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Here on Zen, | talk a lot about why | love
social media, and how | think it can be
useful to lawyers and law firms. Now that
I've got you all convinced, | realize that not
everyone knows how or where to start. I've
talked about some of the basic principles of
using these tools - engage, don't broadcast;
give yourself a small window of time to use
them each day, etc - but not the how-to of
using them. So I'm going to be doing a
series of social media tutorials over the next
several weeks to get you started, and I'm
beginning with LinkedIn.

Wwhat 2
To me, LinkedIn is the most useful social
media platform for lawyers, if for no other

reason than it's considered the most professional. Because of that, most of your clients will be there, so

you should be too.

Here's a quick note - there is a LOT of information in this post, but don't be alarmed. It will take you less
time to complete your profile than it will to read through this post!

It's likely that the majority of you will already have a LinkedIn profile set up, but since it's possible that you
don't, we"ll start at the beginning.



To create a profile, go first to www.linkedin.com. You'll see a screen like this:

Linked 3.

Home What is LinkedIn? Join Today Email. lindsaygrfiths@in cor Password: |===== " [ signin .:

Over 100 million professionals use Linkedin to
exchange information, ideas and opportunities

First Name:
v g | Stay informed about your contacts and industry Last Name:
7 %) Find the people & knowledge you need to achieve your goals Email: [lindsaygrifiths@iln.com
ﬁa Control your professional identity online Password:, o
§ or more characters
B

Already on Linkedin? Sign in

Search for someone by name: _Go_

Linkedin member directory - Browse members by country abcde fghijkimnoparstuvwxyzmore

To register yourself, add your first name, last name, email and a password of your choice into the fields
on the right hand side and click "Join Now." You'll see that there's a little asterisk next to the "Join Now"
button - when you click it or use LinkedlIn, you are indicating that you've read, understood and agreed to
their User Agreement and Privacy Policy. If you'd like to read these before joining, they are linked on this

page.

Once you put your personal information in, you're taken to the first page to get your professional profile
started. It looks like this:

Linked -
Lindsay, L et's get your professional profile started
I am currently:
v: |Employed =] ¢ ALinkedin profile helps you...
* Country: | United States |z| = Showcase your skills and experience
“7IP Code: | = Be found for new opportunities
L = Stay in touch with colleagues and friends
e.g. 94043 (Only your region will be public, not your ZIP code)
* Company:
*Job Title:
Create my profile

* Indicates required figld.

Linkedin Corporation @ 2011 | Commercial use of this site without express authorization is prohibited.

This is where you will enter the information about your current position, if you're employed, the industry
you're seeking work in if you're not employed, or whether you're a student, business owner or working
independently. For the sake of this post, we'll add the current position as if you're employed.

You'll include your employment status, country, zip code, the company you work for and your job title.
When you start to type in your company name, a list of similar companies will start to appear below,
based on the letters you're typing. Many law firms and companies are already listed in LinkedIn (they


http://www.linkedin.com/�

have their own company pages, which are similar to individual profile pages, but for companies). If you
see your firm, you can select it - it will look like this:

Linked ﬁa

Lindsay, Let's get your professional profile started

| am currently:
¥ |Emplayed [=] L ALinkedIn profile helps you...
* Country: |United States |Z| + Showcase your skills and experience

Py -
*7IP Code: [ga008 Be found for new opportunities

+ Stay in touch with colleagues and friends
€.0. 94043 (Only vour region will be public, not your ZIP code)

*Company: [|qtemational Lawyers M| v

* Joh Title: International Lawyers Network
" | Legal Services; 1-10 employees; Nonprofit

Create my profile

* Indicates required field.

Then, add your job title and hit "create my profile."

The next screen tells you that searching your email contacts is the easiest way to find people that you
know. This works a little differently for non-web based email accounts (if you're using Outlook to get your
email, this is generally not for a web-based account), which will generally be true of your professional
email accounts. If you have your contacts in Yahoo! or Gmail, feel free to log in here so that LinkedIn can
search for who you might want to connect to on LinkedIn. Otherwise, we'll talk later about how you can
add your contacts.

You also have the option to "Skip this step" and you can add contacts later.

Lil'lked ﬁa
See Who You Already Know on Linkedin Step2 of 6 |

Searching your email contacts is the easiest way to find people you already know on
Linkedin.
Your email: [}inzecakes@gmail.com

Email password: |

Continue
We will not store your password or email anyone without your :e

Skip this step »

However, you may want to go ahead and complete this step if you have contacts in other email
databases - for example, since | use my Gmail for Google+ (more on this in much later posts), | have a
number of contacts that would come up.



If LinkedIn finds contacts for you through your email address, it will appear like this:

Linked[[-

See Who You Already Know on Linkedin

Step2of6 |

We found 17 people you know on LinkedIn. Select the people you'd like to connect to.

Select Al

I I
H
Al
Gwynne Meonahan

Community Manager at Clio (Themis
Solutions)
gwynnemonahan@gmail com

Kelly Hoey
Connector. Advisor. Project Solver.
jkellyhoey@gmail.com

Alan Griffiths

Executive Director at International Lawyers
Network and Legal Senices Consultant
Alangriffiths@iln.com

Jesse Thomas

Network/Systems Administrator at Hamilton
College
fthomas@hamiton.edu
Dana Brady

Sales Director at Reed Exhibitions

UL L ELLIIEY or Skip this step »

17 Selected

-
Jason Tenenbaum

Student at Hofstra University School of Law
interested in Labor and Employment,

Technology, and Privacy Law.
Tenenbaum.Jasen@gmail. com

m

Jim Milles
Professor of Law at University at Buffalo
jim.milles@gmail. com

Jay Fleischman

New York bankruptcy lawyer and online legal
marketing expert

jsfleischman@gmail. com

Mike Rainis
Six Sigma Blackbelt

mjrain02@yahoo.com

Jessica Dorzek
Social Worker at Student Assistance Services -

Each contact has a check box next to their name - if you'd like to connect to them, you can click the check
box and click "Add Connection(s)." You also have the option of skipping this step and adding connections
later. LinkedIn defaults to selecting everyone that you may know on LinkedIn - you can either uncheck
these individually if you don't want to connect to all of them by clicking on the boxes, or click the box at
the top that says "select all.”

Let's say that you do want to add a connection from this list. You select the check box, and hit "Add
Connection(s)." LinkedIn will automatically send that person an invitation. For this reason, you may want
to consider skipping this step initially because once you have your profile created, LinkedIn allows you to
customize the invitation emails you send out to possible connections. Personalizing them is always a
good idea, since it allows you to reference how you know the person, and why you may want to connect
with them. This serves two purposes - it reminds them how you know each other, in case it's not someone
who is a good friend, and it gives them the chance to engage with you in response, which is the point
behind social networking.



LinkedIn will next suggest that you invite anyone in your email database whose email address is not
registered with them to join. That screen looks like this:

Linked[[}]-

@ One invitation has been sent.

wite some people? Step3of6 el |

Here are your contacts that aren't on Linkedin yet. Stay in touch by inviting them to connect with you.

Select All 39 Selected

Nancy Myrland NancyMyrland@gmail.com

Laura Gutierrez lsinlalaland@gmail. com |

becamson@gmail.com

Mike Sullivan sully1660@aol.com
The Dad alan.griffiths@ag-internet.com
The Mom missteacherlady@aol.com
Erin Griffiths ErinPatriciaGriffiths@gmail. com
Bryan Pettigrew bpettigrew@vrms.com
Drew Pf drewp021@hotmail.com
Sharon Posillipo sharon@targetresearchgroup.com  _

 Invite to Connect | or Skip this step »

Again, you can either invite some of them to join LinkedIn and be connected to you, or you can skip this
step.

Once you've done that, LinkedIn will suggest some possible connections for you, based on your profile,
the addresses you've uploaded from your email, and who you're already connected to. This is one of the
greatest benefits of LinkedIn on an ongoing basis - they do the work of identifying who you might want to
connect to, so you don't have to.

Linked f3-

Do You Know These People? Step 4 0f 6 — |

Select people you know and trust, and connect with them to stay in touch.

[7] Select All None selected
¥ Lindsay Griffiths Jessica Dorzek i:|
=N Director of Metwork Development at ] Social Waorker at Student Assistance Senices  |=|
International Lawyers Metwork [
Dana Brady Jennifer Zwirn Yolles
O Sales Director at Reed Exhibitions O Education Director & Youth Advocate
Jennifer Hogle Kim Webster
O Programs Director at Alzheimer's Association (] Program Director at Playworks (formerly
: Sports4Kids)
Cory Dorzek Johan Sund
O Director at Wells Fargo Secunties O __, Partner at Ekenberg & Andersson Advokatbyra
WA



From this list, you can either select those you would like to connect to, or skip this step. If you select
someone from this list to connect to, an invitation will automatically be sent from LinkedIn. This is another
case where you may want to skip this step and invite the person to connect later, so that you can
personalize the invitation.

The next step allows you to manually input email addresses of those you might want to connect to who
didn't appear in any of the previous screens. Here, | would suggest skipping this step - it's time
consuming to add in individual email addresses, and LinkedIn is going to send their standard invitation. If
you're going to be adding clients to your list of contacts, it's worth the time to craft individual invitations.
We'll talk more about this later.

Once you click "Skip this Step" or invite some additional people to connect with you, your account is set
up. LinkedIn then wants to know whether you want a basic free account, or a premium account. They
explain the benefits of each on this screen:

Linked(fi-
Your Account is Set Up — Choose Your Plan Leve
What Do You Want to Do? [ Premium Basic (Free)
Create a professional profile and build your network < L
Join industry or alumni groups g
Search & apply for jobs g

See who's viewed your LinkedIn Profile

View the professional profiles of over 100 million people
Send messages to people you aren't directly connected to
Premium search filters & automated search alerts

Save profiles into folders

Add notes & contact info to any profile

¢ &€ ¢ ¢ ¢ & & ¢ ¢

Reach out to over 100 million users

Choose Premium Choose Basic

Skip this step »

I've used LinkedIn for almost 10 years (yes, really!) and I've always had a basic account. My
recommendation is to start with this and build your profile, and if you find yourself needing some of the
additional functionality, you can upgrade at that point.

To find out what each of the above features entail, you can mouse over (technical term for putting your
mouse pointer over the line) and a small box will appear with an explanation.



| chose the basic free account, and LinkedIn took me to my new home page!

Linked[ma Account Type: Basic

> Lindsay Griffiths ~ Add Connections

Home Profle Contacts Groups Jobs Inbox Companies MNews More People ~ a»:ﬂvanceﬂ

Are You an Atiorney? - We need more attorneys in your area. Apply now for membership.

. . Ads by LinkedIn Members
Welcome, Lindsay! See who you already know on Linkedin.

Are You an Attorney?
Searching your email contacts is the easiest way to find people you already know on Linkedin. _I_ We need more attorneys in your area.
Apply now for membership.

Your email: |inzelcakes@gmail.com

Are You A Director?
Email password: ﬁ Apply to the Cambridge Wha's Who

network for Successful Women.
Continue

We will not store your password or email anyone without your permission. ﬁ Find IT Jobs - Apply Now

Search Full-Time, Part-Time & Contract
IT Jobs Today. Get a Free Account.

Do you use Outlook, Apple Mail or ancther email application? Import your desktop email contacts.

Jobs You May Be Interested In beta

e Network Engineer x

# Attach a link [l - .3\'@ RVM, Inc: - Greatsr New Yark City

Area

— Senior Product Specialist x
LinkedIn Today See all headlines IDeal theveslLLC - Financial District

LS. to Assist Immigrant Job Patents against prosperity
Creators

Four Leadership Lessons from

Inf tion Technol x
Debt-Ceiling Brinkmanship o nformation fechnology

Trainer
Lowenstein Sandler PC - Greater New
“York City Area

H BP Feedback | See more »
A93» |_|:| Get hired faster with Job Seeker Premium

This is what your home page will look like any time you sign into LinkedIn from now on. We'll go through
the individual points of the home page in a later post, but this is a peek to give you an idea.

LIRS 2.

Although your basic profile is created, | want to go through a few other things you should do when you
first set up your account to flesh out your profile a bit. We'll go into this in more depth in my next post, but
if you're going to invite people to connect with you, there are some essential things to do initially.

To edit your profile - you'll see that at the top of the page, under where it says "LinkedIn" and your
account type, there is a menu bar:

Home Profle Contacts Groups Jobs Inbox Companies Mews More IPenplev ﬂ»‘ad'{ﬂnc&d

The only menu item you need to focus on for now is "Profile." Mouse over the world profile, and another
menu will pop up:

Home | Profile | Contacts Groups Jobs Inbox Companies MNews More

Edit Profile
View Profile
Recommendations

Well . N See who you already know on LinkedIn.

Searclmgryooremamreonacts is the easiest way to find people you already know on Link

Are You an Attorney? - We need more attormeys in v




Select the first item in the menu, "Edit Profile." You'll be taken to a page that looks like this:

Lil'lkedth A it Type: B
Account Type: Basic ¥ Lindsay Griffthe  Add Connections

Home Profile Contacts Groups Jobs Inbox Companies News More People ™ EAdvﬂnEed

Are You an Attorney? - We need more attorneys in your area. Apply now for membership. From: Legallatch
Edit Profile =~ View Profile

R B Add another position
Lindsay Griffiths eait

Director of Network Development at International Lawyers MNetwork

Greater New York City Area | Legal Services Impart your résumé
Ask for recommendations

Create your profile in another language

+ Add Photo
oA B 125% profile complsteness
Complete your profile quickl

Current + Director of Network Development at International le :ﬂ DE[ résur?1é - zui\d P T

Lawyers Network Edit @ Hapdd P L,

+ Add a current position minutes.
Past + Add a past position
i i ips (Why do this?)

Education e — Profile Completion Tips (Why do this

< Add another position (+15%)
Recommendations  + Ask for a recommendation B
< Add your education (+15%)

Connections + Add connections < Add a picture (+5%)
Websites +Add a website & Add your summary (+5%)
Twitter + Add a Twitter account < Add your specialties (+5%)
Public Profile http:fhaww linkedin.com/publlindsay-grifiths/38/794/703 Edit < Ask for a recommendation (+5%)
[ share ® roF = Print
=0 Add ions to reflect achi its and experi on your & Add sections
profile products & services
built for your small business.
Summary

As you can see, the initial profile is very basic, and there's a lot of information you can add to make it
more complete. On the right hand side, there's a progress bar that shows how complete your profile is:

Add another position

Import your résume
Ask for recommendations
Create your profile in another language

Profile Combpletion Tips rwhv do this?)

After the first six steps that we went through above, your profile is only 25% complete - there's still some
work left to do!



Now, there's a LOT you can do to finalize your profile. But in this post, | just want to go through the few
additional things that | want you to do to get it in good shape in your first go around - | know lawyers are
busy people, and you don't want to sit down for an hour and work on your LinkedIn profile. It does require
some investment of time, but you can work on it in stages. However, in the first stage, you want to:

e Upload a profile photo: This is essential - social networking is about being, well, social. People
want to know who you are, and one of the best ways to show them that is by adding a photo.

On your profile editing page, click "+ Add Photo" underneath the blank image:

Edit Profile = View Profile

Lindsay Grif
Director of Met
Greater Mew ™

+ Add Photo

Post an update

You'll be taken to this screen:
Edit My Profile  View My Profile Go back to Edit My Profile

Uplead a Photo
Current Photo You can upload a JPG, GIF or PNG file (File size limit is 4 MB).

Choose File | No file chosen

Upload Photo  [ElMe=ILE

By clicking “Upload Phote”, you certify that you have the right to distribute this phote and that it does not violate the User Agreement.

Here, choose a file that you'd like to upload for your photo - since LinkedIn is the more
professional of the social networking sites, I'd recommend using your firm website photo -
however, | say this with a caveat. Your photo should preferably be taken within the last year.
Older photos will confuse people when you meet them in person (much like online dating). And
you will meet them in person, since the goal of social networking is to take these relationships
offline.



Click "Choose File" and browse to the location where you have the photo that you'd like to use.
Then, click "Upload Photo" to make the photo your profile picture. You'll get a pop up screen
that looks like this:

ot

To the left is what your profile phote will look like.

To make adjustments, you can drag around and resize the yellow square below.

When you are happy with your photo click the *Save Photo” button. |ﬂ|

LT

This screen allows you to crop your photo to LinkedIn's pre-set square. There's a preview at the
top so you can see how the final photo will look. Once you have the photo set to your preference,
click "Save Photo" to set your profile picture.

Once you have a profile picture saved, you will have the option to identify how visible you would
like the photo to be. In addition to those users you send a message to, your profile photo can be
visible to your connections, your network, or everyone.

To differentiate - your "connections" are those people that you have invited, or accepted
invitations from, directly. Your "network" are your connections, plus any second or third degree
connections - for LinkedIn, these are connections of your connections (2nd degree), and
connections of your connections' connections (3rd degree - confused yet?).

From my perspective, there's no reason to change from the default, which is "everyone." Since
you're using the site for networking purposes, you should want everyone to be able to see who
you are.

But if you want to change to one of the other selections, you can click on a radio button (the small
round circles) and then hit "Save Settings." This will take you back to editing your profile page.
Adding a photo bumps you up to 30% completeness.



Fill in the easy stuff: It will take some time for you to create your profile summary, add your
education and past positions and connect to others, but in the meantime, you can add some of
the quicker information that is just as essential:
o Add a website: If you write a blog, or just want to include your firm's website, you can
click on this link:

Lindsay Griffiths Edit
Director of Metwork Development at International Lawyers MNetwork
Greater Mew York City Area | Legal Senvices

Edit

Post an update

Current + Director of Network Development at International
Lawyers Network Edit
+ Add a current position

Connections + Add connections

Websites + Add a website

Twitter + Add a Twitter account

Public Profile http:/fwww linkedin.com/pub/lindsay-grifiths/38/794/703 Edit

|3 share = roF k=4 Print



o It will take you to this page, that allows you to add additional information in one quick
save:

Additional Information

Websites: | Choose. .. (=] |URL (ex http:/ site.c
| Choose... [=] |URL (ex: hitp:/ site.c
| Choose... [=] |URL (ex: http:/hwni_site g
Interests:
A
Tip: Use commas to separate multiple interests
Examples: management training, new technology, investing, fishing, snowbearding... See more
Groups and
Associations:
A
Tip: Use commas to separate multiple groups.
Examples: Kiwaniz, IEEE, Product Marketing Association... See more
Honors and
Awards:
A

Examples: Whao's Who In America, 1999-2004... See more

Save Changes [IESELBE]

Note: %ou can add and edit Twitter accounts on the Twitter Settings page.



o

o

For example, I filled this in and it looks like this:

Additional Information

Websites: | company WebsiteEl http:/fwww iln.com
Blog E| http:/fwww_zenlegalnetwar
Choose... E|

Interests:

Photography, Cooking, Home Renovation, Reading, Blogging,
Spending time with my Dog & Nieces, Running

P
Tip: Use commas to separate multiple interests
Examples: management training, new technelogy, investing, fishing, snowboarding... See mare

Groups and - -
Associations: Legal Marketing Association

Tip: Use commas to separate multiple groups
Examples: Kiwanig, [EEE, Product Marketing Association... See more

Merit Scholar 1998-2002|

Examples: Who's Who In America, 1

Save Changes [le=llE]

Note: “ou can add and edit Twitter accounts on the Twitter Settings page.

Then | choose "Save Changes" and am taken back to the edit profile page.

Personal Information: In order to give people a way to contact you, it's a good idea to
update your personal information right away.

Personal Information eat

Phone + Add

Marital status + Add

Contact Settings eat

Advise other users about the types of contact you're interested in

Interested In

= Ccareer opportunities » consulting offers
= new ventures = job inquiries
= expertise requests = business deals

» reference requests = getting back in touch



Click "Edit" to update it all at once. You can include whatever you'd like in here, and
exclude whatever you're not comfortable sharing - it's up to you. When | complete it, it
looks like this:

Personal Information

Phone Number: [904_594.9430 Waork |z|

Address: 179 Kinderkamack Road
Westwood, NJ 07675

Birthday: |january [+] |7 [+] &
Birth year: Chnase...E-

Marital status: | gjngle E a

Save Changes [EIM®=IGE

Click "Save Changes" to save your changes and be taken back to the edit page.

As you can see from the Edit Profile page, there is a LOT more information that you can add to finish your
profile. We'll go into this in more detail in the next post, including how you can simplify the process by
uploading your resume, whether you want to create a profile in another language as well, and how to end
up with a complete profile.

If you have any questions on the above, please don't hesitate to ask them in the comments section below,
or feel free to contact me directly.

Lindsay Giriffiths of the International Lawyers Network
179 Kinderkamack Road

Westwood, NJ 07675

Phone: (201) 594-9985

Fax: (201) 740-9765
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