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",5’ LinkedIn Step-by-Step Guide

LinkedIn requirements to add a company page

1. You must have a personal LinkedIn account; if you do not have a personal LinkedIn page and need assistance,
please contact socialmedia@toastmasters.org.

2. The personal profile must be at least seven days old.

3. The personal profile must have connections before the business page is created.

Create and add a company page
1. From your profile page—click the “Work” tab in the upper right corner; then click “Create a Company Page +".

in - ¢ @ | . pom
Wiy Tk Jobs 3ing Jotifications Me - Work ~ B A

Linkedin business services

Talent Solutions

ind, =ttract and recrut talent

Sales Selutions

Uniock sales opportunities

Post a job

Marketing Solutions

Arauire customers and grow vour b mg

Learning Solutions

Create a Company Page +
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2. Select the “Small business” option under “Create a LinkedIn Page”.

Create a LinkedIn Page

Connect with clients, employees, and the Linkedin community. To get started, choose a page type.

\ B = i

Small business Medium to large business Showcase page Educational institution
Fewer than 200 employees More than 200 employees Sub-pages associated with an Schools and universities
existing page

3. Follow the prompts and enter your District information; follow the format in the screen shot below:

Page identity

Mame *

Toastmasters District XX ‘

LinkedIn public URL * &

linkedin.com/company/ | toastmasters-district-x¢ ‘

Website

Begin with http:// or https:// or wwaw ‘

This is a link to

2l website

Company details

Industry *

| Nen-profit Organization Management - ‘

Company size *

| 51-200 employess - ‘

Company type *

| Nonprofit b ‘
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4. Visit the Toastmasters Resource Library at www.toastmasters.org/resources/brand-portal/design-elements and

select the color logo for the logo image on LinkedIn. Download the image to your computer.

(jpg) (.png) (.eps)

| LOGOS AND DESIGN ELEMENTS

Color Logo + Website
(pg) (.png) (.eps)

5. Add the profile details:
a. Upload the logo.

Profile details
Lego

Upload to see preview

300px recommended. JPGs, JPEGs, and PNGs supported.

Choose file

b. Add the Tagline—Where Leaders Are Made

Profile details

Lego

i Color Logo.jpg

o Upload complete

Tagline ®

JPEG 641kb %

Where Leaders Are Made
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6. Verify the terms and click “Create page”.

( | yerify that | am an authorized representative of this organization and have the
ight to act on its behalf in the creation and management of this page. The

organization and | agree to the additional terms for Pages.
Create page

Update your company page
1. Once you are redirected to your new page, update the LinkedIn cover image by following these steps:
a. Visit the Toastmasters Resource Library at www.toastmasters.org/resources/brand-portal/design-elements
and scroll down to the “Social” section.
b. Select one of three options for LinkedIn:
i. LinkedIn “Cover Photo Burgundy”
ii. LinkedIn “Cover Photo Blue”
iii. "Editable LinkedIn Cover Template” follow the steps in the document to create a custom cover photo.
. Save your final image and upload to LinkedIn by clicking the edit pencil in the upper right corner of the LinkedIn
cover image and select upload cover image.

i Reposition

ﬁ Delete
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3. Update the "About” section with the District's details.

Edit X
Header Provide details to display on your page
Page info * indicates required
Buttons Description ™
Toastmasters International is a world leader in communication and leadership
About development. Our membership is 358,000 strong. These members improve their
: speaking and leadership skills by attending one of the 16,800 clubs in 143
Overview ' : :
countries that make up our global network of meeting locations. L
Locations 925/2000

Hashtags Manage description in another language

Website

Featured groups
http://fwww.toastmasters.org

Phone

1 720-439-5050 ‘

Manage languages

Industry *

Non-profit Organization Managemen ¥ ‘

Company size *

51-200 employees bl ‘

Let’s get social on LinkedIn

1. Engage your audience by posting
content on your page.

2. Addimages and graphics to your

A~ Toastmasters International "
Lo 138422 followers

Annoying People Are Everywhere
They are at the office, in the store, you sit next to them at an event, and you
post—stay compliant with the painfully chat with them on the sidelines of your child's soccer practice.  ..s22 mors

Toastmasters brand policy.

3. Share videos from the World
Headquarters Toastmasters
International page.

4. Stay persistent—post at least three
times a week.

5. Share content from the Toastmasters
International LinkedIn page.

a. Visit www.linkedin.com/

»

TOASTMASTER

company/toastmasters-
. ternatlonal/ to VieW World THE MAGAZIME FO MUNICATORS & LEADERS | NOVEMBER 2019
in
Headquarters LinkedIn posts. O 0 O 365 10 Comments
b. To share a post, click the “Share” & m
Kk C Shar
button at the bottom of the post. i [ Clmmant{ jF Seits

N
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c. When prompted to the share page, click the District’s company page and not the District’s profile. Select the
page under the toggle at the top of the post as below:

Share X

!“ﬁ-"’! | & Toastmasters International v | @ Anyone = |

L
1 or use @ to n@ea;nle. companies or

#am_ Toastmasters International

=

wF 133422 followers

Annoving People Are Everywhere
They ars at the office, in the store, you sit next to them at an event, and

you painfully chat with them on the sidelines of your child's s ..zee mar

i

TOASTMASTER

THE MAGAZINE FOR COMMUMICA k LEADERS | NOVEMBER 2019

Add hashtag Help the right

people see your post

d. Write content for your post (optional).
e. Click “Post” button to share.

We're so excited to get social on LinkedIn! Email socialmedia@toastmasters.org with any questions.
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