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LinkedIn handoff

Jade Zhao - handoff sheet - Last checked: October 2026

For the person who will edit profile basics and share a post after the builder leaves.

Before you start

Use only an account you have permission to use. If you do not know which account to use, or cannot sign in, stop
and ask the named account owner. Never share or write down a password or sign-in code.

Why this matters

A saved draft is not public until you choose Post. Check that you are using the correct account.

Steps to follow
Open linkedin.com (or the LinkedIn app) and sign in.
Open your profile (your photo or Me, then View profile).
Edit the basics: photo, headline, and About. Keep the words plain and true.
To share a post, go Home. Click Start a post. Type a short update. Click Post.
Check who can see the post before you publish.

If the screen looks different, stop before changing settings. Use the official help link below or ask the account owner for help.

Write this down
Which LinkedIn account owns the profile or Page.
Who is allowed to post in public.
The public profile URL if you use it on other sites.
Never put the password on this sheet.

Official help

LinkedIn Help: https://www.linkedin.com/help/linkedin

Control your public LinkedIn profile: https://www.linkedin.com/help/linkedin/answer/a528139
Find your LinkedIn public profile URL: https://www.linkedin.com/help/linkedin/answer/a522735

Longer guide (with video)
https://jadexzhao.qithub.io/jadexzhao/handoff-linkedin.html

Last checked: October 2026. Write down who owns the login. Never put the password on this sheet.
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