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blocking options, 204
for connections lists, 202
email address options, 
202, 203

following options, 205
for groups, 283
job searches, preparing for, 
247–248

LinkedIn activity options, 
204–205

LinkedIn URL, setting, 
201, 202

mention and tag options, 204
in mobile app, 190
name, hiding, 203
news mentions, notifying 
network of, 204

overview, 20, 199–200
phone numbers, profile 
discovery by, 203

profile and network options, 
199–204

profile viewing options, 200
public profile options, 
201–202, 203

story viewing options, 200
updates, notifying network 
of, 204

congratulating connections, 
133–134

connection requests. See 
invitations



Index      357

Index.indd 357	 Trim size: 7.375 in × 9.25 in� March 9, 2021 6:13 PM

connections
advanced searches
accessing, 73
with boolean operators, 
78–79

for candidates, 239
with filters, 76–79
saving, 205

basic searches
advanced searches 
versus, 73

filters, using, 75, 76
keyword search, 73–75
overview, 72

building network, 39–41
checking for members, 91
classmates, finding, 91–92
Company pages, viewing, 

257–258
contacts export file, creating, 

212–214
endorsements
accepting, 139–141
general discussion, 136–138
giving, 138–139
hiding, 143–144
managing, 141–144
overview, 127
reordering, 142–143

expanding network, 16–17
exporting
to Gmail, 215–217
to Office 365, 214
to Outlook, 215

first-degree
browsing network of, 94–97
email contacts, adding 
from, 90

500+ statistic, 12
focus groups, building, 
326–328

general discussion, 10

job listings, sharing with, 
231–234

People You May Know 
feature, 93–94

searching among, 69–72
status updates, interacting 
with, 132–136

visibility settings for, 202
importing, 87–91
introductions
accepting requests and 
forwarding, 123–126

to decision-makers, 300
declining requests, 126
defined, 84
managing requests, 122–126
overview, 118
preparing, 119–120
proactive network 
building, 344

sending requests, 120–122
job listings, sharing with, 

231–234
job searches, 14–16, 251
levels of connectedness, 10–12
linking in status updates, 130
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creating accounts. See also 
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employment information, 

31–33
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adding to profile, 31–33, 48–49
editing, 60
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accepting, 139–141
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general discussion, 136–138
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overview, 127
reordering, 142–143

etiquette
declining introduction 

requests, 126
declining invitations, 106
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endorsements, 141
events, 209, 331–333
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accepting or declining 
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to decision-makers, 300
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defined, 84
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overview, 118
preparing, 119–120
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building, 344

sending requests, 120–122
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overview, 83–84
People You May Know feature, 
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recommendations
of applicants, reading, 237
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declining, 171–172
editing, 172–174
endorsements versus, 137
in focus groups, 328
general discussion, 162–164
handling new, 174–175
managing, 172
overview, 161–162
of potential clients, 
reviewing, 302

preparing for job 
searches, 247

reciprocated, 162
removing, 172–174, 175–177
requesting, 162, 168–171
revision of, requesting, 
171–172, 175–177

unsolicited, 162
writing, 164–168

removing connections from 
network, 103–105
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connections
contacts export file, creating, 
212–214

to Gmail, 215–217
to Office 365, 214
to Outlook, 215

profile to PDF file, 217–219
extracurricular activities, 
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for basic searches, 75–76
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312–314
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110, 112
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advantage of, 252–253
job openings, searching for, 

242–245
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in mobile app, 188
overview, 14–16, 103, 241
profile and account settings, 

preparing for, 247–250
similar jobs, finding people 

with, 252
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target company referrals, 
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first-degree connections
browsing network of, 94–97
email contacts, adding 

from, 90
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accepting, 139–141
choosing, 138–139
general discussion, 136–138
hiding, 143–144
managing, 141–144
overview, 127
reordering, 142–143

500+ statistic, 12
focus groups, building, 

326–328
general discussion, 10
introductions
accepting requests and 
forwarding, 123–126

to decision-makers, 300
declining requests, 126
defined, 84
managing requests, 122–126
overview, 118
preparing, 119–120
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building, 344

sending requests, 120–122
job listings, sharing with, 

231–234
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93–94
recommendations
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declining, 171–172
editing or removing, 172–174
endorsements versus, 137
in focus groups, 328
general discussion, 162–164
handling new, 174–175
managing, 172
overview, 161–162
of potential clients, 
reviewing, 302

preparing for job 
searches, 247

reciprocated, 162
removing, 175–177
requesting, 162, 168–171
revision of, requesting, 
171–172, 175–177

unsolicited, 162
writing, 164–168

searching among, 69–72
status updates, interacting 

with, 132–136
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following
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enabling, 205
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choosing, 314
former names, adding, 48
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closing, 26, 198
merging, 198–199
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upgrading, 24–26, 197

G
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avoiding use of, 99–100, 

338–339
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Gmail
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professional, including in 

summary, 44, 54
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approving members, 285–287
benefits of, 269–271
configuring, 282–283
creating, 280–282
interacting with, 135
inviting members, 283–285
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location-specific, 329, 330
marketing strategies, 294
membership list, viewing, 279
overview, 17, 269
proactive network 

building, 344
recruiting in, 239
removing members, 287
starting and participating in 
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targeting filters for ads, 308
unlisted, 271
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Highlights section, 119
Home icon, top navigation 

bar, 18
home page, LinkedIn, 17
Home section, LinkedIn mobile 

app, 185, 186

I
I Don’t Know This Person 

button, 100
icons, used in book, 3
ignoring
endorsements, 140
invitations, 117–118
pending 

recommendations, 175
image ads, 306, 318
images
articles, adding to, 155
group discussions, adding 

to, 278
for groups, 280
in profiles, 56, 63, 197, 250

importing contacts
from email system, 87–91
overview, 87
during sign-in process, 33–34

inbox
checking, 342
navigating, 110–112

industry affiliation, 32–33, 45, 
49, 197

influencers, following, 151–153
InMail
costs of, 113
decision-makers, contacting, 

300–301
general discussion, 112–113
LinkedIn messages versus, 

108–113
overview, 107
sending, 113–115

sponsored, 307
unsolicited messages, 

controlling, 209
in-person networking
at events, 331–333
when traveling, 330–331

installing mobile apps, 182–184
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adding, 46, 52
interacting with network. See 

also messages
importance of, 127–129
reacting to updates, 132–136
sharing updates, 129–132

Internet activities, using 
LinkedIn with

contacts export file, creating, 
212–214

Gmail, exporting contacts to, 
215–217

Office 365, exporting contacts 
to, 214

Outlook, exporting contacts 
to, 215

overview, 211
profile, exporting to PDF file, 

217–219
public profile badge, creating, 

219–222
Intro and Contact Info section, 

45–46
introductions
accepting requests and 

forwarding, 123–126
to decision-makers, 300
declining requests, 126
defined, 84
managing requests, 122–126
overview, 118
preparing, 119–120
proactive network 

building, 344
sending requests, 120–122

Invitation page, 98
invitations
accepting or declining, 

105–106
browsing network of first-

degree connections for, 
94–97

canned, avoiding use of, 
99–100

for classmates, 91–92
convincing nonmembers to 

join, 102–103
defined, 84
for email contacts, 89
etiquette for, 344
for existing members, 98–99
for groups, sending, 283–285
joining with, 28–29
joining without, 29–30
in mobile app, 185, 186
for nonmembers, 100–102
People You May Know feature, 

93–94
personalizing
for friend of first-level 
connection, 96–97

from member profile, 98–99
People You May Know 
feature, 94

tips for, 338–339
removing connections from 

network, 103–105
reporting unknown 

persons, 100
research participation, 209
settings for, 209
tracking, 115–118
withdrawing, 116

J
job application settings, 205, 229
job descriptions, 227, 228
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job experience
adding to profile, 48–49, 

57–60, 250
editing, 60
in public profiles, 60
updating, 337–338

job listings
advertising, 231–234
on Company pages, 259
managing, 226–227
posting, 227–231
viewing, 242–245

job opportunities, 102
job searches
alumni status, taking 

advantage of, 252–253
job openings, searching for, 

242–245
leveraging connections, 251
in mobile app, 188
overview, 14–16, 103, 241
profile and account settings, 

preparing for, 247–250
similar jobs, finding people 

with, 252
strategies for, 246–247
target company referrals, 

finding, 253–254
visibility settings, 205–206

Job Seeker premium account, 
113, 254

job seniority filter, for ads, 308
job titles filter, for ads, 308
Jobs home page, 242–243
Jobs icon, top navigation bar, 18
Jobs section, LinkedIn mobile 

app, 188
joining groups, 272–274
joining LinkedIn
with invitation, 28–29
overview, 27–28
sign-up process
completing, 37–38
connections, adding, 33–35
email address, confirming, 33

employment information, 
31–33

location information, 30–31
profile photo, uploading, 
35–36

without invitation, 29–30

K
Keep Connecting button, 40
keywords
optimizing profile, 249–250, 

290–291, 296
searches by, 73–75
in summary, 54

L
language settings, 193
leads, generating, 295–299
Learning mobile app, LinkedIn
installing, 182–184
overview, 181
syncing with LinkedIn website, 

189–190
LetsLunch app, 332–333
liking
group discussion content, 275
news items, 132, 150

Linked Intelligence website, 350
LinkedIn ads
budget and schedule for, 

setting, 314
campaign group, defining, 

310–311
cost models, 307
details of, defining, 315–316
editing, 317
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