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Thank you to our host, 
ACTSmart IT

GGC

Our Mission:

To delight our clients with exceptional, friendly & 
accurate service – every single day!



Questions

Why are you on LinkedIn? 

What do you expect to gain from it?

Who are YOU? What’s your expertise? What’s your 
“unique selling proposition”?

What kinds of connections are you looking for? Why?

If you’re not already on LinkedIn, why not? What’s stopping you?
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Part I: The LinkedIn Profile

GGC

Banner, Picture, Headline
About

Featured
Dashboard

Activity
Experience

Education, Volunteer Experience, Skills and Endorsements,
Recommendations, Accomplishments, Interests
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The Default Blue Banner

It’s FREE prime advertising space, so be sure to change it.
Find something appropriate for YOU and YOUR world. 

The banner size: 6” x 1.5” (1584 x 396 pixels)
Check out Canva for great templates. 

The New Default Banner

https://www.canva.com/search/templates?q=LinkedIn%20Banner&category=tACZCu4vaxs&doctype=TACGF8kPlJ4&designSpec=djE6dEFDWkN1NHZheHM6Z2xvYmFsLWxpbmtlZGluLWJhbm5lcg%3D%3D&width=1400&height=425


A Professional Banner: 1 of 3
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A FUN Professional Banner: 2 of 3
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Another FUN Professional Banner: 3 of 3
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Changing the Banner
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Use the pencils (red
arrows) to change 
the banner, picture, 
or headline. 

When you click on 
the lower pencil, 
you’ll get another 
screen with a pencil 
to change the picture 
and the headline.



Your Picture: 1 of 2
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Your picture should be of YOU, not your logo.
Its placement is preset on our devices (to the left), 
so be careful not to hide too much text behind it. 



A Fun Picture: 2 of 2
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The Headline: 1 of 3
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Start with the most 
important idea. We 
have 220 characters, 
including spaces. Use 
a separator between 
ideas, like a comma, a 
| or *, or even an  
emoji.

What do you want 
others to see first?



The Headline: 2 of 3
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The Extra Value of the Headline: 3 of 3
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When you share an 
article, notice what 
others will see 
immediately – yes! 

The first line of your 
headlines. 😊

Therefore, readers 
can decide quickly 
who you both are.



About

GGC

We have 2600 characters available, including spaces.
Write in the 1st-person, not the 3rd-person. 

Maybe start with a question to pique a reader’s curiosity.
Tell a story. Show how you work. 

Talk about clients’ pain points.
Click on the pencil to edit (red arrow).



GGC

Featured: 1 of 2

You wrote a great article more than a year ago? Show it 
here, so others will see it immediately! 



GGC

Featured: 2 of 2

Don’t hide the good stuff. Be sure the readers see your best 
now. (And if you don’t have any articles to show, the 
“Featured” section header will not be visible.) 
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Your Dashboard: 1 of 3

Profile views are for the last 90 days.
Post views are for your most recent one.

Search appearances are for the last week and show where 
your searchers work and how they found you.
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Your Dashboard: 2 of 3

You can see trends that might tie to a day you 
published a special post or article.
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Your Dashboard: 3 of 3

You can see who viewed your profile in this next area.



Activity: 1 of 6
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Our last four comments/shares usually show up like this, 
but LI seems to be changing how it presents this info.



Activity: 2 of 6
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This is what you might
see on a profile. It 
usually means that 
person hasn’t done 
anything, but not 
always. You can click on 
“See all activity” to 
check.  



Activity: 3 of 6
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Then, click on “Articles,” “Posts,” 
or “Documents” to see what they’ve created. 



Activity: 4 of 6
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Always offer value 
to the author by 
commenting on 
something specific 
you liked in or 
about the article, 
post, or comment.

Tag the author to 
let them know. 



Activity: 5 of 6
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Don’t be like these folks!



Activity: 6 of 6
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Or these!



Experience
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LI profiles – and even 
résumés now – should 
be personable.

Connections want to 
know who we are as 
people. Using the 
narrative style works 
well.



Last Sections

Education: Whatever you deem it to be

Volunteer Experience: Helps others see you in another light

Skills & Endorsements: Easy to give and receive

Recommendations: Given or received 

Accomplishments: Honors you have received

Interests: Who or what interests you
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Part II: Succeeding on LinkedIn
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The Menu Bar Explained
My Network
Connecting

Building Your Network
Tagging

Hashtags
Your Thoughts/Ideas

Referrals
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Search: For a type of person or company, or specific ones by name 
or title/occupation.

Home: Exactly what you think it is.

My Network: The number of pending connection requests you have.

Jobs: Search for your next job.

The Top (bottom on Phone) Menu Bar: 1 of 3



The Top (bottom on Phone) Menu Bar: 2 of 3
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Messaging: Personal/private messages from a 1st-degree connection

Notifications: Clicks/comments on your posts or others’

Me (Your profile): Click to see a helpful dropdown menu.

Work: LI products.

Learning: Courses. Some are free.



The Top (bottom on Phone) Menu Bar: 3 of 3
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If you see a blue “New notifications” bar, click on that, not the bell. If just 
the bell has a number, click on that. 

And to the left … a third mention of new notifications. 🤣

Notice the words under the icons on the top bar … they come and go.



Connecting: 1 of 4
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LinkedIn has two types of connections: Connections and Followers. 
Connections are ranked as 1st-, 2nd-, or 3rd-degree.

1st-degree connections are direct ones, meaning one of 
you asked the other to connect. 

2nd-degrees are 1st-degree connections of your 1st-degrees. 
3rd-degrees are 1st-degree connections of your 2nd-degrees. 

Followers are those who don’t want you to see their original content,
those who don’t write any, or those who think you can’t have any 

more connections because you have 30K+ “followers.” 



Connecting: 2 of 4
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The member’s number 
of “followers” – shown 
in the Activity section –
includes both 1st-degree 
connections AND true 
followers. 

And there’s no limit on 
the number of true 
followers we can have.



Connecting: 3 of 4 

Click the “Connect” button if you see one. 
Better way: Click and send a personal note. 

If they accept, LI sends you a message. If they click ignore, 
LI sends no message.  
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Connecting: 4 of 4
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The Follow button: Either the member has more than the 
LI-allowed max of 30K 1st-degree connections OR is 

saving room for personal requests. Click on More for 
possible ways to connect. 



Building Your Network: 1 of 3

On the home page, click to create posts or articles.
Short-form posts: Limited to 1,300 characters, including 
spaces. Any picture automatically goes on the bottom.

Be sure you like the picture you chose; once you publish a 
post, you cannot edit or delete just the picture.
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Building Your Network: 2 of 3

Long-form articles have no limit on the # of characters. 

A picture should always go in the header space on top to 
grab a reader’s attention, and others can go anywhere else 

in the article.
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Building Your Network: 3 of 3
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The “secret sauce” for those who don’t write original content: 
Like. Comment. Engage. Share.

Remember: Always offer value to the author! 



Tagging: 1 of 4

Use the @ symbol right in front of their name.
Put a space in front of the @. 

After the @, slowly type the person’s name; you should get a 
dropdown menu of names to choose from.

Write this:
Love your article, @John White, especially the part where ...

It’ll look like this:
Love your article, John White, especially the part where … 
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https://www.linkedin.com/in/jwhiteblogger/


Tagging: 2 of 4

Sometimes you won’t be able to tag someone who is not 
a 1st-degree connection.

Two choices: Add the first few letters shown on their LI profile 
after their name, either in their LI URL or their header: @Mary 

Henderson, Coaching (rather than just Mary Henderson). 

Or keep the @ and publish the comment. Then immediately edit it, 
which often works (but I don’t know why).
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https://www.linkedin.com/in/maryhendersoncoaching/


Tagging: 3 of 4
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You can also tag behind a picture, 
which hides the names. That 

allows readers to focus on your 
ideas / words. 

You need to double-click on the 
picture to bring up a message to 

enter a name, though. 



Tagging: 4 of 4
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From Mike O’Connor, founder of SPN Networking. 
The left side is what you see (all tagged names hidden). 
The right side is what you see if you click on the picture. 

https://www.linkedin.com/in/serviceprofessionalsnetwork/
https://www.linkedin.com/company/spn/


Hashtags (#)

Best idea ever!
Organize your LI posts/articles with hashtags.

Put a # in front of words. Create your own.

Mine: #rooksrocks, #grammargoddess, #thatsaword
#notwaitingtillfridayfun

You can also use typical ones like #business or #leadership. You don’t 
need to use capital letters; LI lowers them all anyway. 

And just use letters with no punctuation.
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Your thoughts / ideas

I value your thoughts and ideas.

Enough info to get you started?

What would you add? Remove? Change?

What was your best takeaway?
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Referrals

Led FREE sessions in person in 2019 /early 2020
at several local Chambers of Commerce.

Currently booking FREE 1-hour sessions with Chambers and other 
civic organizations anywhere that would like to host this via Zoom.

susanr@grammargoddess.com

www.grammargoddess.com

https://www.linkedin.com/in/susanrooks-the-grammar-goddess/
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mailto:susanr@grammargoddess.com
http://www.grammargoddess.com/
https://www.linkedin.com/in/susanrooks-the-grammar-goddess/

