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Module One 
Building Connections 
 
The real magic on LinkedIn happens once you pass 200 connections, 
however you’ll always want to be increasing this number and building 
your network.  
 
You can do this by: 

 Synchronising your Contact Information 
 Connecting your Social Media Accounts 
 Uploading your database 
 Direct invitation from a business card  
 Connecting with interesting people 

 
To manage your connection click on ‘My Network’ in the top navigation 
bar of your LinkedIn account 
. 

 
 
On the right hand side you will see your total number of connections. 
Clicking ‘See all’ will show you everyone you are already connected to. 
On this page, you have the option to connect with people you may 
know*, respond to invitations and continue to build your network.  
 
*Although the option to connect is here, we recommend never using 
this method as you won’t be able to personalise your message. 
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Synchronising Contact Information 
LinkedIn allows you to synchronise your contacts from a variety of 
platforms, such as Gmail, Yahoo, and Outlook. Once connected 
LinkedIn will predict people you will likely wish to connect with. Note, 
no invitations are sent without your permission.  

 
 
To synchronise your contacts, click on ‘More 
Options’ on the left hand side of the ‘My Network’ 
page.  
 
You will then have the option to connect a variety 
of accounts. Simply select the one you want. A 
verification box will appear for you to authorise. 
 
You will then have the option to invite people to 
connect from this list. LinkedIn will never email 
anyone without your permission. 

 

 
After you have connected, if you don’t want to take immediate action, 
you can re-visit the uploaded list by returning to the My Network page 
by clicking on ‘Continue’.  
 
Note: People often have multiple email addresses that are not 
connected to their LinkedIn Account. Double check you aren’t already 
connected before shooting off a message. You can avoid the same 
happening to you by adding all your email addresses to your LinkedIn 
Account.  
 
You will then have the option to invite everyone with one click, or select 
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just a few people. To unselect a person, click on the blue tick next to 
their name. To unselect multiple click ‘Deselect All’ 
 
If you send multiple invitations at once you will not be able to 
personalise your invitation note. A note is an important part of you 
building your network, so it is best to skip this step.  
 

 
 
Once you click ‘Skip’ you will be taken to a page where you can either 
review your suggestions or add another email address. To return to the 
first page click ‘Done for now’.  
 
You will now receive good quality suggestions in the ‘People You May 
Know’ box.  
 
 

Connecting Your Social Media Accounts 
Over the years, easy connections to other platforms have been 
removed. If you have an account that you would like to attach and 
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decide to Google how, make sure you check the date of publication 
before attempting to implement the steps.  
 

 Twitter 
LinkedIn prioritises connections via Twitter. Generally connecting 
with Twitter is to make sharing posts across platforms easier. 
 
1. To connect your Twitter Account, hover over your thumbnail 

photo in the top right and click on ‘Privacy & Settings’ 
2. Scroll to ‘Partners & Services’ and click on ‘Twitter Settings’.  
3. You will then be able to connect the account and select whether 

you want the account to appear publicly on your account.  
 

 Facebook 
Currently LinkedIn does not allow a connection between the two 
platforms. However there is a workaround should you wish to try it.  
1. Create a Yahoo Account 
2. Connect it to your Facebook Account 
3. Once connected, input your Facebook contacts to Yahoo 
4. In Yahoo download your contact list 
5. Return to LinkedIn and upload your downloaded database 
 

Uploading Your Database 
A database could be made up of leads, clients, or a download of your 
CRM system. Although you may have reservations about connecting 
with some categories, it is still worth uploading the list for the 
suggested connections and potential to connect. Remember, 
uploading doesn’t mean actually connecting. You need to first opt to 
send them an invitation.  
 
To do this, repeat the steps in Synchronising Contact Information. 
 

Direct from a Business Card 
Connecting on LinkedIn after a networking event is an excellent 
practice. To do this, all you need to do is search for the person in the 
LinkedIn Search bar and click ‘Connect’.  
 

 
 
There are several ways the option to connect should present:  
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1. Connect + InMail probably means you are a 2nd degree connection.  

 
2. Connect Only usually means you are a 3rd degree connection 

 
 
 
3. Only InMail Option 

likely a personal setting.  
 
 
4. Follow or Unfollow: A personal setting usually 

used by Influencers.  

 
If you see only the option for InMail you can probably still send them a 
message to connect without a subscription. Simply locate the box with 
three dots (either next to ‘Send InMail’ or in the top right of the name 
box). A dropdown box will appear that will likely have the option to 
‘Connect’.  

 

Connecting with Interesting People 
LinkedIn will provide you lots of suggestions for people you may like to 
connect with. You may also like to speak to someone who has 
commented on or published a post. To connect with them, make sure 
you visit a person’s profile before clicking ‘connect’ so you have the 
option to write a personalised note.  

 

Sending Your Invitation 
When sending invitations, it is important to include a customised 
message outlining to your new prospect or contact, why you would like 
to connect. Invitations without messages tend to get ignored.  
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To send a message with your invitation make sure you are visiting the 
person’s profile when you click ‘Connect’. Clicking ‘Connect’ anywhere 
else on the platform will likely result in not being able to customise a 
message.  
 
Once you have clicked ‘Connect’ via a person’s profile, the following 
pop-up box will appear: 
 

 
 
Click ‘Add Note’ 
 

 
You have 300 characters including spaces to write your message. 
Good practice is to use their name, tell them how you met and your 
specific reason for connecting (if you have one).  

 

Review Invitations 
As people begin to accept your invitation you will receive notifications 
on your phone (via the App if downloaded) or your inbox. Newly 
accepted connections appear as unread messages in your inbox.  
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To review pending invitations, or to withdraw invitations, return to the 
‘My Network’ page and click on ‘Manage All’.  

 
 This will then navigate you to ‘Manage Invitations’ click on ‘Sent’  
 

 
 
 
 

 

 

 

 

Next Module: Responding to Invitations 


