
What Exactly is LinkedIn?

LinkedIn is heralded as the online social community for business professionals and 
entrepreneurs. What sets it apart from social sites like Facebook and Twitter is the 
understanding that people join LinkedIn with the goal of expanding their business in some way. 
Here it’s accepted to let your business cards show, so to speak.  

Cleverly disguising “tweets” and “updates” to shroud business intentions isn’t necessary. Much 
like offline network meetings, professionals interact on LinkedIn with the explicit intention of 
making business connections.

Why LinkedIn is Important for Online Business

If the possibilities of one connection expanding into thousands, breezing by gatekeepers to talk 
directly with decision-makers, and making global ventures from the comfort of your home 
office sound appealing, then LinkedIn is the platform for you.  

Not too long ago, attending networking mixers and Chamber of Commerce meetings were the 
workhorses for acquiring referrals and building business relationships.  Now those activities 
have moved online within the Linked community.  Essentially LinkedIn facilitates these same 
practices only in a tech-savvy way.  

With LinkedIn you get all the benefits of offline networking with less of the hassle. Instead of 
shuffling from business luncheon to business luncheon “hoping” to meet qualified prospects, 
LinkedIn provides a platform for you to specifically search and research individuals who you 
know will directly add value to your endeavors.

Imagine walking into a business function where eager prospects are being introduced to you, 
colleagues acknowledge your accomplishments without your prompting, and you’re in the 
spotlight for sharing the right answers for inquiries related to your industry. LinkedIn makes 
these scenarios a daily reality.

LinkedIn’s ability to identify, research, contact, follow-up, engage and maintain your contacts in 
one place is unmatched by other social networks. For individuals who aren’t ready to take on 
the responsibility of a website, LinkedIn could serve as an online business hub to refer business 
prospects.  



Before Creating Profile

Setting up a LinkedIn account is a quick and easy process.  You literally could set up an account 
in five minutes and become an official member of the LinkedIn community.  However, speed is 
not the main objective. Rushing could lead to a sloppy profile that doesn’t represent you well 
which defeats the purpose of joining LinkedIn.

Essentially your profile stands as a resume, business card and elevator speech all rolled into 
one.  Prior to posting any information, there are some proactive steps you can take to ensure 
your profile works for you and not against you.

First, think about exactly who you want to be and who you want to reach on LinkedIn. What are 
your initial goals for networking on LinkedIn? Brainstorm ideas of how you plan to position and 
contribute your expertise.

• Do you want to find partners to collaborate on a project?

• Are you looking for clients within a specific niche or with a certain amount of 
annual revenues?

• Will you use it as a platform for thought leadership?

With that said, the next point to consider is the realization this social community is not a digital 
bubble.  The general concepts of business still apply on LinkedIn. In the brick-and-mortar 
business world you have direct competition and it’s no different on LinkedIn. 

Thoroughly researching competitor’s profiles is a preliminary step all savvy professionals should 
perform prior to creating a profile. If you want to become the go-to professional for your 
industry it’s best to analyze who’s holding the top spot.  

Don’t reinvent the wheel when creating your profile.  To start out on the right foot in LinkedIn, 
figure out what other leaders are doing and do the same.  Once you’re comfortable using the 
site, adjust your profile accordingly. 

How do you find the profiles of people to model?

A general rule of thumb is that a high search engine ranking stands as a good indicator of a 
professional who’s doing well on LinkedIn for a particular niche.

Use Google search as a fast way to retrieve all the profiles for a niche or keyword on LinkedIn.

1. Go to Google.com.

2. Type in the search string site:linkedin.com “your keywords” .



3. Replace the phrase “your keywords” with terms related to your specialty.

Initially, focus on the top 
ten search results, and if you’re pressed for time the 
first three results.  Ideally, your 
goal is for your profile to be listed in the top three results 
for your keywords.

 Like other social media 
sites, LinkedIn 

members commonly use 
the search 

feature 
within the site to locate the people they’re seeking. A high 
ranking profile is important. An optimized profile that ranks 
well ensures you’re being seen by targeted searchers.

Visit each of the top listed profiles and take note of how they’re representing themselves for 
your market. In particular, pay attention to the keywords used and their headlines.

How to Set-up a Basic Account 

The basic membership to LinkedIn is free and allows you to create a profile.  For a large 
majority of users, the free option is adequate enough to effectively network on the site.

To get started:

1. Go to LinkedIn.com.

2. Select “Join Today”.



Next you should see a page to enter your name and email address you want associated with 
your profile.

Unlike other social media sites, it’s not enough to just enter your name and email to create a 
profile that you can complete later. On the next page, you’re required to input details related to 
your professional standing.  



Once this information is completed, LinkedIn will offer to search the contacts linked to your 
given email address.  Any contacts connected with a web email can be imported to your 
account at this stage. 

Getting the ball rolling to reach out to prospects on LinkedIn couldn’t be easier. But If you’re 
not sure about pulling in “all” your emails at this stage, bypass this part. Just choose “Skip This 
Step” at the bottom of the screen.



Now LinkedIn asks if you would like to manually enter email addresses to send invitations to 
colleagues interact with you on LinkedIn. 

Selecting a membership plan is the final step for the first phase of completing your profile.  The 
basic membership option provides enough access to experience the benefits of participating in 
the community.

Completing Your Profile

Activating a basic account is only the beginning of establishing yourself on LinkedIn.  At this 
point, you’re profile is nowhere near finished. Essentially all you’ve created is a LinkedIn web 
page tied to your name and email address.  

Bringing your LinkedIn hub up to speed requires more work, but is well worth the effort. The 
first place to start working is on your profile. A well written and complete profile is essential to 
maximizing your efforts.  Speaks for you, demonstrates who you are 

Edit your profile by: 

1. Clicking the “Profile” menu from the Navigation toolbar.

2. Choose “Edit Profile” from the drop-down menu.

Profiles on LinkedIn are formed in a resume-style structure. In edit mode, individual entry fields 
are distinctly marked to enter specific information (i.e., summary and specialties) about you 



and your experience.  Clicking the blue hyperlinks for each field redirects you to an entry form 
for that field. Guided prompts within the entry forms give you ideas of what to add. 

 



Note: Selecting the “View Profile” tab at the top of the edit area enables you to preview your 
profile as you make changes.

Uploading a Picture

Add personality to your profile with a photo of yourself.  Be selective about the photo you use. 
LinkedIn does not allow you to edit a picture once it’s been attached. You can resize, but not 
edit, so choose wisely. 

 Lighting, distance, and facial composition are all elements to consider when making your 
choice. Profiles without pictures come off as less personable.  People like to do business with 
people.  A photo of a logo is better than nothing if you’re uncomfortable with a personal photo. 

Business headshots are best for the professional environment at LinkedIn.  Lifestyle images, like 
what you’d expect at Facebook, don’t work well here.

To attach your photo:

1. Select “Profile” from the navigation toolbar.

2. Click “Edit Profile” from the drop-down menu. 

3. Once on the editing page, choose “Add Photo”.



The next page allows you to upload an image.  Browse your directories to find the picture you 
want to post to your profile. Also LinkedIn provides a built-in photo cropping feature to capture 
your headshot.

After saving your photo, designate who should see your image.



Creating Your Headline

The headline area of a profile is prime real estate on LinkedIn. The information put into the 
headline segment is very important and should be strategically written.  Essentially the headline 
area of your LinkedIn profile is equivalent to your elevator speech.  Wikipedia defines an 
elevator pitch (speech) as:

An elevator pitch is a short summary used to quickly and simply define a product,  
service, or organization and its value proposition. The name "elevator pitch" reflects the  
idea that it should be possible to deliver the summary in the time span of an elevator  
ride, or approximately thirty seconds to two minutes.

Searching for people with LinkedIn’s search box returns a listing displaying only photos, names 
and headlines. Knowing this, you can understand why what’s put into the headline is so 
important.  

http://en.wikipedia.org/wiki/Value_proposition


A headline filled with the right trigger words is an effective positioning tool.  To be known as a 
SEO copywriter for the financial industry, words related to this specialty need to be in the 
headline.

To update your headline, from your profile’s editing area, choose “Edit” next to your name.



The information you put in the “Professional Headline” field displays as the primary tagline at 
the top of your profile and returns for internal search results. 



Public Profile vs. Private Profile

Certain segments of a profile can be restricted from public view by non-members. Although it 
sounds counter-productive, this strategy could work in your favor.  Giving public access only to 
portions of your profile whets the appetite of lurkers just enough to compel them to join and 
possibly connect with you to find out more. 

Whether you display all portions or restrict some, a public profile is an effective business tool. 
Interested persons often research LinkedIn bios to learn more about you, but don’t necessarily 
want to join the site themselves.  A public profile on LinkedIn ensures your professional skills 
are presented to all people who desire to know more about you. 

Change your public profile display by:

1. Clicking “Profile” from the navigation toolbar.

2. Choose “Edit Profile” from the drop-down menu.

3. Scroll the page until you see the “Public Profile” field.

4. Select the “Edit” link to the right of the website address. 



The next page gives you the option to un-select areas for public view.



Importing Contacts

Now that your profile is finished, it’s time to import contacts.  Looking for people one by one 
could waste valuable time better spent networking. You could use the site’s search box to 
locate possible prospects, but LinkedIn provides several ways to streamline this process.  

To import contact:

1. Choose the “Contacts” menu from the navigation bar 

2. Select “Add connection” from the drop-down menu. There you’ll find several 
choices for importing data.

Whether you decide to have LinkedIn sync with an online email, manually enter contacts 
yourself, or import from a desktop email, this networking tool makes it simple. 

Also you’ll have the opportunity to approve and decline the additions of emails as LinkedIn 
searches the designated online email box.

Furthermore, you can upload .csv, .txt, and .vcf files.  Most desktop contact management 
applications, like Outlook, let you export address to one of the file types mentioned. 

To use this feature, click on “Import your desktop email contacts”.  From there you can browse 
your computer files and attach the document. As with the web email function, you can accept 
or deny email addresses.



Importing information does not automatically connect you with people.  After importing, each 
person will receive an invite from you to join your network on LinkedIn.  If they accept the 
invitation then you’ll be connected.

Adding the first round of contacts seems like a hassle.  Even so, you’ve got to start somewhere. 
Keep in mind that all it takes are a few connections to gain access to professionals with the 
resources to help you realize your goals-whether personal or business.  

Customizing Your LinkedIn URL

By default, LinkedIn assigns you a URL with random numbers and letters. For branding 
purposes, you will want to customize the link.  An easy-to-read website address increases the 
chance of people being able to remember and find you on LinkedIn.  Promote your signature 
link on your blog, Facebook pages, and through email signatures to drive traffic to your profile.

Customize your URL by:

1. Selecting the “Profile” menu from the navigation bar.

2. Click “Edit Profile” from the drop-down menu.

3. Scroll down the page until you see your “Public Profile” website link 

4. Choose the “Edit” function to the right of your link. 

All LinkedIn website addresses begin with www.linkedin.com/in/. On the next page, enter your 
preference for a unique URL to the LinkedIn prefix.  

http://www.linkedin.com/in/


The Home Page – Your Personal LinkedIn Headquarters

Status updates and announcements from your personal network are posted to the Network 
Activity portion on your Home Page.

At a glance, the Network Activity area keeps you on top of what’s going on with your 
connections. To make the most of your interactions on LinkedIn, this is an area to check 
regularly. 

Respond directly to individual updates without leaving the Network Activity are by choosing 
either to “Like”, “Comment”, or “Send a Message” found below individual updates.



Strategic Tip: Indicating that you like an update or leaving a comment could be discreet ways to 
gain the attention of people in your network who may be hard to connect with otherwise!

To broadcast your own updates, Input messages into the empty conversation box and click 
share to send messages to your entire network.

A Little of This, A Little of That

In addition to Network Updates, the Home page notifies you of People You May Know, Who’s 
Viewed Your Profile, and the size of your LinkedIn Network, among other timely tidbits of 
information.

LinkedIn Applications

LinkedIn offers a handful of applications to enhance your contributions to the community. 
Applications act as digital automation tools eliminating the need to manually complete 
different tasks. Ideally, you want to spend more time networking instead of learning how to use 
applications.  At the same time, it’s best not to waste valuable energy clunking through busy 
work that can be minimized with the help of applications.  



To add applications:

1. Click the “More” menu from the navigation toolbar.

2. Or select “Add an Application” from the lower right side of your Home page. 

3. Or choose “Add an Application” from the sections area while editing your Profile 
page.

With the goal of highlighting your expertise on LinkedIn in a streamlined manner, here are 
some recommended applications to get you started.

Tweets Application : Tweets connects your LinkedIn Profile with your Twitter stream.  It’s a 
Twitter utility you can use directly from LinkedIn.  Quickly re-tweet and reply to tweets without 
ever having to leave the website. Personal updates and updates of people you’re following 
show up on the sidebar of your profile. 

Events Application:  Are you planning to attend or present at an upcoming conference?  Let the 
LinkedIn community know about your agenda with the Events application. Events recommends 
seminars related to your industry.  Even more, you can read others comments about a 
particular training. Easily discover which collegues plan to participate in the same events. It’s an 
effective way to demonstrate your commitment to continuing education and honing your 
professional skills.



WordPress:  Common advice for enriching one’s experience with you on social media sites 
speaks to giving significant valuable directly from within the site-without requiring the person 
to leave the website. The WordPress application does this and more.  Broadcast your insights 
by syncing blog posts with your LinkedIn profile.  A special feature allows you to tag only the 
posts you want to display on your profile.

LinkedIn Privacy Settings

Protecting member’s privacy is vital to an online networking community.  Especially for a 
professional social site liked LinkedIn, ripe with high profile contacts and industry leaders. 
LinkedIn addresses this concern through its comprehensive privacy settings control panel. 
Beyond the tweaks shared earlier for managing privacy in specific segments, on the privacy 
settings page you have the choice to customize all elements of your personal data.

Find the privacy settings area by:

1. Clicking your “Name” at the top, right-hand side of your profile page. 

2. Select “Settings” from the drop-down menu.



Email Settings: Contact Settings, Receiving Messages, and Invitation Filtering

Settings worth paying attention to are the Email Settings.  Inmails and Introductions, found in 
the Contact Settings sub-category, fuel the ability for member’s to make connections through 
LinkedIn beyond their personal networks.  Later you’ll learn more about Inmails and 
Introductions, and exactly how to use them.  For now take note these features determine how 
accessible you are to the LinkedIn community.  

Furthermore, avoid missing important Inmails and Introductions by customizing how you’re to 
be notified when you receive them.  The Receiving Messages feature presents a detailed time- 
grid to specify exactly when and how often notifications are released.

Just as it sounds, the Invitation Filtering function sifts invites based on your selection of 
whether or not to receive invites outside of your immediate network.  Depending on your 
personal reasons for joining LinkedIn, it’s advised to initially accept all invites to increase the 
chances of growing your connections.  



The Mechanics of LinkedIn

After opening an account, creating a profile, and importing personal contacts you’re ready to 
move out into the larger network. LinkedIn works for you based on who you already know. 
People you know and who acknowledge knowing you are bridges to new connections.  

LinkedIn employs a tier system for organizing member’s relationships. A person’s position in 
relation to your personal network dictates the actions you’ll have to take to add them to your 
network.

LinkedIn’s hierarchy of connections is primarily structured in three levels.  Your direct contacts 
are marked as 1st level,  the contacts of your first level contacts are marked as 2nd level, and if 
someone is linked with a person who in turn is connected with one of your direct contacts that 
person is tagged as a 3rd level contact. If you have no connection, then they’re identified as out 
of network.

Also, all of the contacts of your 1st level contacts are made visible to you.  LinkedIn even reveals 
the number of shared connections you have with a person, and the identity of the shared 
connections.



Introductions, InMails and Invites

As you come across the profiles in the community, LinkedIn displays several methods for adding 
the person to your network. Regardless if you’re directly on a profile page or reviewing a listing 
of profiles from a search, generally these options are offered to initiate contact:

• Send InMail

• Get introduced through a connection

• Add to your network

On the profile page you’ll find this information in the upper, right-hand corner.  When working 
from a search result page, the listing has to be selected in order for contact methods to display 
on the right side.



Introductions: Have We Met?

Facebook has likes, Twitter has re-tweets, and LinkedIn has introductions. Designed around the 
principle of referrals, introductions are one of the best ways to meet new people on LinkedIn. 
Introductions are highly regarded because they deliver built-in trust. 

The basic idea is that if you don’t know a person who you would like to be connected to, find 
someone within your personal network who will introduce you to this person.  When a 
potential contact sees that you’re linked to someone who they know, it implies you’re a 
credible person.



You’ve Got Inmails

On the other hand, InMails are a paid feature of LinkedIn enabling you to send emails directly 
to a person’s LinkedIn mailbox, regardless if they’re in your network or not.  Depending on your 
account level, you’ll receive a credit for a certain number of InMails per month.  If you send an 
InMail but you don’t get a response from the recipient after seven days, then you’re account is 
credited for the InMail.

 Although InMails require payment and you’re running a risk by contacting someone who 
doesn’t know you personally, it’s an effective tool for professionals to cut to the chase in 
developing targeted connections. Using InMails to meet a fellow LinkedIn Member is another 
way to show you’re serious about your business and willing to invest to grow your business.  

Inroads with Invites

Technically, you can send anyone an invite at any given time.  With the invite feature, you don’t 
need a connection or a paid account to send one. However, it’s highly advised to use discretion 
with this method. Recipients can respond by stating they don’t know you, preventing you from 
sending the person an invitation ever again.  If you receive too many “I don’t know __” 
responses, LinkedIn may restrict you from sending invitations altogether.



Building Credibility

Establishing yourself as an expert on LinkedIn takes more than a polished profile.  In the same 
way an offline networking group, like the Chamber of Commerce, expects more from its 
members than handing out nice brochures, so is it with LinkedIn.  In particular, LinkedIn 
members want to see contributions specifically for the community.  

Accomplishments of all kinds are great for earning attention from business colleagues.  Yet, 
receiving endorsements and praise from other LinkedIn members adds an additional layer of 
credibility. 

Some strategic ways to demonstrate your expertise on LinkedIn are with Recommendations 
and participating in LinkedIn Answers.

Recommendations

Similar to testimonials, business partners can leave Recommendations on your profile 
promoting you or your services.  When you’re just starting on LinkedIn, it’s a good idea to 
encourage people you’ve worked with outside of the community to join and post their 
testimonials to your profile. A Recommendation stands as social proof from a third party that 
you’re a skilled professional.

As stated by LinkedIn:

Users with Recommendations in their profiles are three times more likely to receive relevant  
offers and inquiries through searches on LinkedIn.

If you choose to do so, recommendations will appear in two places on your profile page.  At the 
top of a profile, LinkedIn shows a Recommendation counter, while a detailed-view of each 
recommendation appears toward the bottom of a profile. Recommendations are visible to your 
personal network and Fortune 500 companies utilizing the LinkedIn Recruiter Tool. 



 

The simplest way to get Recommendations is to ask.  Satisfied clients are usually more than 
happy to share their experiences.

To request a recommendation through LinkedIn:

1. Select “Profile” from the navigation toolbar.

2. Choose “Recommendations” from the drop-down menu. 

3. Click the tab marked “Request Recommendations”.



LinkedIn Answers

LinkedIn Answers is an ingenious system where you can ask and answer questions submitted by 
the LinkedIn community.  Talk about an opportunity to rack up cool points in your niche! 
Answering questions on LinkedIn is a savvy way to be positioned as the obvious expert without 
being pushy or annoying. 

Access the LinkedIn Answers forum by:

1. Clicking the “More” menu from the navigation toolbar.

2. Select “Answers” from the drop-down menu.



Questions are kept open for seven days.  Multiple answers can be submitted by different 
LinkedIn members. The creator of the question picks who she thinks shared the best response. 
If you’re response is chosen as the “Best”, a green box with a star is posted on your profile 
page, and attached to your name in the Answer area, indicating you’re a proven expert.

All Answers are Valuable 

The brilliant aspect of the process is that all answers are saved within the LinkedIn database.  So 
if at a later point in time a member decides he would rather search through previous answers, 
instead of submitting a new question, those responses will be returned.  

With this capability, there’s no need to worry if your answer is not picked as the “Best” all the 
time.  All answers are logged and have the potential to generate interest and drive traffic to 
your profile.



How to Answer LinkedIn Questions

To answer a question:

1. Click the question.

2. Select the “Answer” button on the next page.

3. Input all details necessary into the entry form to thoroughly respond to the 
question.

 



LinkedIn Groups

Joining a LinkedIn Group introduces the opportunity to strengthen connections with like-
minded individuals in an exclusive forum.  The Groups function provides a private space to 
interact with LinkedIn members that share common skills, experiences, industry affiliations, and 
goals.  

Group leaders capitalize on this feature through providing additional benefits and access for 
each participant with the expectation of solidifying their overall brand and mission.  It’s a win-
win situation. In most cases, invitations are sent out asking a person to join a group.

Nevertheless, you’re allowed to initiate the process of participating in groups.  For private 
groups, managers have the authority to accept or deny requests.  The Group Directory lists all 
the groups currently on LinkedIn.  To search the “Group Directory”:



1. Select “Groups Directory” from “Groups” menu on the LinkedIn navigation bar

2. Click “Search Groups” box

3. Enter a keyword or a group name in search box.  Narrow your search with the 
category and language selection.  Click “Search”.

The Future of Networking is Here

The information presented in this report barely scratches the surface of LinkedIn. Its capabilities 
expand beyond the confines of being just a social media site. It’s quickly evolving into a robust 
CRM (customer relationship management) tool for participants who understand and want to 
capitalize on the value of nurturing relationships for business.  

With over 95 million registered users, the rate at which your network expands on LinkedIn is 
truly amazing.  A hundred strategic contacts could mean access to millions in a short amount of 
time.  Think about how many networking mixers you would have to attend to get those kinds of 
numbers!

Ultimately, if you want to position yourself as an industry leader and add to the open discussion 
on the issues in your market, LinkedIn is the way to do it.  With a little effort, it’s easy to 
become recognized as the go-to person in your niche utilizing this great tool.




