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@ sign, tagging with, 130
500+ statistic, 12

A

accepting
endorsements, 139-141
group members, 285-287

introduction requests,
123-126

invitations, 105-106, 117-118

Account Access settings,
194-196

Account Preferences settings
Autoplay Videos option, 197
closing accounts, 198
language, changing, 193
location, changing, 197
merging accounts, 198-199
in mobile app, 190
name, changing, 197
navigating, 192-193
overview, 19

partners and services,
changing options for, 197

profile photos, hiding, 197

Twitter account, linking, 198

upgrading accounts, 197
accounts

cancelling, 26

closing, 198

closing sessions, 196

comparing paid options, 21-23

free versus paid, 20-21

Job Seeker, 113, 254

merging, 198-199
premium, 24-26

Premium Business, 23, 113
Premium Career, 22
Recruiter Lite, 23, 113

Sales Navigator Professional,
23,113

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

upgrading, 24-26, 197

active job seekers, finding,
238-239

active sessions, viewing, 196
active status, hiding, 204
activity, LinkedIn

of potential clients,
reviewing, 302

visibility settings for, 204-205
ad campaigns

budget and schedule for,
setting, 314

campaign group, defining,
310-311

cost models, 307

details of ad, defining, 315-316

editing, 317

filtering options, 312-314

format type, choosing, 314

getting started, 309-310

launching, 317

managing, 317-319

objective, choosing, 311-312

payment information for, 316

performance metrics, 317-318

variations of ad, creating, 316
Add Connections window, 101
Add Education window, 61-62
Add Media screen, 56

administrators, adding to
Company page, 263

AdStage, 319
advanced searches
accessing, 73
with boolean operators, 78-79
for candidates, 239
with filters, 76-79
saving, 205
Advertise icon, 19
Advertising Data settings, 190
advertising job listings, 231-234

All in One Advertising platform,
AdStage, 319

Allen, Scott, 350
alumni

education information in
profile

current education level,
46, 49

updating, 60-63

groups, 272, 281

job searches using, 252-253

searches for, 91-92
analytics

for articles, 158

for Company pages, 265
AND operator, 78

AOL, importing contacts from,
87-91
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App Store, installing mobile
apps from, 182-184

applicants, job
reviewing, 234-237
screening candidates, 237-238

submitting applications,
244-245

approving group members,
285-287

apps
cross-promotion practices, 345
Home section, 185, 186
installing, 182-184
Jobs section, 188
messaging in, 189

My Network section,
185, 186

navigating, 184-185
Notifications section, 187
overview, 180-181

Post section, 187

profile, updating, 188
searches in, 189

settings in, 190

syncing with LinkedIn website,
189-190

archive, importing in data-
syncing platform, 323-325

articles
analytics, 158
in news feed, 149
publishing, 155-158

Ask for Recommendations
box, 169

automated responses,
343, 351

automatic invitations

avoiding use of, 99-100,
338-339

People You May Know
feature, 94

automatic subscriptions to
newsletters, 343

Autoplay Videos setting, 197
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badge, public profile, 66,
219-222

Basic accounts
closing, 26, 198
merging, 198-199
versus paid accounts, 20-21
upgrading, 24-26, 197
Basic Information section, 44-45
basic searches
advanced searches versus, 73
filters, using, 75, 76
keyword search, 73-75
overview, 72
best leads, identifying, 298

birthday information, adding to
profile, 52

blocked members

blocking members of
groups, 287

unblocking connections, 204
viewing, 204

blogs
cross-promotion practices, 345
linking to, 291, 295-296
official LinkedIn blog, 347-348

boolean operators, searches
with, 78-79

brand, building, 13-14, 103

browsing network of first-
degree connections, 94-97

budget for ads, setting, 314
Buffer website, 352

Build Your Page tool, 261-262
building network

accepting or declining
invitations, 105-106

browsing network of first-
degree connections, 94-97

canned invitations, avoiding
use of, 99-100

checking for members, 91
classmates, finding, 91-92

general discussion, 39-41
importing contacts, 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

inviting existing members,
98-99

inviting nonmembers, 100-102

meaningful networks, building,
84-86

before moving, 328-330

nonmembers, convincing to
join, 102-103

overview, 83-84

People You May Know feature,
92-94

proactivity in, 344
recommendations
character limit on, 166
for customers, 303
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, 175-177



requesting, 162, 168-171

revision of, requesting,
171-172,175-177

unsolicited, 162
writing, 164-168

removing connections from
network, 103-105

business cards, placing URL
on, 345

business networking
ad campaigns

budget and schedule for,
setting, 314

campaign group, defining,
310-311

cost models, 307

details of ads, defining,
315-316

editing, 317

filtering options, 312-314
format type, choosing, 314
getting started, 309-310
launching, 317

managing, 317-319
objective, choosing, 311-312
payment information for, 316

performance metrics,
317-318

variations of ads,
creating, 316

business partners, developing
relationships with, 296

face-to-face meetings in,
330-331

groups

approving members,
285-287

benefits of, 269-271
configuring, 282-283
creating, 280-282
interacting with, 135
inviting members, 283-285
joining, 272-274

listed, 271

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
discussions, 274-279

targeting filters for ads, 308
unlisted, 271
sales techniques

Advanced People searches,
297-299

client meeting, preparing for,
301-303

communicating with
connections, 293-294

completion of sale, reporting,
303-304

decision-makers, finding,
299-301

generating leads, 295-299
marketing strategy, 295-296
optimizing profile, 290-292
overview, 289
Business Plus account, 113
business recommendations, 164

business trips, face-to-face
meetings on, 330-331

C

campaign group, defining,
310-311

Campaign Manager

budget and schedule for,
setting, 314

campaign group, defining,
310-311

creating campaign, 309-310

details of ads, defining,
315-316

editing campaign, 317
filtering options, 312-314
format type, choosing, 314
launching, 317
objective, choosing, 311-312
payment information for, 316
Performance page, 317-318
variations of ads, creating, 316
candidates, screening, 237-238
canned invitations

avoiding use of, 99-100,
338-339

People You May Know
feature, 94

Chamber of Commerce
groups, 330

channels, following, 151-153
classmates
groups of, 272, 281

job searches, help from,
252-253

searches for, 91-92
Click Demographics screen, 317
clients

completion of sale, reporting,
303-304

decision-makers, finding,
299-301

leads, generating, 295-299

meetings with, preparing for,
301-303

closing account, 26, 198
closing sessions, 196
comments

in group discussions, 275, 276

in news feed, 132-133,
150, 159

on status updates, 131
communications settings
automated responses, 210

digest notifications, setting
up, 154

email options, 207-209
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communications settings
(continued)

invitation options, 210

in mobile app, 190
notification options, 207, 208
overview, 20, 206

read receipts and typing
indicators, 210

research invitations, options
for, 210

unsolicited messages,
controlling, 210

companies. See also Company
pages
invitations from,
controlling, 210

recruiting by
advertising job listings,
231-234

managing job listings,
226-227

overview, 225
posting job listings, 227-231

reviewing applicants,
234-237

screening candidates,
237-238

strategies for, 238-239

visibility settings for recruiter

searches, 205-206

target referrals, finding,
253-254

targeting filters for ads, 308
Company pages

administrators, adding, 263

analytics, 265

creating, 19, 260-262

decision-makers, finding,
299-301

generating leads, 295-299
job listings on, 259

managing, 264-265
marketing strategies, 295-296
overview, 255, 259-260
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paid media administrators,
adding, 264

searching for, 256-259
Showcase pages, adding, 264
sponsored updates on, 265

suggestions for, reviewing, 265

targeting LinkedIn ads, 309

completion of sale, reporting,
303-304

configuring accounts

account access, 194-196

account preferences
Autoplay Videos option, 197
closing accounts, 198
language, changing, 193
location, changing, 197
merging accounts, 198-199
in mobile app, 190
name, changing, 197
navigating, 192-193
overview, 19

partners and services,
changing options for, 197

profile photos, hiding, 197
Twitter account, linking, 198
upgrading accounts, 197
cancelling accounts, 26
communications settings
automated responses, 210

digest notifications, setting
up, 153-155

email options, 207-209
invitation options, 210
in mobile app, 190

notification options,
207,208

overview, 20, 206

read receipts and typing
indicators, 210

research invitations, options
for, 210

unsolicited messages,
controlling, 210

data privacy settings,
205-206

general discussion,
192-193

LinkedIn groups,
282-283

LinkedIn news feed,
151-153

overview, 19, 191
switching accounts, 26
visibility settings

active status options, 204

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



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
LIONs, 12, 84

list of, 9-10

marketing strategies, 293-294

networking approach of,
respecting differences in,
339-340

news mention, notifying
of, 204

People You May Know feature,
92-94

quantity of, 84
recommendations
of applicants, reading, 237
character limit on, 166
for customers, 303
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

removing from network,
103-105

saving searches, 79-81

second-degree, 10,
135-136

sign-up process, adding
during, 33-35

sorting, 70
tagging
enabling, 204

in group discussions,
277,278

in status updates, 130
third-degree, 11, 135-136
unblocking, 204
visibility settings for, 202

contact settings, in profile,
50-52, 108

contacts export file, creating,
212-214

cost-per-impression (CPM), 307

Create a Company Page
option, 19

Create a New Ad page,
314-315
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creating accounts. See also
configuring accounts

completing, 37-38
connections, adding, 33-35
email address, confirming, 33

employment information,
31-33

location information, 30-31

profile photo, uploading,
35-36

creative uses of LinkedIn

archives and data syncing
mashup, 323-325

building network before
moving, 328-330

events, creating, 331-333

face-to-face meetings when
traveling, 330-331

focus groups, building,
326-328

Google Alerts mashup,
322-323

mashups, 321-322

overview, 321

WordPress mashup, 325-326
cross-promotion practices, 345

current position, adding to
profile, 46, 48

custom URLs, creating for
LinkedIn profile, 64-65,
201, 202

customized invitations

for friend of first-level
connection, 96-97

from member profile, 98-99

People You May Know
feature, 94

tips for, 338-339

D

daily digests, setting up,
153-155, 208

data archive, using in data-
syncing platform, 323-325
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Data Privacy settings
in mobile app, 190
in website, 20, 205-206

data-syncing platform, using
data archive with,
323-325

decision-makers, finding,
299-301

declining
introduction requests, 126
invitations, 105-106

recommendations,
171-172

default invitations

avoiding use of, 99-100,
338-339

People You May Know
feature, 94

Demographics link, 317

depth versus breadth of
network, 85

destination URLs, in ads,
316,318

digest notifications, setting up,
153-155, 208

documents

adding to profile,
56, 63

in group discussions, 278
downloading

contacts export file,
213-214

data archive, 324-325
LinkedIn data from server, 205

Edit About box, 55

Edit Contact Information box,
50-52

Edit Intro window, 46-49, 197
Edit My Public Profile
window, 220

editing recommendations,
172-174

education information

activities and societies,
listing, 63

classmates, searching for,
91-92

current position and education
level, 46, 48-49

degree and time period
information, 62

job searches using, 252-253
multimedia, adding, 63
school, selecting, 62
updating, 60-63

email. See also InMail
contacts, importing, 87-91

convincing nonmembers to
join, 102-103

customizing settings for,
207-209

invitations
for group members, 284-285
joining with, 28
for members, 98-99
for nonmembers, 100-102
managing, 341-342

notifications, receiving in, 134,
153-155

email addresses

adding another to
account, 194

confirming, 33

joining LinkedIn, 29

managing discovery by, 203

primary, choosing, 194

removing from account, 194

visibility settings for, 202
employers, recruiting by

advertising job listings,
231-234

managing job listings, 226-227
overview, 225

posting job listings, 227-231
reviewing applicants, 234-237



screening candidates, 237-238
strategies for, 238-239

visibility settings for searches,
205-206

employment information
adding to profile, 31-33, 48-49
editing, 60
in public profiles, 60
updating, 57-60, 337-338
endorsements
accepting, 139-141
for contacts, 138-139
general discussion, 136-138
hiding, 143-144
managing skills and, 141-144
overview, 127
reordering, 142-143
etiquette

declining introduction
requests, 126

declining invitations, 106

thanking connections for
endorsements, 141

events, 209, 331-333
expanding network

accepting or declining
invitations, 105-106

browsing network of first-
degree connections, 94-97

canned invitations, avoiding
use of, 99-100

checking for members, 91
classmates, finding, 91-92

convincing nonmembers to
join, 102-103

general discussion, 16-17
importing contacts, 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

inviting existing members,
98-99

inviting nonmembers, 100-102

meaningful networks, building,
84-86

overview, 83-84

People You May Know feature,
92-94

recommendations
of applicants, reading, 237
character limit on, 166
for customers, 303
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

exporting
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,
listing, 63

F

face-to-face networking
at events, 331-333
when traveling, 330-331

Featured sections, in profile,
55-56

filters
for advanced searches, 76-78
for basic searches, 75-76

for LinkedIn ads, 307-309,
312-314

for LinkedIn messages,
110,112

searching connections, 70-71
Filters window, 71
finding jobs
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
first-degree connections
browsing network of, 94-97

email contacts, adding
from, 90
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first-degree connections
(continued)

endorsements
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

proactive network
building, 344

sending requests, 120-122

job listings, sharing with,
231-234

People You May Know feature,
93-94

recommendations
character limit on, 166
for customers, 303
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
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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

visibility settings for, 202
focus groups, building, 326-328
following

companies, 254, 256-259

enabling, 205

invitation settings, 209

in news feed, 150, 151-153

second- or third-degree
connections, 135-136

format type for ads,
choosing, 314

former names, adding, 48

forwarding introductions,
123-126

free accounts
closing, 26, 198
merging, 198-199
versus paid accounts, 20-21
upgrading, 24-26, 197

G

generic invitations

avoiding use of, 99-100,
338-339

People You May Know
feature, 94

Gmail

exporting contacts to,
215-217

importing contacts from,
87-91

goals
for network, 86, 105-106

professional, including in
summary, 44, 54

Google Alerts mashup, 322-323

Google Play Store, installing
mobile apps from, 182-184

group messaging, 110

groups
approving members, 285-287
benefits of, 269-271
configuring, 282-283
creating, 280-282
interacting with, 135
inviting members, 283-285
joining, 272-274
listed, 271
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
discussions, 274-279

targeting filters for ads, 308
unlisted, 271

H

hashtags, 157-158, 277
headlines
for articles, 155-156
in profile, 45, 48, 290-291
Hester, Chuck, 329
hiding
active status, 204
endorsements, 143-144
name, 203
profile photos, 197
recommendations, 175, 176



Highlights section, 119

Home icon, top navigation
bar, 18

home page, LinkedIn, 17

Home section, LinkedIn mobile
app, 185, 186

| 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

Instant Messenger account,
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

J

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

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
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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

filtering options, 307-309,
312-314

format type, choosing, 314

general discussion,
305-307

launching, 317

managing ad campaigns,
317-319

objective, choosing, 311-312
overview, 305
payment information for, 316
performance metrics, 317-318
types of, 306-307
variations of, creating, 316
LinkedIn blog, 347-348
LinkedIn endorsements
accepting, 139-141
endorsing contacts, 138-139
general discussion, 136-138
hiding, 143-144
managing skills and, 141-144
overview, 127
reordering, 142-143
LinkedIn groups

approving members,
285-287

benefits of, 269-271
configuring, 282-283
creating, 280-282
interacting with, 135
inviting members, 283-285
joining, 272-274

listed, 271

location-specific, 329, 330
marketing strategies, 294
membership list, viewing, 279
overview, 269

proactive network
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optimizing profile, 290-292
overview, 289
saving searches, 79-81
Say Congrats button, 133
schedule for ads, setting, 314
school alumni

education information in
profile

current education level,
46, 49

updating, 60-63
groups, 272, 281
job searches using, 252-253
searches for, 91-92

Scrape button, 316
screening candidates, 237-238
Search Alerts window, 79-80
search history, 205
searches
advanced
accessing, 73

with boolean operators,
78-79

for candidates, 239
with filters, 76-79
basic

advanced searches
versus, 73

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

with boolean operators,
78-79

for classmates, 91-92
for Company pages, 256-259
with filters, 76-78

first-degree connections,
69-72

generating leads, 297-299

for groups, 272-274

in LinkedIn mobile app, 189

for messages, 109

saving, 79-81

search history, clearing, 205
searches, job

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
second-degree network
members, 10, 135-136
security
passwords, 29, 195
two-step authentication, 196

Sent Invitations page,
116, 117

sent invitations, tracking,
115-116

server, downloading data
from, 205

services associated with
LinkedIn, viewing, 206

Settings & Privacy page

Account Access settings,
194-196

Account Preferences
Autoplay Videos option, 197
closing accounts, 198
language, changing, 193
location, changing, 197
merging accounts, 198-199
in mobile app, 190
name, changing, 197
navigating, 192-193
overview, 19

partners and services,
changing options for, 197

profile photos, hiding, 197
Twitter account, linking, 198
upgrading accounts, 197
Communications settings
automated responses, 210

digest notifications, setting
up, 153-155

email options, 207-209
invitation options, 210
in mobile app, 190

notification options,
207,208

overview, 20, 206

read receipts and typing
indicators, 210

research invitations, options
for, 210

unsolicited messages,
controlling, 210

Data Privacy settings, 205-206

general discussion, 19-20,
192-193

overview, 191

switching or cancelling
accounts, 26

Visibility settings
active status options, 204
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

shared connections
with best leads, 298
viewing, 93-94

sharing
applications, 235
job listings, 231-234
in LinkedIn news feed, 150
news items, 133
posts on other platforms, 159
Showcase pages, 264

Sign in & Security settings,
20, 190

signing out of sessions, 196
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

similar jobs, finding people with,
246, 252

Six Degrees of Separation
concept, 11, 69

skills
assessments of, 230
endorsements
accepting, 139-141
general discussion, 136-138
giving, 138-139
hiding, 143-144
managing, 141-144
overview, 127
reordering, 142-143
in job listings, 228
listing, 44, 54
managing, 141-144
optimizing profile, 249-250
recommendations
of applicants, reading, 237
character limit on, 166
for customers, 303
declining, 171-172

369

Index



skills (continued)
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
targeting filters for ads, 308

Skills & Endorsements section,
137-138, 140, 141-142

slide presentation of publishing
tips, 157

SlideShare app, LinkedIn
installing, 182-184
overview, 180-181

syncing with LinkedIn website,
189-190

SlideShare website, LinkedIn
Marketing Solutions on,
348-349

Social Media Examiner
website, 351

social media networks, sharing
posts on, 159

social validation, 161-162

societies, listing membership
in, 63

sort order, in LinkedIn news
feed, 149

sorting connections, 70
spam, 343-344

LinkedIn For Dummies

370

Speaker Series podcasts, 350
sponsored InMail, 209, 307

sponsored posts, in news
feed, 149

sponsored updates, 265,
306, 318

Start a Post box, 38

statistics, post, 158

status updates
Buffer, using for, 352
creating, 129-132
interacting with, 132-136

marketing messages, avoiding
in, 343

Story Viewing Options, 200

strong versus weak links in
network, 85-86

student status, 31
subscriptions
cancelling, 26
comparing, 21-23
Job Seeker, 113, 254
Premium Business, 23, 113
Premium Career, 22
Recruiter Lite, 23, 113

Sales Navigator Professional,
23,113

switching accounts, 26
upgrading, 24-26, 197

Subscriptions & Payments
settings, 197

suggestions for content,
reviewing, 265

summary information, adding to
profile

adding, 43-44

updating, 54-55

writing, 52-54
switching premium accounts, 26
Sync Contacts screen, 87, 88

sync of mobile app with
LinkedIn website, 189-190

T

tagging connections
enabling, 204
in group discussions, 277, 278
in status updates, 130
Talent Solutions page, 226
talents. See skills

target company referrals,
finding, 253-254

targeting filters for LinkedIn ads,
307-309, 312-314

telephone numbers, 195, 203
text ads, 306
TextExpander, 351

thanking connections for
endorsements, 141

third-degree network members,
11,135-136

threaded conversations, 109
Tip icon, 3
top navigation bar, 18
tracking invitations

received, 116-118

sent, 115-116
TRUSTe Privacy Program, 39
Twitter account, linking, 198, 294
two-step authentication, 196
typing indicator, enabling, 210

U

unblocking connections, 204

unknown members,
reporting, 100

unlisted groups, 271

unsolicited
recommendations, 162

updates
Buffer, using for, 352
in focus groups, 327
interacting with, 132-136



marketing messages, avoiding
in, 343

in news feed, 148
profile
after sales, 303-304
basic information, 46-52
importance of, 53, 337-338
marketing strategies, 293
sponsored, 265, 306, 318
visibility settings for, 204, 205
URLs

adding to profile, 46, 50-51,
56-57

in ads, 316, 318

customizing, 64-65, 201, 202

for groups, 285

optimizing profile for
marketing, 291-292,
295-296

placing on business card, 345

\"

value, adding, 345-346

variations of ads, creating,
316,318

videos
adding to profile, 56, 63
autoplay setting, 197
in group discussions, 278
visibility settings
active status options, 204
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

for recommendations, 173
story viewing options, 200

updates, notifying network
of, 204

w

Warning icon, 3

websites
Buffer, 352
cross-promotion practices, 345
Linked Intelligence, 350

LinkedIn YouTube
channels, 349

linking to profile
adding, 46, 50-51, 56-57

for marketing, 291-292,
295-296

official LinkedIn blog,
347-348

SlideShare, 348-349
Social Media Examiner, 351
TextExpander, 351
YouTube channels, 349
Zapier, 348

WeChat account, linking, 46

weekly digests, setting up,
153-155, 208

withdrawing invitation
requests, 116

Word, Microsoft, use of
summary by, 206

WordPress mashup,
325-326

Work icon, 19

WP to LinkedIn Auto Publish
plug-in, 325-326
writing
articles, 155-158

introduction requests,
119-120

invitation email for groups,
284-285

recommendation requests,
169-171

recommendations, 164-168
TextExpander, 351

Y

Yahoo! Mail, importing contacts
from, 87-91

Your Profile’s Public Visibility
setting, 202, 203

YouTube channels, 349

Z

Zapier, 348

Index

371






