Patrice-Anne
Rutledge

Third
Edition

SamsTeach Yourself

Linkedin




Patrice-Anne Rutledge

Sams Teach Yourself

LinkedIn®

in 10 Minutes

Third Edition

SAMS ‘ 800 East 96th Street, Indianapolis, Indiana 46240




Sams Teach Yourself LinkedIn® in 10 Minutes, Third Edition
Copyright © 2012 by Pearson Education, Inc.

All rights reserved. No part of this book shall be reproduced,
stored in a retrieval system, or transmitted by any means,
electronic, mechanical, photocopying, recording, or other-
wise, without written permission from the publisher. No
patent liability is assumed with respect to the use of the
information contained herein. Although every precaution has
been taken in the preparation of this book, the publisher and
author assume no responsibility for errors or omissions. Nor
is any liability assumed for damages resulting from the use
of the information contained herein.

ISBN-13: 978-0-672-33598-3
ISBN-10: 0-672-33598-0

Library of Congress Cataloging-in-Publication data is on file.
Printed in the United States of America
First printing April 2012

Trademarks

All terms mentioned in this book that are known to be trade-
marks or service marks have been appropriately capitalized.
Sams Publishing cannot attest to the accuracy of this infor-
mation. Use of a term in this book should not be regarded
as affecting the validity of any trademark or service mark.

Warning and Disclaimer

Every effort has been made to make this book as complete
and as accurate as possible, but no warranty or fitness is
implied. The information provided is on an “as is” basis.
The author and the publisher shall have neither liability nor
responsibility to any person or entity with respect to any
loss or damages arising from the information contained in
this book or from the use of the CD or programs accompany-
ing it.

Bulk Sales

Sams Publishing offers excellent discounts on this book
when ordered in quantity for bulk purchases or special sales.
For more information, please contact

U.S. Corporate and Government Sales
1-800-382-3419
corpsales@pearsontechgroup.com

For sales outside of the U.S., please contact

International Sales
international@pearsoned.com

Associate
Publisher

Greg Wiegand

Acquisitions Editor
Michelle Newcomb

Development Editor
Charlotte Kughen

Managing Editor
Kristy Hart

Project Editor
Jovana San Nicolas-
Shirley

Copy Editor
Mike Henry

Indexer
Erika Millen

Proofreader
Sarah Kearns

Technical Editor
Vince Averello

Publishing
Coordinator

Cindy Teeters

Book Designer
Gary Adair

Compositor
Nonie Ratcliff



Contents

Introduction

1 Introducing LinkedIn

Understanding What Linkedln Can Do for You
Understanding the Key to Success on Linkedin
Understanding LinkedIn Account Types

Using a LinkedIn Free Account

Exploring LinkedIn Premium Accounts

Exploring LinkedIn Sales Professional Accounts
Creating a LinkedIn Account

Exploring the Linkedin Home Page

Navigating LinkedIn

Summary

Creating Your Profile

Viewing a LinkedIn Profile

Creating a Profile That Achieves Your Goals
Understanding Profile Completeness
Entering Basic Profile Information

Adding Positions

Adding Educational Information

Adding Website Links and Other Additional Information

Integrating Your LinkedIn Account with Twitter
Customizing Your Public Profile and URL
Adding Profile Sections

Adding a Profile Summary

Adding Personal Information

Specifying Contact Settings

0w 00 OO O 0o b W W R

e e
o O W

17
17
18
20
21
22
24
27
29
30
32
34
35
35



Sams Teach Yourself Linkedln in 10 Minutes

Adding a Profile Photo
Viewing Your Profile

Summary

Adding and Managing Connections
Developing a Connection Strategy

Building Your Network

Importing Contacts from Other Email Systems
Connecting with Current or Past Colleagues
Connecting with Former Classmates
Connecting with Other Linkedin Members
Connecting with People Not on LinkedIn
Responding to Connection Invitations
Managing Your Connections

Removing Connections

Viewing Your Network Statistics

Summary

Customizing Your LinkedIn Settings
Customizing the Way You Use LinkedIn

Customizing Profile Settings

Customizing Email Notification Settings

Managing Group, Company, and Application Settings
Managing Your Account Settings

Summary

Managing and Updating Your Profile
Understanding the Importance of a Current Profile
Posting an Update

Managing Your Updates

Understanding How Your Network Can Respond
to Your Update

Updating Your Profile

37
38
38

39
39
41
43
45
46
47
49
50
52
53
54
54

55
55
57
60
62
64
67

69
69
71
73

73
74



Contents

Promoting Your Profile on the Web 76
Printing and Downloading Your Profile 7
Summary 78
6 Communicating with Other Linkedin Members 79
Understanding Your LinkedIn Network 79
Understanding InMail, Introductions, and Linkedln Messages .. 80
Understanding Your Contact Options 81
Managing Your Inbox 83
Sending Messages 86
Reading and Replying to Messages 87
Sending InMail 88
Requesting Introductions 91
Managing Introduction Requests 93
Summary 95
7 Searching on LinkedIn 97
Performing a Quick Search 97
Searching for People 98
Narrowing People Search Results 99
Performing an Advanced People Search 102
Saving a People Search 103
Using Advanced Search Techniques 104
Using the Profile Organizer 104
Summary 106
8 Using Linkedin Tools 107
Understanding LinkedIn Tools 107
Installing and Using the LinkedIn Firefox Browser Toolbar 108

Installing and Using the LinkedIn Internet Explorer Toolbar 110
Using Jobsinsider 111
Using the Sharing Bookmarklet 113



Vi

10

11

Sams Teach Yourself Linkedln in 10 Minutes

Creating an Email Signature
Other LinkedIn Tools

Summary

Finding a Job

Attracting Recruiters and Hiring Managers
Searching Job Postings

Viewing Job Postings

Performing an Advanced Job Search
Applying for a Job

Finding Recruiters and Hiring Managers
Upgrading to a Job Seeker Premium Account

Summary

Requesting and Providing Recommendations
Understanding Linkedln Recommendations
Requesting Recommendations

Managing Recommendation Requests

Responding to Recommendation Requests
Accepting Recommendations

Making Recommendations

Managing Recommendations

Summary

Participating in LinkedIn Groups
Understanding LinkedIn Groups

Joining a Group

Participating in Group Discussions
Using a Group’s Jobs Tab

Managing Your Groups

Creating and Managing Your Own Group

Summary

114
116
119

121
121
122
125
126
128
129
130
131

133
133
134
137
138
141
142
143
145

147
147
148
150
155
156
161
165



12

13

14

15

Contents

Using Linkedin Answers

Understanding LinkedIn Answers

Asking a Question

Browsing Open Questions to Answer

Answering Questions

Searching LinkedIn Answers by Keyword

Viewing and Modifying Your Questions and Answers

Summary

Using LinkedIn Applications
Understanding LinkedIn Applications
Choosing the Right Applications
Adding Applications

Working with LinkedIn Polls

Adding and Managing LinkedIn Events
Removing Applications

Summary

Working with Company Pages
Understanding Linkedin Company Pages
Searching for Companies

Creating a Company Page

Editing a Company Page

Deleting a Company Page

Associating Employees with a Company Page

Summary

Using Linkedin Mobile

Using LinkedIn Mobile

Accessing LinkedIn on Your Mobile Phone
Using the LinkedIn iPhone Application
Using the LinkedIn for Android Application

167
167
169
171
173
175
177
178

179
179
180
181
190
192
193
194

195
195
197
200
203
204
204
205

207
207
207
208
209

vii



viii

16

17

Sams Teach Yourself Linkedln in 10 Minutes

Using LinkedIn on Your BlackBerry
Using LinkedIn on Your Palm

Summary

Recruiting Job Candidates
Understanding LinkedIn’s Recruitment Options

Posting a Job

Purchasing Job Credits

Searching for Job Candidates

Performing Reference Searches

Using LinkedIn Corporate Recruiting Solutions

Summary

Advertising on Linkedin
Understanding LinkedIn Ads
Creating a LinkedIn Ad
Managing Your LinkedIn Ads

Summary

Index

210
210
210

211
211
212
217
218
219
220
221

223
223
224
229
231

233



About the Author

Patrice-Anne Rutledge is a business technology author and journalist
who writes about social media, web-based applications, and small busi-
ness technology. Her other books include Sams Teach Yourself Google+ in
10 Minutes, Using LinkedIn, Using Facebook, and The Truth About
Profiting from Social Networking, all from Pearson. Patrice is a long-time
LinkedIn member and social networking advocate who has used LinkedIn
to develop her business, find clients, recruit staff, and much more. She can
be reached through her website at www.patricerutledge.com.


www.patricerutledge.com

Dedication

To my family, with thanks for their ongoing support and encouragement.

Acknowledgments

Special thanks to Michelle Newcomb, Charlotte Kughen, Vince Averello,
Kristy Hart, Mike Henry, and Jovana San Nicolas-Shirley for their feed-
back, suggestions, and attention to detail.



We Want to Hear from You!

As the reader of this book, you are our most important critic and commen-
tator. We value your opinion and want to know what we’re doing right,
what we could do better, what areas you’d like to see us publish in, and
any other words of wisdom you’re willing to pass our way.

You can email or write me directly to let me know what you did or didn’t
like about this book—as well as what we can do to make our books
stronger.

Please note that I cannot help you with technical problems related to the
topic of this book, and that due to the high volume of mail I receive, [
might not be able to reply to every message.

When you write, please be sure to include this book’s title and author as
well as your name and phone or email address. I will carefully review
your comments and share them with the author and editors who worked
on the book.

Email: feedback @samspublishing.com

Mail: Greg Wiegand
Editor-in-Chief
Sams Publishing
800 East 96th Street
Indianapolis, IN 46240 USA

Reader Services

Visit our website and register this book at www.informit.com/title/
9780672335983 for convenient access to any updates, downloads, or
errata that might be available for this book.


www.informit.com/title/9780672335983
www.informit.com/title/9780672335983

This page intentionally left blank



Introduction

Although professionals have always acknowledged the value of network-
ing, today’s economic climate makes developing a solid network even
more critical. LinkedIn, the leading social networking site for profession-
als, is the ideal tool for maximizing the potential of an online network.
LinkedIn has more than 150 million members worldwide, including execu-
tives from all Fortune 500 firms and President Barack Obama. Two new
members join approximately every second.

It’s clear that today’s technology has forever changed the way people find
a job, promote their businesses, foster strategic partnerships, and develop
their professional networks. But technology is just the enabler. The funda-
mental concepts of professional networking remain the same both online
and off. Building relationships through mutual connections and trust is the
foundation of success on LinkedIn just as it is in the real world.

Sams Teach Yourself LinkedIn in 10 Minutes, Third Edition is designed to
get you up and running on LinkedIn as quickly as possible. This book
focuses on standard LinkedIn functionality. LinkedIn rolls out beta func-
tionality and new features on a regular basis, so the features available to
you might vary at any given time. The companion website to this book
will help keep you updated on what’s new with LinkedIn. For now, turn to
Lesson 1, “Introducing LinkedIn,” to get started with this powerful net-
working tool.

Who Is This Book For?

This book is for you if...

» You're new to LinkedIn and want to become productive as
quickly as possible.

» You want to find a job or promote your business online, taking
advantage of all that social networking has to offer.
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» You want to become productive on LinkedIn as quickly as possi-
ble and are short on time.

Companion Websites

This book has a companion website online at http://www.patricerutledge.
com/books/linkedin.

Additional information is located at www.informit.com/title/
9780672335983. Here you can find additional lessons and articles,
including information about recruiting job candidates and advertising on
LinkedIn.

Conventions Used in This Book

The Sams Teach Yourself series has several unique elements that help you
as you learn more about LinkedIn. These include:

NOTE

A note presents interesting pieces of information related to the
discussion.

TIP
A tip offers advice or teaches an easier way to do something.

CAUTION

A caution advises you about potential problems and helps you steer
clear of disaster.

PLAIN ENGLISH

Plain English sidebars provide clear definitions of new, essential
terms.
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LESSON 6

Communicating with
Other LinkedIn
Members

In this lesson, you learn about the LinkedIn network and the many ways to
communicate with other LinkedIn members.

Understanding Your Linkedin
Network

Before you start communicating with others on LinkedIn, you need to
understand how LinkedIn classifies its members in terms of their connec-
tions to you. This distinction is important because it determines what, if
any, restrictions LinkedIn places on your ability to contact people.

Your LinkedIn network consists of three levels of connections:

» 1st degree connections—LinkedIn members you connect with
directly. Either you sent them an invitation to connect and they
accepted, or you accepted their invitations. Your connection list
on your profile displays your 1st degree connections. When
LinkedIn refers to “your connections,”’ this means your 1st degree
connections.

> 2nd degree connections—LinkedIn members who connect
directly with your Ist degree connections.

» 3rd degree connections—LinkedIn members who connect
directly with your 2nd degree connections.
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For example, if you connect directly with your colleague Nicole, she is
your st degree connection. If Nicole connects directly to Ben, her former
classmate, Ben is your 2nd degree connection. If Ben connects directly
with Drake, one of his co-workers, Drake is your 3rd degree connection.

LinkedlIn also considers fellow members of groups as part of your net-
work. See Lesson 11, “Participating in LinkedIn Groups,” for more infor-
mation about LinkedIn groups.

PLAIN ENGLISH: My Network

Your LinkedIn network (termed My Network) differs from the entire
LinkedIn network, which consists of all Linkedln members. At the
time of this printing, the entire LinkedIn network includes more
than 135 million members.

TIP: View Your Network Statistics

To view how many people are in each level of your network, select
Network Statistics from the Contacts drop-down menu on the
global navigation bar.

Understanding InMail,
Introductions, and Linkedin
Messages

LinkedIn offers several ways to communicate with other members. The
type of communication you can send depends on how you’re connected to
these members. Your choices include

» Messages—Messages are the primary form of communication on
LinkedIn. You can send messages to your direct connections as
well as to the people who belong to the same LinkedIn groups as
you do. If you can send a message to someone, the Send
Message link appears next to this person’s name on their profile
and in search results. See “Sending Messages” later in this lesson
for more information. Although you’ll often see the term
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message used generically to refer to all items in your inbox, it is
a specific type of communication in itself.

» Invitations—An invitation is a request to connect with another
LinkedIn member. Refer to Lesson 3, “Adding and Managing
Connections,” for more information about sending invitations.

» InMail—An InMail is a private message to or from a LinkedIn
member who is not your connection. You can receive InMail free
if you indicate that you are open to receiving InMail messages on
the Account & Settings page. In general, sending InMail is a paid
LinkedIn feature unless the recipient is a premium member who
belongs to the OpenLink Network. See “Sending InMail” later in
this lesson for more information.

» Introductions—An introduction provides a way to reach out to
the people who are connected to your connections. By requesting
an introduction through someone you already know, that person
can introduce you to the person you’re trying to reach. You can
contact your 1st degree connections to request introductions to
members who are 2nd and 3rd degree connections. Members
with free accounts can have up to five introductions open at a
time. See “Requesting Introductions” later in this lesson for more
information.

Understanding Your Contact
Options

Before you start communicating with another LinkedIn member, you need
to understand your available options for contacting that particular person.
When you view member profiles or their summary information from
another part of the site, the icons to the right of a member’s name tell you
how you’re connected (see Figure 6.1).

FIGURE 6.1 The icons next to a member’s name tell you how you're
connected.
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These icons identify 1st, 2nd, and 3rd degree connections; LinkedIn pre-

mium account holders, and LinkedIn OpenLink network members. If you
aren’t familiar with a particular icon, hover your mouse over it for a text

description.

NOTE: Some Linkedin Members Have No Icons

Members who display no icons next to their names are out of your
network and aren’t premium account holders.

The buttons and links that display to the right of a member’s name let you
know what contact options are available. These include

» Connect—Invite this person to connect on LinkedIn. Refer to
Lesson 3 for more information about sending connection
requests.

» Send [First Name] a Message—Send a message to a direct con-
nection or group member.

» Send InMail—Send an InMail to someone who isn’t a direct
connection. This option doesn’t appear for members to whom
you can send a message because it wouldn’t make sense to pay to
contact someone you can communicate with freely. If you click
the Send InMail link and don’t have a premium account,
LinkedIn prompts you to sign up for one before you can proceed.

» Send InMail (Free)—Send an OpenLink message to a member
of the OpenLink Network. LinkedIn members who hold premium
accounts can offer you the option of sending them free InMail.
Refer to Lesson 1, “Introducing LinkedIn,” for more information
about the OpenLink Network.

» Recommend [First Name]—Post a recommendation for this
LinkedIn member.

» Get Introduced Through a Connection—Request an introduc-
tion to this member through a 1st degree connection.

» Suggest a Profile Update for [First Name]—Send profile
update suggestions to one of your connections. Although most
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people want to improve their LinkedIn profiles, be careful to
avoid making suggestions that sound like criticisms.

» Suggest Connections—Suggest other LinkedIn members that
this person should consider connecting with.

» Find References—Search for LinkedIn members who worked at
the same company at the same time as this member.

» Save [First Name]’s Profile—Save this person’s profile to your
Profile Organizer (a premium feature). See Lesson 7, “Searching
on LinkedIn,” for more information.

These are the link names that appear on an actual profile. The link names
in search results are sometimes abbreviated.

CAUTION: Not All Options Are Available for All Members

Remember that you’ll never see all these options for any one mem-
ber. For example, it wouldn’t make sense to send InMail, request
an introduction, or add to your network a member who is already
your connection, so these options don’t appear for your connec-
tions.

Managing Your Inbox

Your inbox is the focal point for all your direct communication on
LinkedIn. Click the Inbox link on the global navigation bar to open the
Inbox page, shown in Figure 6.2.

Messages | Imdtations

@ Sara Wratstrom
: ¢ Green Business 2012 Event
WO oo Foward - Archive + Delete

ward

FIGURE 6.2 Your inbox is the focal point for your personal communications
on Linkedin.
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TIP: Preview Your Inbox Without Opening It

Pause your mouse over the Inbox link to preview your three most
recent messages.

The default view of your inbox is the Messages tab, which displays all the
messages you’ve received. If you have a lot of inbox messages and want to
filter what you see, click the All Messages link and choose one of the
available options from the drop-down menu. For example, you can choose
to display only unread messages, flagged messages, InMails, recommenda-
tions, introductions, profiles, jobs, or blocked messages. By default,
LinkedIn displays your messages in order from newest to oldest. To
reverse this order, click the Newest link and select Oldest from the drop-
down menu.

TIP: Search for Specific Content

In addition to filtering inbox items, you can also search for a spe-
cific message. Enter a keyword in the Search Inbox box on the left
side of the page and click the Search button (the button with the
magnifying glass). LinkedIn displays all messages containing that
search term. For example, you could search for a person’s name or
a word or phrase in the subject line or message text.

From the Messages tab, you can

» View a pop-up box with information about the sender by pausing
your mouse over the sender’s name. In this box, you can click the
View Profile link or sender’s name to view a complete profile or
click the Download vCard link to download this person’s elec-
tronic business card.

» View a message by clicking its subject line.

» Reply to a message by clicking the Reply link below the mes-
sage’s subject line. See “Reading and Replying to Messages”
later in this lesson for more information.

» Forward a message to another LinkedIn member by clicking the
Forward link below the message’s subject line.
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» Archive a message by clicking the Archive link below the mes-
sage’s subject line. This moves your message to the Archived
folder, which you can access at any time by clicking the
Archived link on the left side of your Inbox. It’s a good idea to
archive old or resolved messages to keep your Inbox focused on
your current action items.

» Delete a message by clicking the Delete link below the mes-
sage’s subject line. This removes the message from your Inbox
and places it in your Trash folder. You can access the Trash
folder by clicking the Trash link on the left side of your inbox.
In this folder, you can choose to empty your trash, undelete a
message you deleted by mistake, or delete messages permanently.

TIP: You Can Archive or Delete Multiple Messages

To archive or delete more than one message at a time, select the
check box to the left of all the messages you want to move and
then click either the Archive or Delete button at the top of the
inbox.

» Mark a message as read or unread. By default, new messages
appear in bold text to signify they have not yet been read. After
you read a message, the message no longer is boldfaced in your
inbox. To change this, select the check box to the left of a mes-
sage and click the Mark Unread button.

» Flag a message as an action item for follow-up. Click the Flag
icon, which serves as a toggle, to flag or unflag a message for
action.

» Report a message as spam. Click the Report Spam icon (a trian-
gle with an exclamation mark) to notify LinkedIn of a spam
message.

The inbox also includes another tab: Invitations. This tab displays all open

invitations you need to respond to. Refer to Lesson 3 for more information

about responding to invitations to connect.
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Sending Messages

To send a message to a 1st degree connection or group member, follow
these steps:

1. On the global navigation bar, select Compose Message from the
Inbox drop-down menu. You can also send a message by clicking
the Compose Message button from your inbox.

2. In the To field, start typing the name of your connection and wait
for LinkedIn to find a match (see Figure 6.3).

Messages (B Invitations [l

Send Message || Cancel

To' | patrica-Anna Rutladge X i

From' | Sara Wrelstromesara wratstrom 1 @gmail com: !EI

Subjeel  Green Business 2012 Event

Hi Patrice —

Will you be attending Green Business 2012 in San Frandsco this January? Il so, | would
love to meet with you to talk about our new programs.

Reugards,

Sara

Send Message Cancel

¥ Allow recipients 1o ses sach ofher's names and email addressas

Send me a copy

FIGURE 6.3 Sending a direct message to one of your LinkedIn connections.

TIP: Send a Message to Multiple Connections

Alternatively, click the address book icon to open your connection
list. With the address book, you can search for the person you
want to reach or select multiple recipients for your message.
LinkedIn enables you to send a message to up to 50 connections
at one time.

3. Enter a subject for your message.

4. Enter your message in the text box.
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5. If you're sending a message to multiple recipients and don’t want
to disclose this information, remove the check mark before the
Allow Recipients to See Each Other’s Names and Email
Addresses check box (selected by default).

6. To email yourself a copy of your message, select the Send Me a
Copy check box. Your message already appears in your Sent
folder by default.

7. Click the Send Message button. LinkedIn sends your message to
the recipient and notifies you that your message was sent.

Although clicking the Compose Message link is the primary way to send
messages on LinkedIn, you can also send messages by clicking the Send
[First Name] a Message link in a profile, on your home page, or in search
results.

TIP: Other Ways to Contact Linkedin Members

The profiles of your direct connections also display their external
email address in the Contact Information box on the right sidebar.
Some members include their email addresses directly on their pro-
files for the entire Linkedln network to see.

Reading and Replying to
Messages

In your inbox, click the subject line link of any message to open it. Figure
6.4 illustrates a sample message.

The buttons that appear at the bottom of a message vary depending on the
message type and what actions you can take. For example, a basic message
includes the Reply button and a recommendation request includes the
Write a Recommendation button.
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Messages ED Invitations [E

Reply Forward Archive Dealete Repon Spam

Green Business 2012 Event

@ Sara Wrewstrom - Expenenced PR Professiona
To: Patrice-Anne Rutladge
Date: December 1, 2011

ma

Hi Patrice -

Will you be attending Green Business 2012 in San Francisco this January? If so, | would love
o meel with you to talk aboul our new programs

Reqards,

Sara

Reply

FIGURE 6.4 View a message and reply to it.

Sending InMail

As you learned earlier in this lesson, InMail enables you to contact
LinkedIn members who aren’t in your network. In an effort to manage
spam, LinkedIn requires members to pay to send InMail. InMail is most
useful for members who want to contact a wide variety of people, such as
recruiters or individuals using LinkedIn for business development.

LinkedIn premium accounts, including Job Seeker premium accounts,
enable you to send a fixed number of InMail messages per month. To learn
more about LinkedIn premium accounts and InMail, click the Upgrade
Your Account link on the bottom navigation menu. To learn more about
Job Seeker premium accounts, select Job Seeker Premium from the Jobs
drop-down menu on the global navigation bar.

You can also purchase individual InMails at $10 each. To do so, go to the
global navigation bar, click the down arrow to the left of your name, and
select Settings from the drop-down menu. Then click the Purchase link to
the right of the InMails field on the Account & Settings page. This is cost-
efficient only if you want to contact just a few people by InMail.
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TIP: When You Can Send Free InMail

If you see the word Free immediately following a Send InMail link,
you can send InMail to this Linkedln member at no charge. To
enable members to send you free InMail, you must participate in
the OpenLink Network, a premium feature.

Refer to Lesson 1 to learn more about the OpenLink Network and pre-
mium account options. See Lesson 9, “Finding a Job,” to learn more about
Job Seeker premium accounts.

To determine the InMail options available for a particular member, view
the contact options on that person’s profile (see Figure 6.5).

Send InMail rree
Get introduced through a connection
Save Abby's Profile

FIGURE 6.5 Determine the InMail options for a particular Linkedin member.

NOTE: Where Is the Send InMail Link?

You won'’t see any Send InMail link for members who indicate on
the Account & Settings page that they aren’t open to receiving
InMail. InMail isn’t an option for your connections, either. You can
contact them directly at no cost to either party.

To send InMail to a LinkedIn member, follow these steps:

1. Click the Send InMail link on the profile of the person you want
to reach. If you’re sending paid InMail, the Compose Your
Message page opens. If you’re sending free InMail, the Compose
Your OpenLink Message page opens (see Figure 6.6). These
pages contain identical information.

2. If you don’t want to share your contact information with the per-
son you want to reach, remove the check mark from the Include
My Contact Information check box (selected by default). In
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general, it’s a good idea to share contact information. To do so,
enter your email address and phone number in the specified
fields.

OpenLink 7) vinat s OpenLink?
Compose your OpenLink Message

Tw: John Baley
From: Felice Mantei

4 Inglude my contact information

Enter the contact information you would like to share

Email
fimantei@gmail.com |=

Phaone

Category: | Chaosn -

Subject:

Your message toJohn: Johm is interested
m
consubing affers, new
ventures, Business
deals, reference
requesis, getting tack
in touch

John's contact
advice:
Keep Tryng

FIGURE 6.6 Sending free InMail to members of the OpenLink Network.

3. In the Category drop-down list, select the reason for your InMail.
Options include career opportunity, consulting offer, new venture,
job inquiry, expertise request, business deal, reference request, or
get back in touch.

4. In the Subject field, enter the subject of your InMail.

5. In the text box, enter your message. To increase your chances of
a positive reply, be as specific as possible.

6. Click the Send button to send your InMail. If the recipient doesn’t
respond to the InMail within seven days, the message expires.

For more information about InMail, refer to “Understanding InMail,
Introductions, and LinkedIn Messages” earlier in this lesson and also refer
to Lesson 1.
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TIP: Consider Alternatives to InMail

Although InMail is an effective Linkedin communication tool, it
comes at a price. If you want to contact someone you don’t know
and don’t want to pay to send InMail, you have several other
options. You could join a group that this person belongs to and
then send a message or invitation to connect as a fellow group
member. You could also request an introduction through a mutual
connection. Alternatively, you could choose to contact the individual
outside LinkedIn by accessing the website links and external email
information individuals provide on their profiles.

Requesting Introductions

Requesting an introduction is a good way to connect with people in your
network whom you don’t connect with directly. Although you can send an
invitation to someone you don’t know, you might want to consider request-
ing an introduction through a shared connection for important communica-
tions. An introduction can carry more weight than a cold contact.

For example, let’s say that you’re connected to your former manager
Felice (1st degree connection) and Felice is connected to Dalton (2nd
degree connection), a manager at another local company. You’re very
interested in working in Dalton’s department, but you don’t know him and
haven’t seen any posted job openings. Rather than sending Dalton an email
and resume as a cold contact, you could send an introduction request
through Felice.

Often you’ll know already how you’re connected to the person you want to
reach, but you can also determine this by viewing the How You’re
Connected To [First Name] section in the right column of your target con-
tact’s profile. If you don’t already know of a common connection, this sec-
tion could list a name you recognize.

Here are several tips for making the most of LinkedIn introductions:

» Talk to your 1st degree connection before sending an intro-
duction request on LinkedIn—Your connection might have
information that’s pertinent to your request. For example, if
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you’re trying to reach someone about job opportunities, your
connection might know whether your target is hiring or whether
there’s a more suitable person to contact.

Focus on introductions to 2nd degree connections for best
results—Although you can request an introduction to a 3rd
degree connection, this requires two intermediaries. In many
cases, the second intermediary (your 2nd degree connection pass-
ing on your request to your 3rd degree connection) might not
even know you.

Make your introduction request concise and specific—A
vague request to “get to know” someone isn’t nearly as effective
as stating your specific purpose, such as seeking employment,
recruiting for a job, offering consulting services, and so forth.

Keep in mind that LinkedIn provides only five introductions
per month with a free basic account—You can find out how
many introductions you still have available on the Account &
Settings page (go to the global navigation bar, click the down
arrow to the left of your name, and select Settings from the drop-
down menu). To increase your number of open introductions, you
need to upgrade to a premium account. LinkedIn recommends
using introductions judiciously rather than as a tool to contact
hundreds of members.

To request an introduction, follow these steps:

1. Click the Get Introduced Through a Connection link on the pro-

file of the person you want to reach. Remember that this link dis-
plays only for people who are your 2nd or 3rd degree connections.

. In the Introduction Request dialog box (see Figure 6.7), select the

person from whom you want to request the introduction. If you
have only one connection in common with the individual you
want to reach, only that connection displays in this box.

3. In the Subject field, enter the subject of your request.
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[ Intraduction
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0 Sara Wretstrom 1 Shared Connections
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-
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introduction?

2 shared conneclions
you and CHiT Waicolt

FIGURE 6.7 Requesting an introduction to someone one of your
connections knows.

4. In the text box, enter your message to the person you want to be
introduced to. It’s also a good idea to add a brief note to the per-
son you want to make the referral (your 1st degree connection).

5. Click the Send Request button to send your introduction request.

TIP: Other Ways to Request an Introduction

You can also request an introduction by clicking the Get Introduced
link in search results or group member lists.

Your st degree connection receives your request and can choose to for-
ward it to your target connection with comments or decline your request.
If your request wasn’t clear, your connection might ask you for more
information.

See the following section, “Managing Introduction Requests,” for more
information about the next step in the process.

Managing Introduction Requests

In addition to requesting your own introductions to others, you might also
receive introduction requests. For example, LinkedIn members might ask
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you to facilitate an introduction to one of your connections or might ask
your connection to facilitate an introduction to you.

To review and respond to introduction requests, follow these steps:

1. On the global navigation bar, click the Inbox link to open your
inbox.

2. Click the All Messages link and select Introductions from the
drop-down menu. Your inbox displays only your introduction
requests.

3. To open the request, click the subject line link. Figure 6.8 illus-
trates a sample introduction request.

Messages [EE Imvtations [EJ
Reply | Forward | Archive || Delete | Report Spam

d in Oppor at Your G

™ Annie Richards - Technology Copyy
To. Patrice-Anne Rutledge
Date: December 1, 2011

er al Annie Richards Copywriting

Annie Richards would like you to forward an introduction to Cliff Walcott
Patrice ~
| would appreciate if you forwarded this request to Cliff.

Thanks so much!

Annie Richards's message to Cliff Walcott:

Hella Cliff -

My name is Annic Richards and 'm a former employee of Patrice-Anne Rutledge. Patnce has
said many great things about your company and it sounds like a greal match for experience.

| would be very interested in discussing any current or fulure openings with you. My Linkedln
profile summarnzes my professional background and includes a copy of my current resume in
POF format as well as a link to my portfolio

Thanks for your consideration,

FIGURE 6.8 Forward on an introduction request to one of your connections.

4. Click the Forward button to forward the request to your
connection.
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NOTE: Declining an Introduction Request

If you don’t want to make the introduction, click the Decline button,
select a reason why you feel the introduction isn’t a good fit, and
click the Send button. The person who requested the introduction
will receive your feedback on why you declined the introduction.

5. Enter any additional comments on the Compose Your Message
page and click the Forward Message button.

The target recipient receives your forwarded introduction request and can
accept or decline it. Accepting the introduction enables the requestor and
target to communicate with each other, but they still need to send an invi-
tation request to become connections.

Summary

In this lesson, you learned about the many ways to communicate with
other LinkedIn members and the options available based on their connec-
tion to you. Next, you learn how to search for people on LinkedIn.
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account, 130 box, 30

Upload File button, 44
Upload Photo button, 37
URLSs, public profile URLs, 30-31

'}

vCard files (.VCF), 43, 78

viewing
account types, 57
answers, 177-178
group members, 159
group updates, 159-160
groups, 156-157
network statistics, 54
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