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LinkedIn Tutorials - Let's Get 
Connected! Part II 

Yesterday's tutorial covered how to 
export your contacts from Outlook and 
upload them into LinkedIn.  But this is 
limiting - although it cuts down on the 
investment of time you need to make in 
order to connect with people, it doesn't 
give you the flexibility of personalizing 
the invitations to make engaging more 
likely - and that's the goal with social 
media: engagement! 

So today, we're going to go into more 
depth about adding contacts manually. 

 I'm the first to admit that manually adding contacts is a pain, and can be time consuming.  But if 
you take the time to send a personal note to those you add, they'll be more willing to accept your 
invitation and subsequently engage with you.  You don't have to take a whole afternoon to work 
on this - I know everyone is busy!  Instead, when you first come in to the office in the morning 
and are having your cup of coffee, log into LinkedIn and add five people.  It won't take you very 
long at all, and soon you'll have a nice list of connections built up.  Even if you do this once a 
week, it will make a difference. 
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There are a few different ways that you can start adding people. From your home page, mouse 
over "Contacts" in the top menu. Click "Add Connections."  

 

This will bring you to a new page that asks you who you already know - you'll remember this 
page from the last post, when you could either log in to your webmail and add contacts or upload 
them from Outlook. But we're not doing that today.   

 

 

 

 



At the top of that box, you'll see four tabs - "Add Connections," "Colleagues," "Classmates," and 
"People You May Know."  Let's first click on "Colleagues."  

 

Once you click on the Colleagues tab, you'll be taken to a page that lets you see how many 
colleagues are on LinkedIn from each of the positions that you've held, segregated by present 
and past positions: 

  

You can start with any of the positions you'd like to, and return to this page as necessary.  I'll go 
through adding some colleagues from my current position as an example.  First, I click the button 
to "View all International Lawyers Network" 

 



It takes me to a new page: 

 

This gives you a list of everyone who has held a position with your company.  There are times 
when this list isn't 100% accurate, so just focus on the people that you know.  To invite people 
from this list to connect with you, click the check box next to their name.  This will add them 
into the box that says "Send invitations to connect to."  

Below that box, you'll see another checkbox that says "Add a personal note with your 
invitation?"  Click this so that you can add a personal note. This will open up a new box where 
you can type your note to the person or persons you're inviting to connect with you.   

 



Once you have your note written, you can click "Send Invitations."  Note that this approach 
means that although you're including a personal note, you're sending the same note to each of the 
people you're inviting.  So you may want to invite them individually so that you can include a 
separate note for each. 

Anyone who regularly uses LinkedIn know that if they get an email or invitation from someone 
else on LinkedIn, and it says "Hi" or "Good morning" at the top, it's an email that's going out to 
multiple people - they don't have the ability to personalize bulk emails.  So if they get an 
invitation that says "Dear Peter," they know that you took the time to invite them personally.   

What might be a good example of a personalized invitation? I'll share the one I use to connect 
with ILN members on LinkedIn: 

Dear {name}, 

I’d like to add you to my LinkedIn Contacts.  My name is Lindsay Griffiths and  I am the 
Director of Network Development with the International Lawyers Network, of which your firm 
is a member. 
   
Lindsay 

It's a very short introduction to who I am and how they know me. You can go into slightly more 
detail with yours, but note that LinkedIn usually has a limit as to how long your invitation emails 
can be, so short and sweet is the best option. Some tips: 

• Be direct. 
• Let them know who you are. 
• Let them know how you know each other.  

Adding contacts from your other professional positions will be done very similarly.   

 

 

 

 

 

 

 

 



To find past or present classmates, we'll go back to the "Add Connections" page and choose 
"Classmates." 

 

This will take you to a new page that asks you to select the school that you'd like to search for 
alums in.  You may want to start with your law school classmates, as they could be potential 
referral sources.  But don't forget your undergraduate classmates!   

  

 

 



Click the link for the school you'd like to search.  You'll be taken too a page with the classmates 
who graduated the same year that you did. 

 

You'll see at the top that you have a few options. you can click the radio button next to "View all 
years attended" with the range of years that you attended that school - this will list all the 
students who were at the school during those years.   

Or, you can view a graduation year.  The page defaults to your graduation year, but you can 
select from other years - for example, if you want to view all the graduates from 1977 because 
you were friendly with many of them, you can do that.  

 

 

 



The nice thing about the classmates invitations is that they're all set up to be written personally. 
 When you see someone that you know that you'd like to connect with, click the "Invite" next to 
their name:  

  

For example, I was friends with Ed in college (and in fact, we were born on the very same day!), 
so I can click "Invite." I'm then taken to a new page where I can craft an invitation to be sent to 
Ed, inviting him to connect with me.  

 



You'll see that below the text box there is a note that suggests you only send invitations to 
classmates you know well personally and who will welcome your message. This is good advice 
in general for any connections you want to make on LinkedIn or elsewhere (with the exception 
of Twitter and Google+, more on those in later posts). 

Once I've written my personal note to Ed, I click "Send Invitation" and it invites him to connect 
with me.  

There's one more tab on the Add Connections page, and that's "People You May Know."  This 
tab doesn't show any potential contacts until you start making more connections, because it will 
make suggestions to you based on the other people that you're connected with.   

So for this, I'll log into my existing profile to show you what this may look like once you've 
started to build up your connections.  Again, we'll go to our "Add Connections" page, and this 
time, choose "People You May Know."  

 

 

 

 

 

 



You'll be taken to another screen with a list of people you may know.  If your list of contacts is 
long enough, this may be quite the list, so you can always filter it with the options on the 
lefthand side. 

 

So let's talk about those filters for a minute - you can see that you can filter them by their current 
company (you can either choose "All companies" which is the default, or one of the companies 
listed), by their past companies, or by their schools.  Filtering can be an interesting thing here 
because while you may know someone because you've worked with them at a particularly 
company, filtering them by your school (if it pops up) may show you that you're also connected 
to them as alumni.  That would be a great reason to connect and engage! You could say 
something like "When was the last time you were on the Hill?" (As we called Hamilton) or 
"What do you think of all the changes to the campus?" Give people a good reason to want to talk 
with you more - and it doesn't just have to be business! 

Now let's connect to some people we may know.  I look through my list of potential connections 
and see that I know Kristina Teplova - she's an associate at one of our Russian law firms, and she 
recently attended our conference in Lisbon, so I've met her in person.  

 

 

 



 

I'll click "Connect" next to her name to connect with her. 

 

 

 

 

 

 

 

 

 

 



This is going to give me a pop-up window that asks me to confirm that I want to connect with 
Kristina, and whether I want to add a personal message (of course!): 

 

When you click "Add a personal message," a small box opens up underneath that allows you to 
type in your message. 

 

 

 



Once I've added my message, I can click "Send Invitation" to invite Kristina to connect with me.  

"People You May Know" will also come up on your home page. 

 

Once you're established in LinkedIn, it's a good idea to check this out regularly and see if there's 
someone in that list you may want to connect to. Clicking on the "See More" link at the bottom 
will take you to the same page as we just left, but you can also connect with people right from 
this list. 

If you don't know the person and want them removed from your list, or just don't want to connect 
with them, you can just click the x.  

Now, there are still MORE ways to connect with people on LinkedIn - overwhelmed yet? Like 
Kevin O'Keefe is fond of saying, it can often feel like you're drinking from a firehose.  But if you 
take one feature of LinkedIn at a time and play around with it, you'll be an expert in no time! 

In today's post, I'm going to cover one more way you can connect with people, and we'll look at 
adding connections through company pages and groups in later posts.  

 

 

 

 

 



LinkedIn allows you to search directly for people you may know.  From your home page, this 
search defaults to "People" so you're only searching the profiles of people who are LinkedIn. 
 You can also search companies, groups, and more, but we'll get into that another day.  For now, 
let's just focus on people.  

  

I'm going to search for my sister, Erin.  As you start to type in someone's name, you'll notice that 
a list of possibilities will come up. If you see the person you're looking for, you can click directly 
on their name.  

 

If not, you can finish typing their name and hit enter, or you can click the magnifying glass. 
Since my sister's name didn't come up, I typed it in and hit enter. 

 

 

 

 

 



You'll be taken to a page of search results. Since my sister and I share a connection (my existing 
profile self), she appears at the top of the list. 

 

There are then two ways you can add someone.  Begin by mousing  over their name, and four 
options will appear on the righthand side: 

  

You can:  

• Send InMail: This is a feature of a pro account that allows you to send a LinkedIn email 
to someone that you are not connected with. 

• Get introduced: If you share a contact, you can request an introduction.  You fill out a 
form where you include a note to the person you're hoping to connect to, as well as your 
existing connection. This is then sent to your connection who decides if they want to send 
it to the desired recipient (in the case of 2nd degree connections) or to a shared 
connection (in the case of 3rd degree connections). 



• Add to Network: You can add the person to your network - this will take you to an 
invitation page where you can add a personal note. 

• Find references: references tell you who in your network has worked with the person 
you're hoping to connect with. 

One of the ways I can connect is by clicking "Add to network." This will take me to a new page 
where I have to enter my sister's email address and add a personal message.  

 

Once you add the email address and personal note, click "Send Invitation." 

 

 

 

 

 

 

 



The other way you can add a connection from the search results is to first click on the person's 
name to be taken to their profile page.  If you're not sure that the person you want to connect to is 
the person appearing in the results, this is a good idea so that you can confirm it. 

 

  

This is definitely my sister, so I click the "Add Erin to your network" button in the upper right 
hand side? 

 



This takes me to the same invitation page that we saw above, where I can enter her email address 
and a personal message before clicking "Send Invitation."  

Now you're ready to begin connecting! But before I let you go for the weekend, let's talk about 
when someone wants to connect with YOU.  When this happens, you'll get an email in your 
inbox: 

 

The email will say "Name wants to connect with you." It will include a personal message if the 
person has sent one, or will just appear generically as above if they haven't.  If you know the 
person without having to look at their profile, you can just click "Accept."  

 

 

 

 

 



If you'd like to know more about them, you can click "View Profile >>" 

  

If you click "Accept" initially, you won't need to do anything else. You browser will open up a 
new window, and the connection will automatically be accepted.  If you click "View Profile," 
you will go to the person's profile page.  Once there, if you would like to accept the connection, 
you'll either have to return to your email and click "Accept" or you can view your pending 
invitations: 

To find your pending invitations, look at the menu at the top and select "Inbox." 

 

This will take you to your inbox, where you can view any messages that come in.  However, to 
see your pending invitations, click "Invitations."  

 



On the invitations page, you can choose to "Accept" or "Ignore" a connection request, depending 
on your preferences.  

Next week, we'll talk more about some ways you can engage your connections, and groups, 
company pages, and more! 
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