
 

 
 

 

 

LinkedIn: How-to Guide 
 

This guide is designed to al low you to use LinkedIn quickly 
and eas i ly .  I t  covers the basics of the platform. 
 
1) After logging in with your username and password the 
screen you are taken to wi l l  show a t imel ine of act iv i ty – this 
is  of people you fol low and those that L inkedIn feels you are 
associated with.  
 
2) The pr ior ity with LinkedIn is to have a complete and 
accurate prof i le .  To change or update your prof i le use the 
menu at the top left bar and choose ‘Prof i le ’ ,  then ‘Edit 
Prof i le ’ .  You’ l l  now be able to update each sect ion of your 
prof i le .  
 
3) You should inc lude your current posit ion as a PACE 
consultant or associate partner (you should not post other 
roles as your current posit ion) and previous roles i f  you are 
happy to include these. You should a lso include a l ink to the 
PACE website ,  b log, contact detai ls  (emai l  address or main 
PACE number) and a picture of yoursel f .  
 
4) There is a sect ion to edit named ‘Summary’ and this is  a 
free text area where we suggest you add either an 
introduct ion to yoursel f  or a summary of what you do for 
your job (and how you may help others) .  
 
5) The security sett ings of your account can be found by 
hovering the cursor over your name at the top r ight .  There 
are var ious options avai lable here and we recommend you 
turn your broadcasts/announcements option as wel l  as any 
Twitter feed – to only avai lable to you to see (or ‘of f ’ ) .  
 
6) S imi lar ly ,  you can choose to hide others from seeing 
your connect ions . This is  up to you whether you want this 
pr ivate. Al l  other pr ivacy options can be decided by you. 
 
7) The groups funct ion in the top menu al lows you to 
search for groups on a range of subjects (sa les ,  
market ing, certa in profess ions and c lubs etc) and 
these are a useful way of engaging with l ikeminded 
people. We would encourage you do join 
appropriate groups. 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For more information on social media 
marketing, visit the associate partner area 
of the website for more ‘How-to’ Guides 


