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What is LinkedIn?

LinkedIn is an online network of more than 25 milli on experienced professionals from
around the world, representing 150 industries.

When you join, you create a profile that summarizes your professional accomplishments. Your
profile helps you find and be found by former colleagues, clients, and partners. You can add more
connections by inviting trusted contacts to join LinkedIn and connect to you. Your network
consists of your connections, your connections’ connections, and the people they know, linking
you to thousands of qualified professionals.

Through your network you can:

Find potential clients, service providers, subject experts, and partners who come
recommended

Be found for business opportunities

Search for great jobs

Discover inside connections that can help you land jobs and close deals

Post and distribute job listings

Find high-quality passive candidates

Get introduced to other professionals through the people you know

LinkedIn is free to join. They also offer paid accounts that give you more tools for finding and
reaching the right people, whether or not they are in your network.

What is LinkedIn Groups?

Many professionals advance their careers and business goals by counting on industry
and professional groups, alumni organizations, industry conferences and corporate
alumni groups to help them make vital new business contacts. LinkedIn Groups offers
extra features to group-based organizations like ASWA to help our members stay in
touch with one another and discover powerful new business contacts within their groups
and beyond. LinkedIn Groups allows ASWA to extend our brand’s reach and strengthen
our brand with existing users by providing additional value through LinkedIn’s features.

What types of groups use LinkedIn Groups?
Typically, groups are collegiate and professional school alumni associations, corporate
alumni groups, professional organizations, networking groups, and event and tradeshow
organizers.

Why would the ASWA national organization starta gr  oup on Linked In?
Because ASWA's national organization has a group presence on LinkedIn, you'll be able
to search, find, and contact fellow ASWA members across the country in addition to the
hundreds of thousands of users that one can reach through your extended LinkedIn
network. You can also limit your searches to fellow group members.



Just for ASWA Group Members......

Can anyone join ASWA's LinkedIn group?
No. You must be a member to join ASWA's LinkedIn group. ASWA reserves the right to
remove members who have not renewed their dues.

How do | join the ASWA Group?
It is an easy, two-step process.

1. You will receive an ASWA Group invitation link in an email from the national
headquarters and will be instructed to click a link to join.
2. Click “Accept Invitation” on your group invitation page.

Contact aswa@aswa.org if you have any problems. The ASWA Group manager will
either have pre-approved you by email address for admission into the group, or will
approve you after you have accepted the invitation. Make sure you add the email address
to which you were invited to your LinkedIn account to your Outlook contacts or other
email program. This will allow the pre-approval to work; you do not have to make it your
primary email address.

| tried to join the national ASWA Group, butit'ss  aying that my membership is pending

upon the approval of the group manager?
This may be because you attempted to join ASWA'’s Group with a different email address
than the one used to send you an invitation. This is easy to solve, you can either register
the email address under which you received the invitation with your current LinkedIn
account or contact aswa@aswa.org with a note that you would like to join ASWA’s Group
with a different email address.

I've joined the ASWA's National LinkedIn Group; now what?
You now have access to a tool that allows you to fully leverage your entire personal and
professional network in one simple step. Click on the link on your homepage to browse or
search your fellow group members’ profiles. Information you learn about your peers’
backgrounds and expertise will be highly relevant to your professional needs and
inquiries. When you have searched and found a fellow group member you wish to reach
out to, you can contact that member on a 1-to-1 basis, rather than sending your requests
to a mass email list.

How many groups can | join?
You can join as many groups as you belong to. LinkedIn anticipates that the average
user of LinkedIn probably belongs to at least 3 to 4 groups that are meaningful to their
professional life.

Can | get spammed by other members of ASWA’s Group?
No. LinkedIn Groups is designed specifically for the individual and not as a groupwide
communications tool. Therefore, there is no way for an individual user to send broadcast
messages to all members of the group.

Will | be able to contact fellow national ASWA Grou  p members?
Yes. Each member of ASWA'’s Group decides how fellow group members can contact
her/him. Since group members share an affinity and are usually open to interacting with
fellow group members, most LinkedIn users allow fellow group members to contact one
another without referral. This is a setting that each group member can change from
his/her homepage.



How do | make it so no one can contact me?

Go to your settings page and “turn off” direct contact with your group members. Fellow

group members can no longer contact you directly and would have to go through the
chain of referrals on Linkedin.

How to use LinkedIn and Join the National ASWA Link  edIn Group

Step 1: Type in www. Linkedin.com. The opening page will look similar to the screen below.
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Step 2: Enter your First and Last name and email addressi  nto the box on the right side

Step 3: Complete all requested information in the boxes lis ted.



Step 4: Set your Contact Settings
This will help you locate others, jobs, and network with others in ASWA and other professional
associations and accounting/finance fields.



Step 5: You have officially registered for LinkedIn! Check your email for a confirmation
from LinkedIn.



Step 6: Edit your Profile on the left navigation bar to inc lude all of your related information.
To edit your profile, click on “Edit “at the bottom of the left navigation bar. The following screen
should show:



Be sure to include all information, including your ASWA membership under additional information.
The more information you provide, the easier it becomes to locate other people in your networks.

Step 6: Once you complete your profile, click on the “Q&A” tab in the middle section.



By selecting “yes” or “no,” you can hide your questions/answers on your profile. Note: By hiding
the questions and answers, you are hiding your prof ile on expert lists and leader boards.

This may limit your networking capabilities. Then select SYA\YA=R®1gVA\\[€]=

Step 7: Select the “Add Connections” button on the left nav igation bar. This area is used
to put all of your business contacts/friends/ASWA m embers into your network base.



Click on “Start building your network _.” You can enter your contacts manually, search your
address book, outlook address book and other webmail addresses.




To save the contacts from your address book, click on “Other Address Book.”
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Select “Upload your contacts file” by clicking on “Find out more about creating a contacts file.”
This file can be downloaded into a .txt file from Microsoft Word or Excel and uploaded.

To Invite Contacts: Click on “Invite Contacts.” All of the contacts that you entered should show
in this screen.

Once you have added contacts and invited contacts, you can join the ASWA Group. Select the
GROUPS selection on the left navigation bar.
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Go to the “Groups Directory” tab. Type in the “Search box” on the right side, ASWA. All of the
ASWA groups will show. Select the group that shows Lee Buswell Lowery as the Owner. This is
ASWA's National Group for all members of ASWA. Select “Join this group.”
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By joining this group, you will become a member of ASWA'’s national LinkedInGroup that is
exclusively for all ASWA members. Once ASWA Headquarters accepts your invitation, you will
become an official member of the ASWA'’s National LinkedIn Group!
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