
"Resend" to send another request to that person.

 


 


Some Ways to Get Recommendations by Giving or
Asking for Them

 


A good way to get recommendations is to give
them first, since the people you recommend will be invited to
recommend you. One way to initiate these recommendations is to
search for people in your network who you are close to or have done
business with successfully, if you don’t already have a
recommendation from them. If you have already recommended a person,
this will show up next to the name of that person.

 


If you haven't already recommended them, you
can click "Recommend this person." It's good to do so without
expecting a recommendation back, since people will generally
appreciate this gesture, because it seems more altruistic and
giving, than if you email them in advance to make giving them a
recommendation a quid pro quo for them recommending you. But
commonly, without your having to ask, you will get a
recommendation, since the person you have recommended will send a
recommendation back in the same spirit of reciprocity. If they
don’t, you can later request a recommendation from them.

 


You can also ask for a recommendation
directly. To do so, go to your Profile, and click on
"Recommendations" and then on "Request Recommendations.” Select the
position you want a recommendation for and decide who you’ll ask
for the recommendation. It's a process you can repeat again and
again.

 


If you want to see the recommendations you
have sent, they are categorized by colleagues, service providers,
business partners, and students, so you can see how many people you
have recommended in each category. If you click on one of these
categories, you will see only your recommendations for that.

 


 


Being Selective About Your
Recommendations

 


Generally, it is beneficial to have a lot of
recommendations, since these show that a number of people feel you
have done a good job working for them or that they value your
business and your qualifications, or both. There are some people
who have 40, 50, or even more recommendations.



However, be sure any recommendations you show
are valued recommendations, and you aren't just accumulating
numbers. Also, don't include recommendations from people you don't
trust or if you feel they have squandered their value in giving a
recommendation, because they have recommended so many people. For
example, a good reason not to include someone is if you think he or
she is a high profile marketing person who is just giving and
collecting recommendations, or if you think this person is a flake
or has no ethics.

 


If you don't want someone's recommendation to
show up on your profile, you don't have to put the recommendation
there. If they later send you a message back asking "Why didn’t you
put my recommendation up, you can diplomatically give them a reason
to avoid hurting their feelings or sparking a confrontation, such
as saying that you have enough recommendations now or you don’t
want to put their recommendation on your profile at this time,
because you want to highlight recommendations from people in a
certain field.

 


While you can’t delete a recommendation, you
can hide it. You just have to uncheck “Show,” and while you can see
the recommendation, those who come to visit your site won't.

 


 


 


 


 



CHAPTER 4: THE IMPORTANCE OF GROUPS

 


 


A great way to connect with others who have
similar interests and promote yourself to a targeted market is
through groups. They are a great marketing tool to reach out to
people in a targeted market, since you can find a group on just
about anything, whether you’re looking for accountants, doctors,
lawyers, whatever. LinkedIn allows you to join up to 50 groups, and
you can enter and leave groups as often as you like.

 


 


Searching for Groups

 


To search for groups, go to the "Status Bar"
along the top of the LinkedIn screen, where there is a category for
"Groups". If you are already a member of any groups, these will
show up in your "My Groups" page, along with discussions and
comments from the people you are following.

 


Then, go to the "Groups Directory" to find
groups you want to join.

 


When you first go to the directory, it will
open up the "Featured Groups" as shown below. These will generally
be groups that have advertised or have a high level of traffic,
which includes the White House and the UCLA Anderson Alumni
Network.

 


 


Finding Different Types of Groups

 


You can find groups in particular categories
if you click on the down arrow under "All categories".

 


When you click a particular category, it will
take you to a Search Results page that lists all of the groups and
the number of groups in that category. The groups are listed by the
number of members, with the groups with the most members first.

 


To help you decide which groups to join, look
at both the description of the group and its size. This way you can
select the most appropriate groups and those with the largest
number of members.

 


Many groups are moderated by whoever started
them and any assistants. In this case, the moderator will review
your request to join the group or ask you why you want to join a
particular group. As long as you give a reasonable answer related
to the purpose of the group or your profile shows this, you will
probably be approved to join.

 


 


Finding Groups in a Location

 


You can also find groups in a particular
area. While I'm using groups in Los Angeles as an example, you can
apply these techniques in any area. If you are in a small suburb of
a metropolitan area, look for groups in the larger area. To most
rapidly expand your contacts in your area, it's a good idea to join
the top groups there, based on their size.

 


Also, you can join groups in an area that you
want to reach out to, either by email or by making a personal
contact with group members later. For example, if I'm interested in
producing a film in Las Vegas, I might look for groups to join in
that area to develop some contacts I can later meet when I arrive
in the area.

 


Say you want to search for groups in the Los
Angeles area. Put Los Angeles in the "Keywords" box and hit
"Search," which will then show the largest groups in L.A.

 


For example, the top business groups in the
L.A. area includes these. The first three are shown in the example
above.

- Women 2 Women Business, which targets high
profile women executives

- Orange County Executives (included in the
L.A. area based on the U.S. Census), which has a separate Website
for interacting with group members

- Sales and Marketing Professionals Promoting
High Tech and Technology

- Southern California Venture Capital
Community

- LinkedWorking Los Angeles,

- ThinkLA,

- Business Success Network

- Southern California Dealmakers Network

 


In some cases, a group may have its own
Website platform to communicate with group members, rather than
using LinkedIn, so they will send you a link to get to that
platform. Then, you have to go to there to join their group. If you
want to interact with the group members using that platform, that's
fine. But it can be inconvenient when you are a member of multiple
groups to have to go to another platform on a separate Website, so
you may not want to join the group for that reason.

 


 


Finding Groups in an Industry

 


You can also find groups in a particular
industry. Say you are involved in the entertainment or film
industry. To find groups in that industry, just put in the words
"film" or "entertainment" in the keywords box. You'll get some of
the same listings as in an area search, since much of the film and
entertainment industry is in L.A., though you'll find some
differences. Thus, it's a good idea to put in a number of related
keywords to identify all the groups you want to target.

 


 


Finding Networking Groups

 


If you are interested in networking
generally, a good site to join is Top Linked, which is an open
networker group. Another is LION, which stands for Linked In Open
Network. These are people who will connect with anyone interested
in networking, which can help you in building a large network.

 


Though you might not have a reason to do
business with these people now, you may want to do so in the
future. Another reason for joining a networking group is that the
people in your network might have a connection with other people
who could use your products or services. So it's advantageous to
build a large network.

 


If you know the name of a group, you can
search for it individually, such as if someone has recommended that
you join the Sales and Marketing Professionals or Think L.A. Just
put the name you are looking for in the keyword box.

 


 


The Power of Joining Groups

 


To promote your business, join as many groups
as possible, though you can only have one profile yourself. But if
you have a partner or assistant, they could create another profile
and work in tandem with you. For example, if you have a health
store and are seeking to produce independent films, you might have
your co-owner or manager have a profile for the health store, while
you create a profile for yourself in the film industry.

 


When you set up one profile for yourself and
another for a close associate, it can make sense to keep your
activities and contacts through LinkedIn separate. When you do so,
you and your associate should sign up under different company names
and have a different name and email for each company, so you
clearly have two separate identities.

 


Once you are a group member, you can join
subgroups within a group, which can be a good idea when you are
part of a very large group which encompasses people with different
interests.

 


There are several things you can do as a
group participant. One of the most important activities is to
participate in discussions featured on the "Discussions" tab, which
is a good way to let your connections know what your company is
doing.

 


For example, one man uses discussions
regularly and increases his presence with a weekly marketing blog
every Sunday night, which he posts on every group he belongs to. He
has found it especially valuable to post regularly, because people
get accustomed to reading his discussions every Monday morning to
see the new information he has provided. Since he has accumulated a
large audience that follows him regularly, he continues to keep
them engaged with these frequent posts. After he posts his blog, he
typically gets over 50 responses in his LinkedIn inbox, and he gets
comments from regular readers to let him know that they appreciate
what he is doing. As an example, one morning several people took
the time to comment on how thankful they were for the information
he provided. If he stopped his regular postings, he might begin to
lose his regular following.

 


 


What to Discuss

 


Discussions are a great way to build an
audience for the different things you are doing in your business.
For example, if you have an upcoming event or special promotion,
create a discussion about this.

 


When you post these discussions in numerous
groups, your audience builds up rapidly. For example, some groups
may have over 500 people, others over 1000 or 5000 or more. Thus,
when you post in multiple groups, you can quickly get your message
out to many thousands of people in the short time it takes to post
in each group -- say an hour to post in 30 groups reaching 30,000
people.

 


One marketing executive got over two dozen
people to attend an event he was having in Las Vegas by joining
several dozen groups in Nevada and promoting his LinkedIn event in
those groups.

 


 


Using Your Signature in Your Postings

 


Whenever you post, though many people don't
do this, put your signature with your contact information in your
post, so people have an immediate way to contact you; they don’t
have to connect with you only through LinkedIn first.

 


 


Adapting Your Postings to the Group

 


Adapt your postings to what is appropriate in
a particular group. While some group moderators allow anyone to
join and post anything, many others are quite selective about the
content they allow group members to post.

 


Often general discussions about a topic or
announcing a free event are fine. But if you have an event,
product, or service that involves a charge, the moderator will not
permit that, or may do so on a case by case basis, depending on
whether he or she feels you are offering a valuable activity,
product, or service which is suitable for group members. Sometimes
moderators will be more receptive if some or all of the funds are
going to a charitable cause or if there is a special discount for
group members. On the other hand, if someone posts something
involving money, such as saying: "I have a product on a special
this week" or "Buy 10 cases for xyz amount of dollars and save xxx
percent," some group moderators will delete that post.

 


Given these different policies in groups,
it's a good idea to notice what is acceptable in a group by seeing
what others are posting. Or if you're not sure whether a moderator
will accept or delete your post, you can take a chance and see what
happens. If the moderator deletes it, and possibly sends you a note
to explain why, you know for next time not to post something like
that again. And once warned, be careful you don't do so, since a
moderator will commonly regard the first inappropriate post as a
learning experience, so you know what to not do next time. But if
you post something inappropriate a second or third time that could
be grounds for expulsion from the group, and afterwards, you often
won't be able to rejoin.

 


Another thing to avoid is posting discussions
that are not relevant to a group. For instance, if you are
participating in a film group, keep your discussion related to
films. Then, even if the posting involves an admission fee or cost
for a product or service, you might still be able to post such
information. By contrast, if you are promoting something not film
related, even if it might be of interest to those in the film
industry, you might not be able to post this, such as if you want
to sell life insurance to producers.

 


 


Pacing Your Postings

 


How often should you post in a discussion?
Generally, about one to three times a week is fine. Sometimes in
very active groups, once a day might work well. Plus post your
responses to others' new posts or their responses to you. For
example, at a workshop, a sales coach described how he posted a
discussion every other day, and he got a number of referrals from
people who read his postings which featured tips on how to be
successful in sales.

 


To decide how often to post, get a sense of
how often others are posting in a group. Though many posters do so
only occasionally or rarely, don't use them for pacing your own
postings. Rather look for the frequency of the regular posters,
aside from the group moderator, who will normally post much more
frequently than anyone else in the group. Then, use the postings of
these regulars as a guide. This way, if you follow the norms of the
group's regulars, you will avoid wearing out your welcome in the
group, since doing too much promotional posting could be grounds
for removal from the group.

 


Also, check for responses to your
discussions. Whenever someone else comments on your discussion,
you’ll get a message from LinkedIn in your email saying that
someone has commented on your post.

 


Keep in mind that these discussions generally
work best as a two way street. So if you want people to comment on
the discussions you start, comment on their discussions, too.

 


 


Keeping Track of New Discussions and
Posts

 


One way to track new discussions is to check
the emails that come to your inbox from the members of your groups.
Another way is to go to your homepage and go to "Group Updates."
Then, you'll see what's going on in the groups you belong to.

 


If you want to get updates more or less
frequently, you can change the settings for how often you get
updates. For instance, if you get a daily update about each
discussion in each of your groups, you might feel overwhelmed by
the large number of emails in your inbox each day. So if you're
getting too many emails more frequently than you want, change the
group settings, so you don't get daily updates. Just go to
"Settings" for each group, and if requested, put in your password
so you can make the necessary changes.

 


If you don't want a daily email, uncheck
"Digest Email" for each group you belong to where you don't want
this email. Or to get these emails less frequently, change the
frequency to once a week.

 


The settings page is also where you can
permit members of the group to send you emails, and you can decide
whether to include the group logo on your profile. Usually it's a
good idea to do both to increase your visibility and accessibility
to group members.

 


 


Getting Permissions from the Group
Moderator

 


Since many groups require permission from the
moderator to join, that’s another reason to have a complete
LinkedIn profile. Such a profile shows you are more serious and
credible, so the moderator is more likely to approve your
membership. A detailed profile also may suggest you are more likely
to participate in group discussions, which will appeal to the
group's moderator, too. So include as much information in your
profile as possible to up your chances as being viewed as a valued
contributor and therefore be accepted into the group.

 


 


Using the News Tab

 


You can use the News Tab to see what members
of the group are doing and to submit your own articles. To get to
the News Tab, you can open up the "Go To" menu and click "News." Or
if you are already in a group, click on the "News" section under
the Group Title.

 


Once you get to the News section, you will
see a list of the latest news articles, listed by those with the
most activity, those providing the latest news, or the most
recently submitted, as indicated by the options on the left of the
News page.

 


You can see a preview of each article if you
put your mouse over it.

 


If you want to recommend an article, click
the thumbs up logo, and you'll be advised that you have
successfully recommended it.

 


Should you want to submit your own articles,
simply click the "Submit a News Article" button, and enter the name
of the URL where the article is located.

 


Then, you'll be asked to describe the article
and why others should read it. Then, click "Submit Article", and
the article will immediately appear in the News section.

 


You can repeat the same process for each of
your groups to refer people to the same article.

 


 


Using Articles to Promote Yourself

 


In the above demonstration, I used an article
that features a topic of general interest that I have been blogging
about featuring new breakthroughs in science, technology, and
society called "The Very Next New Thing." But many people use
articles to provide information on their field to demonstrate their
expertise to appeal more directly to potential clients. For
example, one marketing expert submits three articles a day to seven
groups he belongs to about marketing and using the social media.
Whatever your subject, posting these articles is another way to get
your name out there, as well as add value to the group.

 


You don't have to write the articles you post
yourself; you can simply post links to articles you have found
valuable. For example, say you find an article in the business
section of your local paper that you want to share. Just copy the
link and click on "Submit New Article.

 


Normally, only the first 250 characters of
your posting are shown, followed by a link to the article, so
anyone who is interested can read more. You can also add your own
summary, or if you don't write anything, LinkedIn will put in the
subject for the summary of the article.

 


You should properly credit the source of the
article, whether you wrote it or found it. You can also add a short
comment to say why you posted this article or what you thought
about it, such as saying “I thought this might be beneficial
because it offers some great tips on how to get more traffic to
your Website.”

 


To add a comment to an article, fill out the
"Add a Comment" box.

 


If you have written the article yourself,
emphasize how it might help the group member or skip adding a
comment to avoid coming across as too self-promotional.

 


 


Getting Your Name Out There by Submitting
Articles

 


As you can see in the above posting, an
advantage of posting an article is that your name and photos goes
next to it, so people will see that you have submitted that
article. Then, if they scroll over your name, that will take them
to your profile -- another good reason to have a very complete
profile.

 


The advantage of submitting articles often or
on a daily basis is that more and more people will see your name,
which builds your presence and credibility and can lead to clients
and sales.

 


 


 


 


 



CHAPTER 5: MAKING CONNECTIONS WITH
MEMBERS

 


 


A big advantage of belonging to as many
groups as possible is that this helps you connect personally with
members of these groups. Otherwise, you might not be able to
connect with them, because you don't know them personally or don't
have a personal introduction to them.

 


Also, if you belong to the same group as the
person you hope to connect with, if you send a message asking for
permission to connect, commonly that person will invite you to send
your request or send you an invitation him or herself. Plus, you
can send messages to other group members, whether you are connected
to them or not.

 


 


Viewing the Members of a Group

 


To find the members of a group to connect
with, once you are in a group, go to the "More" Tab and click on
"Members." This will open up a list of all group members and
indicate the number of people in the group.

 


Your own membership listing will appear
first, followed by the people with a direct or 1st level connection
to you, indicated by the number "1". If you scroll down, you will
see those people with a number "2", who are your second level
connections.

 


This second level can be quite long, since
these are all people to whom your first level people are connected.
Say you have 10 connections who are members of this group, and they
each average 10 connections. That'll mean you will have 100 second
level connections within the group.

 


Also notice that for each member, the number
of their first level connections is listed next to their name and
at the far right of their name there is a blue circle, which is
filled in to reflect the number of connections -- the more
connections, the more lines in the circle, until there are several
hundred or more connections. The number under the "Thumbs Up"
symbol indicates the number of recommendations that person has.

 


 


Connecting with the Members of a Group

 


While you are only linked to the 2nd level
members of your group through a direct 1st level connection, you
can seek to connect to them directly in one of three ways.

1) You can directly invite that person to
connect with you.

2) You can send that person a message to ask
for permission to send them an invitation to connect with you or
ask if they would like to invite you to connect.

3) You can ask the person on your first level
to introduce you to the person to whom they are connected.

 


 



	
Making a Direct Connection





 


To try to connect with each person directly,
click on that person's name.

 


Once you click on that person's name, this
will open up that person's profile.

 


This profile will show you how you are
connected to that person, whether it's by a single connection or
many, which means that more than one person you know knows that
person.

 


You can contact each person directly by
seeking to add that person to your network by clicking "Add _____
to Your Network". Once you do this, you will get a message asking
how you know that person -- as a colleague, classmate, doing
business together, friend, group member, or other, in which case
you will be asked to put in that person's email address. Or if you
don't know that person yet, you can indicate that, too. You can
also add a personal message to replace or add to the standard
message that's already there: "I'd like to add you to my
professional network on LinkedIn." Or you can use that. After that
you'll see the name you have associated with this profile, though
you can change it. Then, once you are ready to extend the
invitation, click "Send Invitation."

 


If you use this direction connection feature,
it's best to only send invites to people you know well, since they
are most likely to accept. You want to invite those who are likely
to accept, since when you first send out invites, you initially
don't need to enter a person's email address if that person is a
colleague, classmate, friend or business partner. However, if a
person you invite responds that they don't know you, you will be
asked to enter an email address with future invitations. This
feature is designed to prevent people from spamming everyone in a
group they don't know with an invitation to connect. Also, if you
send too many requests to connect to people who respond that they
don't know you, you risk getting dropped from the group or from
LinkedIn for spamming other members.

 


Once you say you know someone, you'll be
asked to explain how you know that person and in what capacity. Say
you indicate you did business together, what company were you
in?

 


After you send off the invitation
successfully, you'll get a response back that: "Your invitation was
sent successfully."

 


If you need to enter the person's email,
you'll be asked to supply it before the invitation gets sent.

 


 



	
Inviting a Person to Connect with You





 


If you don't know someone directly or have
only a passing acquaintance, a better approach is to send that
person a message asking for that person's permission to connect or
invite that person to send an invitation to connect to you. This
avoids the problem of sending too many connection requests to
people who respond that they don't know you. To do so, click on
"Send a Message," which will open up a screen where you can write a
subject line indicating what the message is about and then include
your message. Then, click on "Send Message" to send it, "Cancel" if
you decide not to do so.

 


In some cases, you'll be asked to include
your email and password for the account before the message goes out
to verify you are the account holder; in other cases, the message
will simply be sent. In either case, once you the message goes out,
you'll get a message that your message was successfully sent.

 


 



	
Asking One of Your Direct Connections to
Introduce You to One of Their Connections





 


Another way to add connections is to ask one
of your direct connections to introduce you to someone they are
connected to. However, this can be a time consuming process,
because they have to take the time to contact the person you want
to meet and they may not do so, or you may have to wait a long time
for them to make the introduction. Thus, it can be better to use
one of the other approaches, such as asking a person for his or her
permission to connect, so you don't have to wait for someone to
make the introduction.

 


 


Increasing Your Chances of Making a
Successful New Connection

 


To increase your chances of a person wanting
to connect with you, don't talk about yourself. Commonly, people
who are active in LinkedIn will get many connection requests from
people who only talk about themselves and their products or
services. But that’s a real turn-off, because people don't want a
hard sell. Instead, make your offer to connect about the other
person, such as by saying why you are interested in what that
person is doing and how you might help them.

 


Also, be selective in who you seek to connect
with, since you can only send out 3,000 connection requests. So
treat connection requests carefully, and as you can, ask the other
person to send a connection request to you. For instance, if you
notice the person you want to connect with only has a small number
of connections -- say only 70 -- you know he or she has a lot of
connection request to spare. So in your message, invite that person
to send you a connection request.

 


Additionally, when you invite someone to
connect with you, it helps to mention the groups you both belong to
or mention something about his or her profile to show you sincerely
want to connect with that person -- he or she is not just another
number to you.

 


 


Finding Out if the People You Know Are on
Linked In and Inviting Them to Connect

 


LinkedIn can help you add people you already
know to LinkedIn, using several methods featured on the Home page
of your account.

 


 


Connecting with Colleagues and Classmates

 


One way to add connections is to find people
who are already on LinkedIn who are colleagues or classmates. Just
click the "Colleagues" tab to see your colleagues, including the
names of people who are in your email box. You will first learn how
many colleagues of yours are already members of LinkedIn. Once you
click the "View" tab, you'll see a list of those you may know, so
you can invite them to connect with you on LinkedIn.

 


Similarly, if you click on the "Classmates"
tab, you can identify people you went to school with and might
invite to connect with you. You will then see a list for each
school you attended for either your graduation year or for all the
years you attended. For example, I have 1215 contacts for the year
I graduated from U.C. Berkeley in 1976. You have the option of
inviting any of those classmates. However, since it is likely you
won't know most of them, you might start with those you do know and
invite them directly. With the others, you might ask for permission
to connect, noting that you went to the same school in your
message.

 


Once you decide to send an invitation, you'll
get the following screen to write your message, along with a
warning to only send invitations to people you know. After you send
the invitation, you'll get a message indicating your invitation was
successfully sent and asking if you want to send another
invitation.

 


 


Adding Connections

 


Another way to add connections is to go to
the "Add Connections" tab, which will invite you to see the people
you already know on LinkedIn by entering your own email address or
importing your desktop email contacts in Outlook, Apple Mail or
other applications (a dialogue box that is also on your LinkedIn
home page). Or you can enter the email addresses of each person you
know who you would like to invite.

 


Once you click "Send Invitation," you'll get
a message that you have successfully sent out these invitations, or
in my case: "You have successfully sent 3 invitations." You will
then get the same screen again, inviting you to send more email
invitations or see who you already know on LinkedIn.

 


 



	
Inviting the People You May Know





 


Another way to make more connections is to
respond to LinkedIn's suggestions on the side listing the People
You May know and indicating their connection to you, such as if
they are 2nd, or even 3rd level connections, who are connected to
your 2nd level connections. Then, you can invite them directly or
ask for permission to connection, as described earlier.

 


If you click, "See More," you will see even
more suggestions of people you may know.

 


 



	
Inviting People in Your Own Email
Accounts





 


Another way to add connections is to search
your own email for people you might invite. You simply put in your
email, and if it is an email that LinkedIn supports, you can import
your desktop email contacts.

 


However, if you have an email which is not
supported, such as an older email account or proprietary account,
such as att.net, comcast.net, or pacbell.net, you can't do
this.

 


But let's say you can import your emails from
a particular account. Once you hit continue, you will get a message
to sign into your account.

 


Then you will be asked to grant permission to
connect to LinkedIn. Once you do, everyone in your address book
will be listed, and the listing will indicate whether they are
already in LinkedIn or not, and you can decide who you want to
connect with.

 


To send invitations to everyone, check
"Select All", or choose who to invite selectively. After you send
any invitations, you will be advised you have sent them out
successfully and will be invited to send out additional
invitations, such as when I sent out two invitations and got this
message: "You have successfully sent 2 invitations." Then I had the
opportunity to invite additional contacts. Each time LinkedIn
suggests people you know, it lists different people.

 


If you have multiple emails, you can go
through this process for all of your emails. For example, after
advising me that I successfully sent 2 invitations, LinkedIn
invited me to put in another email address to access that address
book.

 


 



	
Inviting People from Webmail and Other
Applications





 


You can also invite people you might already
be connected with through Webmail or other applications. If you
click "Import Desktop Email Contacts," you will get a dialog box
inviting you to upload a contacts file from an email application
like Outlook, Apple Mail and others. As long as the file formats
are in .csv, .txt, or .vcf formats, you can upload them.

 


If you want to learn more about how this
works, LinkedIn will provide you with details on how to export a
CSV file from Outlook, a Palm Desktop, or from ACT!. It will also
tell you how to export a vCard file from a Palm Desktop or a Mac OS
X Address Book.

 


 



	
Using Outlook with Linked In





 


If you use Outlook, LinkedIn has an Outlook
tool you can download, so you can add a LinkedIn bar on your
Outlook. Then, you can invite all the people in your Outlook
account to join you on LinkedIn.

 


 


 


 


 



CHAPTER 6: STARTING YOUR OWN GROUP

 


 


Besides joining other groups, you can start
your own. This is an ideal way to support your business or whatever
you want to promote through the group. When you have your own
group, you can do things that members of a group can't do, such as
inviting people to join or removing people from the group. You can
also see all of the members of the group, and you can choose other
administrators to help you manage the group, such as by sending out
announcements for you.

 


 


How to Create a Group

 


To create a group, follow some simple
instructions on forming a group. To begin, click on the "Create a
Group" tab in the Group section.

 


If you have a logo, use that. Browse for the
logo file on your computer and upload it in a PN, JPEG, or GIF
format, with a maximum size of 100 KB.

 


Select a name for the group and set up the
group type, noting if it is an alumni, corporate, conference,
networking, nonprofit, professional, or other type of group. In the
later case, add your own category.

 


Then, briefly describe the group and its
purpose. The summary will appear in the Groups Directory, while
your complete description will appear on the page for that
group.

 


You can add a Website for the group if you
have one. Then, set the Group Owner's email, which may be the email
you already have for the account or use another email. You can
decide whether to grant open access to anyone on LinkedIn and
whether to include the group in the Group's Directory, which means
anyone seeking for that type of group can find it.

 


If you don't want an open group, uncheck the
Open Access box to make the group private. You can allow group
members to display their logos on their profiles or not, and you
can pre-approve members if they come from a certain domain, such as
if you are inviting people from a particular company or
organization to join the group.

 


Besides designating a particular language for
the group if it's other than English, which is the default, you can
specify if the group is for individuals in a certain location other
than the United States (the default again). You can even limit
members to a certain zip code.

 


Finally, check that you agree to the Terms of
Service and click "Create Group."

 


Once you create a group successfully, you
will be invited to send invitations to people you want to join your
group, designated by the name you selected. You can send these
invitations in a batch to any individuals you have in a file of
emails or to your contacts in or outside of LinkedIn.

 


Your newly created group will show up in your
list of groups, and you can edit the order in which your groups are
displayed, so this comes up first.

 


If you skip the step of inviting people after
starting the group, LinkedIn will take you to the Overview box,
where you can start a discussion or add a news article if you
want.

 


Later, you can create a discussion or enter a
new article at any time by going to the Discussion or News tab at
the top of the group's title bar.

 


 


Creating a Discussion

 


As a group moderator, you can not only start
a discussion and invite others to join in, but you can feature the
discussion by clicking “Make this discussion featured.” This means
this discussion will show up on the top of the other discussions
until you opt to feature another discussion. Besides featuring your
own discussions, you can feature the discussions initiated by
others, such as discussions you find especially interesting or
those started by members you feel close to.

 


To begin the discussion, put in the Topic or
Question you want to discuss. You can then add Additional Details
if you want. Then, this new discussion will show up on your
Discussions page. If it's a featured discussion, you'll see the
designation "Featured discussion" before the topic is listed. If
you have added additional details, that will show up under the
topic title. Should you make a mistake in entering this
information, such as writing "Used" instead of "Use", you have 15
minutes to make changes.

 


Once a discussion is started, others can make
comments. If you have indicated that you want to "Follow this
discussion," you will be notified by email when others comment.

 


 


Adding News Articles and News Feeds

 


Another benefit of having a group is you can
not only add news articles, like any group member, but you can add
news feeds.

 


 


Submitting News Articles

 


Submitting a news article works just the way
it does if you are a member. After you click on "Submit a news
article," you will be asked to insert the Article URL. LinkedIn
will then insert the title of the article and the first 250
characters for you.

 


After linking to an article, a good comment
might be why people should read that article or your opinion about
it. Once you click to "Add News Article", it will show up in the
News Discussion for that group. If you click on "Latest News",
you'll see your article listed there.

 


 


Adding News Feeds

 


As a group moderator, you can add news feeds
by clicking on "Manage news feeds," as an alternative to copying
and pasting articles into the news. To do so, enter the name of a
Website or an RSS URL. You can enter your own Website if you want,
or you can feature a feed that is relevant for your group. You can
include up to 30 feeds.

 


For example, if you are especially interested
in featuring news about the social media, you might add "Mashable"
into the "Add a News Feed" box. Then, you will get a link to those
feeds.

 


Once you click on "Add News Feeds", you will
be advised that the feed or feeds you selected have been
successfully added, and you can add another feed. It may take up to
an hour to start seeing these feeds appear under the Latest News,
and then the feeds will be automatically updated at least once
every 6 hours.

 


These news feeds will combine any articles
from the feed with the articles you select. For instance, a news
article from my blog is listed first as a featured article, and
then over 100 articles are listed that come from the CNN feed.

 


If you do have news feeds for your group,
this is a good reason to feature the news articles you or your
group members send in, so they will go to the top of the list.

 


You can also select the news articles that
have generated the most interest, if you click on "Most
Activity."

 


If you go to an established group, you will
see the news articles grouped by those which have had the most
activity based on the number of views and comments. As your own
group builds up and there is more activity, a similar pattern will
emerge as people start following the news articles you post or
which come in through a news feed.

 


 


Managing Your Members

 


Besides inviting members to join, you can
remove and block members from your group. A reason to do so is if
someone is being disruptive or only using the group to promote
their own products or services. You can delete any content they
submit which you object to, as well. Go to the Manage tab, search
for the name of the member you want to remove or block, and click
the "Remove", "Remove and Block," or "Remove, Block, and Delete
Contributions" button.

 


 


Sending Announcements

 


As manager of your group, you can send out
announcements to everyone by going to Manage and clicking "Sending
an Announcement.” You can send one announcement per week. At one
time, LinkedIn allowed moderators to download an email list of all
the people in their group, but they stopped doing that to prevent
spam. Even so, if you have a large group, say 50,000 people, you
can send an announcement to all of these people once a week through
LinkedIn. These announcements are ideal if you have trainings,
events, new products or services, or special news to announce.

 


 


Creating Subgroups

 


When your group grows, subgroups are a way to
invite members into smaller groups that share a special interest.
Click "Create a Subgroup", fill in the same sort of information as
in creating the group. Then, you can invite everyone in your group
to join or invite individuals selectively.

 


 


 


 


 



PART 2: FINDING WHAT YOU WANT THROUGH
SEARCHES AND QUESTIONS

 


 


 


 


 



CHAPTER 7: USING SEARCH TO FIND CONTACTS
AND INFORMATION

 


 


Search is a powerful tool for finding new
prospects or clients. You can search in groups or generally. If you
are a member of a group, you can send people messages directly
whether you are connected with them or not. If you are not
connected to someone and do a general search, you can still
potentially connect with that person by sending them an invite.
However, it is best not to send someone you don't know an invite
directly; rather, go through some additional steps to connect with
them, as will be described, due to the dangers of being rejected
and possibly being considered a spammer.

 


The Search Box is on the top right of your
home page, where it says People, which is the default.

 


You can search by people, companies, jobs,
answers, your inbox, or by groups.

 


 


Doing a General Search

 


If you do a general search by People and
start typing in a letter or name, LinkedIn will show you up to 10
people or companies who share that letter, combination of letters,
or names.

 


The names of the people who show up are those
you are connected to, since you can only see the names of people in
your network (which includes your first, second, or third level
connections) or in your groups. (You can tell which they are by the
1, 2, or 3 in the circle next to each person's name). But the
company names will appear whether you have a connection with anyone
in that company or not, as long as the company has a profile on
LinkedIn.

 


Once an individual or company name is in your
Search Box, you can go to that individual's or company's profile to
learn more about them. Just click on that person's or company's
name.

 


Or if you put in the name of that company,
you can go to that company's profile and see the different people
who work there, including the high level officers. If you have a
connection to someone there through your network, you will see
their name and their connection to you (1st, 2nd, 3rd, or a member
of one of your groups). Otherwise, you will just see that person's
title.

 


For instance, say I put the name "Universal"
in the Search Box and see a list of companies with that name.

 


Then, if I click on Universal Studios, I will
see a list of all their employees, starting with their current
employees and their past employees who are part of my network -- in
this case, second level contacts who I am connected with through
someone else. Additionally, it lists the new hires and popular
profiles, even though I have no connection to them. However, if I
try to look more extensively at the list of current employees by
clicking "See more," I will only see those employees by name who
are in my network, and the others by title only.

 


But even if you have no direct connection
with a person and just have a job title, if you already know some
people in the company, that could help you contact the person you
don't know. For example, you could mention who you already know
there, when you contact the person you haven't met yet to open up a
dialogue. Depending on the company, you might be able to connect
with top level managers, vice-presidents, and even the president or
CEO.

 


You may be amazed at the people you are
already connected to at a company.

 


If you click, "See more," you'll see even
more people you are connected to, starting with your first, then
your second, and finally your third level connections and any
individuals with whom you share a group membership. The number next
to each name indicates the type of connection you have. Since
Universal has over 1300 employees listed and over 500 current
employees, a huge number of connections are possible.

 


But you can only see up to 100 of these
connections, 10 per page, with a basic subscription. To see more,
you have to upgrade to one of the premium subscriptions.

 


 


Doing a More Targeted Search

 


While this search started with a general
search by name, you can further narrow down a search by using the
boxes along the left hand side, where you can put in keywords, a
first or last name, a title, whether a current, past or both types
of employees, and where the person lives.

 


For example, if you only want to connect with
the vice-presidents at a company or above, you can put "vice
president" in the Keywords or Title box, and the search will limit
the listing of people in the company to that.

 


The listing will include anyone in your
network through your personal or group connections by name, so you
can contact them directly. To contact them, click on their name;
then you can send them a message, get introduced by a closer
connection if they are 2nd or 3rd level connections, ask to add
them to your network, or find references who might be able to
introduce you.

 


If you want to send a message, you'll get the
usual message screen, and you can add an additional 49 people if
you want to send everyone the same message. As previously noted,
such messages are a good way to either ask someone for permission
to connect or invite the person to send you an invitation to
connect. In either case, explain why you want to make the
connection.

 


If you want to get introduced, you can send
that person a message asking to be connected through someone you
both know. You can indicate the reason for the introduction, using
the LinkedIn menu.

 


Also, you can include a personal message to
the person you both know in common.

 


However, you can only send out 5 of these
introductions at a time if you have a personal LinkedIn account,
though you can send out more with a premium account.

 


You can send out a direct invitation to
connect, indicating how you know this person, though for reasons
already discussed, unless you do already have some connection, it
is best not to send a direct invitation, since if you get too many
of these invites rejected, your account might be limited or
suspended for spamming.

 


 


Searching for References

 


Should you be interested in working with or
for someone or hiring someone, you can do a search for references,
which is designed to give you more information about potential
employees, employers, or business partners. To start the search,
under "People," go to "Advanced Search." Then, go to "References
Search." You can then enter the name the name of a company where
you are interested in obtaining references.
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