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Registering your Linkedin Account

Linked[[}]- STEP 1 Already on Linkedin? Sign in

To join LinkedIn, sign up below...it's free!

First Name: || |
Last Name: | | Save time by wsing your Focebook
. account to sigh wp for Linleeddn

Email: | |

| L o up e racevook |

New Password: |

& or more characters
[ Join Linkedin |

Already on Linkedin? Sign in

* By joining LinkedIn, you are indicating that you have read, understood, and agree to Linkedin's User Agreement and Privacy Policy

Linkedin Corporation ® 2012 | Commercial use of this site without express authorization iz prohibited.

LinkEdma STEP 2

John, let's start creating your professional profile

* 1 live in: |United States v|

L ALinkedIn profile helps you...

ZIP Code: |27513 | =+ Showcase your skills and experience

€. 94043 = Be found for new opportunities

I am currently: * Employed © Job Seeker ¢ Student + Stay in touch with colleagues and friends

* Job title: |,qttgmey |

* Company: |Lawyer5 Mutual Liability Insurance Company of N.C.||

* |ndicates required field.

Linkedin Corporation ® 2012 | Commercial use of this gite without exprezs authorization iz prehibited.



Now that your basic profile has been created, Linkedin will search your email contact list to find
people to add to your Linkedin network. Step 3 is OPTIONAL and can be skipped.

Linked [3- STEP 3
Step2of 7 |

See Who You Already Know on Linkedin

Searching your email contacts is the easiest way to find people you already know on
LinkedIn.

Your email: |john5mith@gmai|.com I

Email password: | |

Continue
We will not store your password or email anyone without your permisgion.

Skip this step »

Linkedin Corporation ® 2012 = Commercial uze of thiz zite without exprezs authorization iz prohibited.

Linked [[3]- STEP 4

Confirm Your Goaogle Account
Click below to sign in with Google and verify your email address.
We'll also check your Google contacts to see who you already known on Linkedin.

Send a confirmation email insteads

Confirm my

Use this option if you would If you would like to manually
like to see which of your email find people on Linkedin, use
contacts is on Linkedin. this option.

After confirming your email address with Linkedin, you will need to sign in to Linkedin again.



The next step gives you the option to share your new Linkedin profile with your other social networks.

Congratulations! You've just created your professional profile. Stepdof 7 M ]

John Smith
Attorney at Lawyers Mutual Liability Insurance Comparny of M.C.

STEP 5 Raleigh-Durham, North Carolina Area | Insurance

| just joined Linkedin and created my professional profile. Join my network.
http-//Inkd.in/AiTBhb

Your profile URL: hitp:/inkd.infAiFBhb Count: 98

| Share on Facebook

‘n Share on Twitter Skip this step =

Linkedin Corporation ® 2012 = Commercial use of this site without exprezss authorization is prohibited.

To avoid sharing your new profile on Facebook or Twitter, click here

Linked[T3]. STEP 6

Your Account is Set Up — Choose Your Plan Level

What Do You Want to Do?  hats this? (] Premium Basic (Free)
Create a professional profile and build your netwark @ &
Join industry or alurmni groups P Lo

Search & apply for jobs

See whao's viewed your LinkedIn Profile

View the professional profiles of over 150 million people
Send messages to people you aren't directly connected to
Premium search filters & automated search alerts

Save profiles into folders

Add notes & contact info to any profile

7
&
7
7
7
7
7
&

Reach out to over 150 million users

Skip this step »
Click here to choose a FREE Linkedin account | ™| =P 11

This option gives you the chance to upgrade your Linkedin account to a premium account. The
premium account costs money, which is why we recommend trying the basic account before
upgrading.



Congratulations! Your Linkedin account is now registered. Continuing following the Linkedin
prompts to input your personal information to your Linkedin account. Linkedin will want the
following information:

-Start date of your current position
-Previous work experience
-Education

-Job skills

Make sure your profile is 100% complete

Improve your Profile Wiewr profile

John Smith ex

Aftorney at Laweyers Mutual Liability Insurance
Company of N.C.

Cary, Morth Carolina | Insurance

+ Add Photo

Import your résumé
Ask for recommendations
Create your profile in another language

Post an update

[ 30% profile completeness

Current  Attorney at Lawyers Mutual Liability Insurance Company of Complete your profile quickly
N.C. Edit

+ Add & current position
Past  +&dd a past position

@ Import your résumé to build a complete profile in
minutes.

Education  + add a schoal
) Profile Completion Tips (wWhy do this?)
Recommendations  + &sk for & recommendation . B
: Add another position (+15%)
Connections  + Add connections ’

. Describe your current position (+5%)
Websites  + idd a website Y g S

Add your skills & expertise (+5%)

Twitter  + Add & Twitter account

Public Profile  http:/wmnw. linkedin, corn/pub/john-smith/48/991/255 Edt Add your education (+25%)
Add a picture (+5%)
|- Share = POF (= Prirt Add connections (+10%)

[IET Add sections to reflect achievements and experiences on your profile. &7 Add sections
Summary + Add Summary
_ The above box tells you
Applications + Add an application

what you need to do to

m
5]
[1%]
o
o]

+ Add a position

make sure your profile is

Attorney Edit

I__awyers Mutu_a_l Liability Insurance Company of N.C. 100% com plete.
Currently holds this posiion

Provide a brief description | Ask for recommendations
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Twitter Glossary

#- The # symbol, called a hashtag, is used to mark keywords or topics in a Tweet. It was created
organically by Twitter users as a way to categorize messages.

@- The @ sign is used to call out usernames in Tweets, like this: Hello @ Twitter! When a
username is preceded by the @ sign, it becomes a link to a Twitter profile.

Direct Message- Also called a DM, these Tweets are private between only the sender and
recipient.

#FF- stands for "Follow Friday." Twitter users often suggest who others should follow on
Fridays by tweeting with the hashtag #FF.

Follow- To follow someone on Twitter means to subscribe to their Tweets or updates on the
site.

Follower- A follower is another Twitter user who has followed you.

Lists- Curated groups of other Twitter users. Used to tie specific individuals into a group on
your Twitter account. Displayed on the right side menu of your homepage.

Mention- Mentioning another user in your Tweet by including the @ sign followed directly by
their username is called a "mention”. Also refers to Tweets in which your username was
included.

Profile- A Twitter page displaying information about a user, as well as all the Tweets they have
posted from their account.

Reply- A Tweet posted in reply to another user's message, usually posted by clicking the "reply"
button next to their Tweet in your timeline. Always begins with @username.

RT- Abbreviated version of "retweet." Placed before the retweeted text when users manually
retweet a message.

Timeline- A real-time list of Tweets on Twitter.



Creating a Twitter Account

How to create an account:

1. Navigate to http://twitter.com/, enter your full name and click the yellow button on the

right hand of your screen, or simply navigate to https://twitter.com/signup.

Fill in the first field with your full name..

Enter your email address

4. Enter a password. Be tricky! Make sure your password contains letters, numbers, and
symbols.

5. Select a username from one of the usernames we've suggested, or create your own. We
will automatically suggest available usernames based on the real name and email address
you've entered. Try to pick something that describes you - whether it's a nickname, an
interest or a hobby.

w N

twittef’ Have an sccount? Sign in

It’s your turn.
Join Twitter,

Johnny Doey 6!_ Step 2

JohnD@myemail.com Mu: Step 3
000 SRORRERES % Step 4

Suggestions: DoeyD - doey_d - d_doey - doey_john

By clicking the button, you agree to the terms below:
These Terms of Service (“Terms"”) govern your access to and

use of the services and Twitter's websites (the “Services”)
and any information, text, graphics, or other materials

Create my account

®Yes OMNo



http://twitter.com/
https://twitter.com/signup

2. Getting Personal: Contact Import

If you choose, Twitter can scan your email address book in order to find contacts that are also
using Twitter.

1.

w

Simply type your email address and your email password into the boxes, then hit 'Find
friends." Twitter does not store your login, and will not use your email address
without your permission.
When you see a list of the friends and colleagues found in your address book, follow
them!
o Follow all of them by selecting the blue 'Follow All' button on the right hand side
of the results
o Orif you'd like to see updates only from specific people, you can choose to ask to
follow your email contacts individually using the grey 'send request’ button next
to their information.
Click the 'Next: others' button at the bottom of your screen.
A box will pop-up with your remaining contacts who are not on Twitter. To invite them
to join Twitter, check the boxes next to the contacts you wish to invite - or click "select
all" at the top.
Please note: if you click 'select all' and proceed, it will invite all contacts in your address
book.

2 | Friends

Search

Search the services you use to discover which of your friends are already
using Twitter. Fcllow any of the friends you find to add their Tweets to your
timeline.

1 Gmalil &! Yahoo 5 Hotmail & £2 Messenger 22 AoL [ Linkedin

10



3. Finding Friends with Twitter Search

You can also search for anyone else you would like to add on Twitter. This example will
demonstrate searching for Biz Stone, who did not show up in my contact import.

1. Type the name of the person you're searching for into the search box.

2. Tweets related to your query will show in the center of the page. A list of matching
accounts will show on the right hand side of your screen.

3. Click the Follow button next to any you wish to begin Following. A confirmation
message will appear.

11


http://twitter.com/#!/search-home

How to change your profile picture and information

1. Log into www.twitter.com
2. Click Settings.

Your Tweets 86
10 Aug: Helpful article! & heather

What’s happening?

Timeline  @Mentions Retweets ~  Searches »  Lists ~ Following 634 Followers 318

whitehouse The white House .ﬂ H. m.A

President Obama called on Congress to "put country ahead of
party” today in MI. RT if you agree. #CountrybeforeParty

&2 seconds ago Who to follow - refresh - view all
. 1800CableTV 1 500 CABLE TV & - Follow x
o MongoliaOrBust Reckless Abandon 13 by WCSRwi “ ¢ [E) Promoted
!@' Shared a photo: http-/fon_fb.me/rfmrQr__. http://bit ly/oe9kC1
Bl 10 Aug P P Q P ¥ NCFamilyLaw MC Family Law - Follow x
Providing new, info & stories related to family low i...
n WC SRtwit Vomble Carlyle TR TriangleBIZJrnl TEJ Raleigh/Durham - Follow x

Click on Profile on the fifth tab of your navigation bar.

Click the Browse button next to your profile image.

Choose which file to load.

After selecting the file, click Save at the bottom of the page. (See image below).
Note: The thumbnail image chosen will only appear when you click "Save."

Ll

JLibrary/User Picture:

Maximum size of 700k. JPG, GIF, PNG.

12


http://twitter.com/

Updating your name, bio, and location info
To change the location, website, picture, or bio listed on your profile, follow these steps:

1. Visit the 'Profile’ tab under Settings
2. Make the desired changes
3. Besure to click 'Save'!

Jane Doe

Enter your real name, so people you Know can recognize you.

Earth

Where in the world are you?

hitp://funnyordie.com

Have a homepage or a blog? Put the address here.
(You can also add Twitter to your site here)

| love to make people laugh!

About yourself in fewer than 160 chars.

13



How to Change Your Email Address:

First, choose a new address:

1. Log in to www.twitter.com and click on your account settings page.

2. Under the "Account" tab, you'll see your real name, username, and email address. Type
your new email address into the correct field. (figure 1)

3. When you have entered your new email address in the email field, click 'Save' at the
bottom of the page.

4. A dialog box will then appear asking you to confirm your Twitter password. Enter your
password in the box and click the 'Save changes' button.

5. You'll see a yellow box asking you to confirm your email change. It will stay there until
you complete the steps below. (figure 2)

twitter¥ Home Profile  Me s Who to Follow awyersMutualNG ~

LawyersMutualNC’s settings

Account Password Mobile Notifications  Profile  Design  Applications

MName  LawyersMutualNC Account
You can change your name on your profile settings. From here you can change your basic
account info, language settings, and
your tweet privacy and location
Usermname LawyersMutualNC Mo spaces, please. S l '
settings

Your public profile: hitp:iftwitter. com/LawyersMutualMC

Email social@lawyersmutualnc.com TIpS

Mote: email will not be publicly displayed. Change your Twitter user name
Let athers find me by my email address anytime without affecting your
existing tweets, @replies, direct
messages, or other data. After

Language English A changing it, make sure to let your
What language would you like to Twitter in? followers know so you'll continue
Interested in helping translate Twitter? Check out the Translation Center. receiving all of your messages with
your new user name
) o . ) ) . Protect your account to keep your
Time Zone (GMT-05:00) Eastern Time (US & Canada) + N P

tweets private. Approve who can

Then, confirm your change (required):

1. Now, log in to your new email's inbox. You should see a new message from Twitter.
Open it.

2. Click on the confirmation link in that email.

3. You should then be directed to your Twitter account. Your change is now complete!

Warning: If you do not complete the confirmation process above, your email will not be
changed.

14


http://www.twitter.com/
http://twitter.com/account/settings

How To Customize Your Twitter Design

To customize your design:

Log in to www.twitter.com

In the top navigation bar, click Settings (or go to http://twitter.com/account/settings)
Click the furthest tab on the right, labeled Design

Select a template by clicking on it, or upload your own background image by clicking
"Change background image."” (figure 1)

Save your changes when done

If you want to customize the sidebar and font colors of your page, click "Change design
colors"

7. Click any of the boxes to change your colors; click Done when you're finished. (figure 2)

PonbE

oo

Figure 1:

Account Password  Mobile  Motfications  Profile Design  Connections

Select a theme

Change background image Change design colors

Theme 19

15


http://www.twitter.com/
http://twitter.com/account/settings

Figure 2:

Change background image Change design colors
links sidabar sidebar border

et
.PI

B42dBb ‘
4
. Done
[

Note: Background images must be in PNG, GIF, or JPG format, smaller than 800k. If your
image's file size is too large, the easiest way to get it down is to use and image editing program
or web app to shrink the image.

background

16



How To Change or Recover Your Password

Send yourself a password reset by following these steps:

1.

w N

Click the "Forgot your password?" link underneath the "Sign in™ box on our logged-out
homepage, as shown below.

You'll land on this page: https://twitter.com/account/resend_password

Enter your Twitter username or your email address.

If you have a phone number attached to your account, you will be asked to enter your
phone number too. Enter it in the format suggested.

Check your email inbox for the email address attached to your account. Twitter will send
you a message right away.

Click the reset link in that email, and choose a new password. You'll then be directed to
your homepage.

Choose a strong password, ideally with letters, numbers, and symbols. Keep your Twitter
account secure by choosing strong passwords that no one would guess.

sEarch I Forgot your password I

anuatu #yankees Glee A-Rod Halloween Twins Tsunami F

How to Change Your Password:

All account information is editable in your Twitter account settings, and you can make changes
to your password in the password tab.

SourwNdE

Log in to Twitter

In the upper right hand top navigation bar, click Settings
Click the second tab, "Password"

Enter your current password

Choose and verify your new password

Save your changes by clicking "Change"

17


https://twitter.com/account/resend_password
http://twitter.com/account/settings
http://twitter.com/account/password

If you're able to log in but still can't remember the password, you can send yourself a
password reminder from the password settings page as well. You'll get an email as
described above.

Account Password Mobile Notifications Profile Design Connections

Current Password: Forgot your password?

MNew Password:

Verify New
Password:

18



How To Find People on Twitter: Twitter
Search!

You can find others on Twitter by:

Typing a name into the search box on your homepage

Typing a Twitter username directly into your browser (e.g. http://twitter.com/oprah)
Browsing lists of accounts related to your interests (e.g. Sports, Science, Politics...)
Importing contacts from your email address book to see who's on Twitter

Browse suggestions we've generated for you

oL E

To Find People by Name

The easiest way to find people is by typing their name into the search box at the top of your
Twitter homepage. Results for your search will show up at the top right of your page, followed
by a "view all" link, as seen below in a search for Oprah:

People results for oprah - view s

Oprah Cpeah Wintrey § - Fallow
Live Your Beit Life

GayleKing Gy o Ko & Follow

} tayle King is Editor at Lirge of 3, The Oprah Mogazic

Dpc-hw‘h'rl'rl'pﬂu(rx'ﬂ'..' trry lm-.'.'.ekﬂ qu

e fo the Diffciol r Page af WN: Opre

oprah_com EH Ao - Folbow
Cpreay cain « (et hewlth, beaung, recipes, moneg), decor

To Browse Accounts by Interest

You can also find cool new accounts to follow by browsing lists containing the best accounts
related to a subject. To do this:

1. At the bottom of the "Who to follow" recommendations, click on "Browse interests".

2. You'll land on a page containing a list of interest, from Entertainment to Sports to
Science. Click your interest.

3. If you see an account you think looks interesting, follow directly from that page. They'll
be added to your "following" list.

19


http://twitter.com/oprah

Refresh suggestions
Browse interests - Find friends

To Browse Our Suggestions

Based on your friends and interests, we suggest accounts we think you would like to follow. To
peruse these suggestions, follow these steps:

1. At the top of the "Who to follow" recommendations, click the "view all" button next to
"Suggestions for you".

2. On the next page, you'll see a list of suggestions we've generated for you. Click to follow
any of these users, or click their username to learn more about them.

View Suggestions

TheStevenWeber Siven vener &
New York born actor, best known for Wings, Studio

6o and many other shows, movies and theatre.
Followad by ENathanFilion

20



How to Follow or Unfollow People on Twitter:

Click "follow™ under any profile picture on Twitter.

Unfollowing from your following page
To trim down your list:

1. Click the following link near your username

2. From the Followers tab, simply hover over the green checkmark, which will turn to a red
X'

3. Clicking this button will unfollow the desired user.

theflaminglips The Flaming Lips @
The new albwmm, Embryonic, is in stores now

&

21


http://twitter.com/friends

Unfollowing from the profile page

You can unfollow a specific person by clicking the green follow button beneath their photo on
their profile page. As shown in the image below, the button will turn red and read ‘'unfollow'
when you hover over it. Clicking the button will complete the process and unfollow the user.

22



How To Use Twitter Lists

Twitter users can organize others into groups, or “lists”. When you click to view a list, you'll see
a stream of Tweets from all the users included in that group. This article will help you get started
with some lists basics.

Note: you don't need to follow another user to add them to a list; if you want to read a user's
Tweets but not see their messages in your main timeline every day, lists allow you to do that.
Similarly, following someone else’s list does not mean you follow all users in that list. Rather,
you follow the list itself.

How to Create a List
To create a new list, follow these instructions:

Visit the profile of the first user you would like to add to your list

Click the person icon. This brings up a drop-down Actions menu.

Select "Add to list"

Enter the credentials of your list and choose whether others can see it or whether it is
private

5. Check to see if the user you wanted to add was successfully included in that list: to do
this, click the person icon and select "Add to list". A checkmark will be added next to
lists in which that user is included (shown below under "Adding or Removing People").

el A

Mention Spammer

Add to list

Block Spammer

5
« Repart Spammer for spam

23



Adding or Removing People From Your Lists

You can add users from anywhere you see the list drop-down on someone's profile. This
includes the following:

o People searches
« Profile pages (including your own)
e Yours and other users followers and following lists

Check the boxes of lists you want to include that person in. Uncheck the box if you want to
remove them from the list.

Your lists

Include @Spammer in:

O Friends

T4 Peeps

Create a list

Checking out your Lists stats

On your Twitter Profile page, clicking on the “listed” number (which is next to your “followers”
number) will bring up a page all about what lists you are on. Click it to see yours!

Viewing List Content

To view the stream of Tweets from any group of people in lists you follow or have created,
follow these steps:

1. Go to your "Home" page
2. Click the "Lists" tab on the left panel of the screen

3. Choose which list you'd like to view
4. Right away, you'll see a stream of Tweets from the users included in that list

Editing or Deleting Lists
To edit or delete a list, follow these steps:

1. Go to your Profile page
2. Click the "Lists" tab on the left panel of the screen

24



w

You will see lists you've created, lists you're in, or other people's lists you follow

4. Select which list you'd like to edit or delete from lists you've created. Click edit to update
your list credentials or click delete to remove the list entirely.

5. You cannot add or remove people from your list on this page — you must do that from the

profile pages of each individual you wish to add or delete. See above.

Subscribing to/Following Other People's Lists

Following a list is as simple as following any other Twitter user. Simply click on the Lists tab
when viewing their profile, and select which lists options you want to see. Click the follow
button to follow one of their lists.

You can also consequently remove yourself from a list by blocking the creator of the list.

Note: If the owner of a list that you're following includes a public user that you've blocked, you

will still see the updates of the blocked user. This behavior is similar to visiting the profile page
of a public user that you've blocked: you're still able to read their tweets.

Ligts -

Lists by @munchkinmcieod

Lists @rmunchiunmcieod follows
@trarnmellhulks

@rtwitterteam

Lists folowing @munchkinmcheod

25



How To Block Users on Twitter

Blocking users on Twitter

Twitter provides all users with the ability to block other users. Blocking prevents a user from
following you, sending you an @reply or @mention, or putting your account on any of their
lists.

To block a Twitter user:

Log in to your Twitter account.

Go to the profile page of the person you wish to block.

Click the person icon (highlighted below). This brings up a drop-down Actions menu.
Select Block from the options listed.

POONMPE

Mention Spammer

M Add to list

Block Spammer

N Report Spammer for spam
L

Blocked users can't:

e Add your Twitter account to their lists

o Have their @replies or mentions show in your mentions tab (although these Tweets may
still appear in search).

o Follow you

o See your profile picture on their profile page or in their timeline

Please note: that if your account is public (i.e., not protected), your Tweets will still be visible
on your public profile page.

26


http://support.twitter.com/articles/14023-what-are-replies-and-mentions
http://support.twitter.com/articles/14016-about-public-and-protected-accounts

Twitter does not notify a user when you block them, but because they will no longer be able to
follow you, they may notice that they've been blocked.

Unblocking Users

If you change your mind, you can easily unblock a person by clicking undo from the blocked
user's profile page:

27



Types of Tweets and Where They Appear

This article outlines where specific types of Tweets (messages) will appear on our site and in
your or others' profiles. One of the most frequently asked questions we receive is, "Where does
my reply to someone's Tweet show up? | don't see it on their Twitter profile page.” Hopefully
this table gives a better outline of where messages go when you click the "Tweet" button.

Normal Tweets:

twitter
Twitter blog post on the service's reliability (w/ links to longer, more
technical explanations): hitp:.//bit.l/9KuyG9

« Definition: Any message with fewer than 140 characters posted to Twitter. Also called a
"Tweet." (Example above.)

e Where it appears for the sender: On the sender's Profile page.

e Where it appears for the recipient: In the home timeline view of anyone who is
following the sender.

o Places it will never appear: In anyone else's Profile page, unless they retweeted the
message.

@Mentions:

twitter
First @earlybird deal: 2 for 1 tickets to The Sorcerer's Apprentice:
hitp:ft.cofVixAp2K

« Definition: A Tweet containing another user's Twitter username, preceded by the "@"
symbol, like this: Hello @NeonGolden! What's up? (Example above.)

e Where it appears for the sender: On the sender's Profile page of public Tweets.

e Where it appears for the recipient: In the recipient's @Mentions tab, which is
accessible only by them. Additionally, mentions will appear in the recipient's home
timeline view (not Profile) if they are following the sender. Also note: anyone on Twitter
who is following the sender of a mention will see the Tweet in their home timeline.

o Places it will never appear: On anyone's Profile page, unless they wrote the message.

28



@Replies:

twitter
@oldspice Do you have any experience taming wild whales?

o Definition: A Tweet that begins with another user's username and is in reply to one of
their Tweets, like this: @NeonGolden | can't believe you thought that movie was cheesy-
-1 loved it. (Example above.)

e Where it appears for the sender: On the sender’s profile page.

e Where it appears for the recipient: In the recipient's @Mentions tab. Like mentions,
replies will also appear in the recipient's home timeline view if they are following the
sender. Anyone following the sender and the recipient of a reply will see it in their home

timeline.
o Places it will never appear: On anyone's Profile page, unless they wrote the message.

Messages (formerly ""Direct Messages"):

« Definition: A private message sent directly to someone who follows you.
e Where it appears for the sender: In the sender's "Sent" folder. Will disappear if

recipient deletes it.
e Where it appears for the recipient: In the recipient's private "Direct Messages" folder.

Will disappear if sender deletes it.
o Places it will never appear: In any public timeline or public search.

29



What are @Replies and Mentions?

What is an @Reply?
A reply is any update posted by clicking the ""Reply** button on another Tweet
People say lots of things on Twitter, and sometimes you want to say something back. Your reply
will always begin with @username (insert username of the person you are replying to). Anyone
Tweet that is a reply to you will show up in your @Mentions tab on your homepage.
To post a reply on Twitter:

« Find the Tweet you want to react to on Twitter.

o Hover your mouse over their message and click the "reply" icon.
o Complete your Tweet in the box that pops up, and click "Tweet" to send it
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What is an @Mention?

A mention is any Twitter update that contains @username anywhere in the body of the
Tweet. (Yes, this means that replies are also considered mentions.)

We noticed people frequently searching for their user name (@username) to find the Tweets that
mention their username anywhere in the message. We collect these messages, as well as all your
replies, in the @Mentions tab on your homepage. If you include more than one person’s name in

your update and you use the @username format, those people will all see the update in their
personal mentions tab.

To post a mention on Twitter:

o Type your message normally, but replace any names you include with @username
(including the person's Twitter username). Our system will recognize and highlight the

username that way, as shown below for this mention of @FreelanceWhales (a super cool
band that we mentioned).

Timeline E@Mentions Retweets Searches Lists

@FreelanceWhales.
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What Are Hashtags ("'#'" Symbols)?

Definition: The # symbol, called a hashtag, is used to mark keywords or topics in a Tweet. It
was created organically by Twitter users as a way to categorize messages.

Hashtags: helping you find interesting Tweets

o People use the hashtag symbol # before relevant keywords in their Tweet to categorize
those Tweets to show more easily in Twitter Search.

o Clicking on a hashtagged word in any message shows you all other Tweets in that
category.

« Hashtags can occur anywhere in the Tweet.

o Hashtagged words that become very popular are often Trending Topics.

Example: Below, @VegNews added the hashtag before the word "vegan" in their message. The
word is now a link to search results for all Tweets containing "#vegan" in the message.

w VegMews

Need #vegan choices at your favorite restautant? Ask for them! Qur
_':'-*;Tﬁ handy how-to for getting veq food on the menu!
http://tinyurl.com/Zavmtrp
Favarite Retwest Reply

Using hashtags

o If Tweet with a hashtag on a public account, anyone who does a search for that hashtag
may find your Tweet.

o Don't #spam #with #hashtags. Don't over-tag a single Tweet. (Best practices recommend
using no more than 3 hashtags per Tweet.)

e Use hashtags only on Tweets relevant to the topic.
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How To Post a Tweet

=

Log in to your Twitter account

2. Type your Tweet into the "What's happening?" box at the top of your screen (shown
below).

3. Make sure your update is fewer than 140 characters. We'll count the characters for you!
Remaining characters show up as a number below the box.

4. Click the Tweet button to post the Tweet to your profile.

What's happening?

Posting my first message. Tweets must be 140 characters or less. Below, |
can see that | have 27 characters left.

in San Francisco, CA v .,

5. You will immediately see your Tweet in the timeline on your homepage, as shown below.

What's happening?

Timeline @Mentions Retweets Searches Lists

Home

Is Lindsay Schauer
H Posting my first message. Tweets must be 140 characters or less.
L 4l Below, | can see that | have 27 characters left.
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How To Delete a Tweet

If you've posted something that you'd rather take back, you can remove it easily. When you
hover over your update while viewing your home or profile page, you'll see a few options appear
below the message.

To delete one of your Twitter updates:

Log in to Twitter

Visit your profile page

Locate the Tweet you want to delete

Hover your mouse over the message (as shown below), and click the "Delete™ option that

appears

MPwnhE

Voila! Gone forever... almost. Deleted updates sometimes hang out in Twitter search. They will
clear with time.

SchauerTime |
Daytime drinking leads to sunburn. Daoh.
17 Jul Favorite Reply Delete
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How to Guide: Facebook Insights

*This is the tool you use to track your company Facebook page analytics.

Search for people, places and things

facebook

New Likes See &l | Insights

Ml ‘Your Posts B Talking About This Il Rea

& hours ago

on Wednesoay

ussudy

on Monday

ite Friends

Step 1: Click j¢ ™
“See All” Lf

Lawyers Mutual NC

288 likes - 35 talking about this - 1 was here

Law Practice
Lawyers Mutual is the only malpractice provider
continiously providing coverage for NC lawyers since 1977.

[he ficsk oy

Risk Management Education.

Helping you aveid malpractice claims.

CAMILLE STELL, DIRECTOR CLIENT SERVICES

== ikes  Reach

All dates and times are in Padific Time

Talking About This Check-Ins

Total Likes®  Friends of Fans®

286 4420 121,029 626000 24 & 31.93%

People Talking About This® Weekly Total Reach’

3,642 ¢ 131.68%

. Lawyers Mutual NC Home 3%

&, Export Data E

M Posts’ Ml Weskly Total Reach’
— .
— ~,————— e "
e o o 0 0 0 [ N I S A ) e 00 O+ O
Feb 14 Feb 21 Feb 28
Page Posts (Updated 5 minutes ago)
All Post Types «
Date v‘ Post ° Reach * Engaged Users * I::'s"!'g“h"“t Virality -

3/6/13 F 11 Check out this Pinterest board from the. . 27
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From this data, you can
track:

-Likes
-Reach
-Engaged Users

-People talking about
your post

-Shares of your post



Guide to Saving Picture From Internet onto the Computer Hard Drive

Web Images Videos Shopping News N MSN Hotma e 3 : Signin v Rewards © Palo Alto, Califomia Pref

Images Web Images Local News Videos Visual Search Morevw 2-24 of 43,600,000 results

I =
B =7 A% :
= . 2 E = o

‘ See full size image (1280 x 1024 - 391kB - jpeg) =
- like to be on a beach this moment and don't see the winter at ...

RELATED SEARCHES

- Beach Volleyball . Beach Scenes ' Huntington Beach
Beach House \hrglma Beach ? “ Beach Wedding Dresses

IMAGE SOURCE PAGE: http:/fwww_land; dvd_com/wall bl dex php/ /99 =

Lnndscape Wallpapers Blog

fresh la e wallpapers to your desktop daily and automatically

©2011 Microsoft | Privacy | Legal | Advertise | Aboutourads | Help | Tellus what you think g

L ® @ ntemet | %5 | ®uoow -

1] Done

This is the picture | would like to save to my hard drive.

Step 1: Right click your mouse dlrectly on the plcture
After right clicking this

Box is what should pop up
on the screen.

Signin v

Images Web Images Local News Videos \Visual Search Morev

See full size image (1260x 1024 3918 peg) <
like to be on a beach this moment and don't see the winter at ... |
| RELATED SEARCHES

Beach Volleyball . Beach Scenes Huntinglan Beach

Emmn =vswuaem " Beach Wedding Dresses
| Ul

IMAGE SOURCE PAGE: hitp:/iwrw

Step 2: Click on “Save Picture
As..”

©2011 Morasoft| Privacy | Leoal | Adverise | About our ads | Heio | Telus what you ik

| Ervor on page. I & @ us Riww -
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Guide to Saving Picture From Internet onto the Computer Hard Drive

After clicking on “Save
Picture As,” this box
will pop up on your
screen.

From this box, you
can:

-save the picture in
any file you want
-Rename the picture/
to what you want
-Change the type of

file itis. 1 do not
recommend changing ]
the type of file.

After you are finished,
make sure to click

Signin v Palo Alta, California Preferences

Rewards ©

2-24 of 43,600,000 results

» % T

ipeg)
the winter at ...

My Recent
Documents

Deskiop Sample Pictures

Fach Scenes

rginia Beach

Wy Computer

fuallpaperblogfindex phplarchives/39

My Netwerk
Flace

Ll] Save
|

Cancel

|9PEG |pg])

Save as ype:

Landscape Wallpapers Blog
. fresh landscape wallpapers to your desktop daily and automatically
Online Wallpaper Utility
Products
Wallpaper Technology

©2011 Microsoft| Privacy | Legal | Advertise | Aboutourads | Help | Tellus whatyou think  [ggf|

save

| Ervor on page. & @ rreernet Gy v Haoow - -
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N

Email Signature Social Media Icon Directions

Open Outlook
Open anew emall Untitled - Message (HTML)

Click on Signatures
Scroll down and click s8] 98 7
signatures o
ddress Check Attach Attach [Signature
MNames File Item ~ -
Mames Includ

¥ Follow Up ~
¥ HighImportance
B Low Importance

Eethany -

Zoom

—

Signatures...

Click on the
signature you would
like to add the social
media icons to.

Signatures and Stationery

E-mail Signature | Personal Stationery
\ Select signature to edit honse default signature

Then in the Edit k E-mail account; |bethany@lawyersmutualnc.com V|
Signature section, e messas - gatany v
click on where you Replies/forwards: |(n0ne) v|
want the icons to go (o [ #

Edit signature

|Verdana v||1IJ v| |E| Iu |§| = = Hﬁusiness%@ -

To add the images to Bethany Schuelke »
your signatu re (We Social Media Ma_rkgting Intern . =
have atached he |\ (253l oy e ot
Facebook/Twitter \Ibethanv@lawversmutualnc.com
icons to this post for Visit our new website at www.la mutualnc.com
you to save and use ﬁ m t
In your own
signature) click on 4
the “picture” icon _~
_(Which is the 2pd T = 5 [ oo ]
icon from the right)

After you click on Picture, a browse wizard will pop-up and will allow you to browse
your hard drive and add your twitter/Facebook icons (located in: P:\USERS\ALL\Social

Media) to the signature.
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Signatures and Stationery

E-mail Signature | Personal Stationery

Select signature ko edit Choose default signature
/ E-mail account: |hethany@lawyersmutualnc.com v |
9. OnCE yOU New messages: |Bethany b |
have the RepliesiFarwards: |(n0ne) v |
images in the

’ Delete ] ’ Mew ] [ Save ] [ Renarme ]

signature,
click on one
of the images

Edit signature

vt W0 (8] 7 U =

Bethany Schuelke

[@Business Card | [ &,

to h|gh||ght Social Media Marketing Intern =
- Lawyers Mutual Liability Insurance Company Of North Carolina 0
It P.O. Box 1929, Cary, NC 27512-1929

bethany @lawyersmutualnc.com

N Visit our new website at www.lawyersmutualnc.com

@ e

10. Then click on
the e

“hyperllnk" / Ok ] ’ Cancel

button (it
should be the last button on the right) =~

11. In the address field at Edit Hyperlink

the bOttom Of the Link; £o: Text to display: | | ScreenTip..
rnysg: :n_llfvw:;drcz_)v:’ type | Look in: |@ My Documents v|
Existing File ar
b .
Facebook address e G [P A [_sgokmark..._|
. . alder
(depending on which e G racebock
. . . ace in This
image you are linking) Document | | Browsed % My Pictures 2
Pages || =) Social Media Policy Examples
5| (3 Twitter
e Recent IE_] S tips for Social Media Marketing
Docume™™wGl Files | 2] Bethany TIMESHEET
1 Blogs ko comment on e
12. CIICk Ok 3 address: || _v| Remove Link
E-mail Address ~N
—

13. Repeat that until you have all your images linked to the right web addresses.
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