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Getting started on Twitter

Step 1

Type ‘Twitter’ into your 
search engine and when 
the results appear click on 
‘Sign up’.

Step 2

On the sign-up page fill 
in your name, your email 
address and a password. 
Your password must be at 
least six characters long.

Step 3

Complete the sign-up 
box by typing a desired 
username for Twitter. 
Depending on the name 
of your business, you may 
have to try a number of 
variations, based on whether someone else on Twitter is using the 
username you might like. This is so each user has a unique username.

Twitter will let you know 
if you can have the name 
you desire or provide an 
alternative option you can 
use if you wish.

Ticking the box ‘Keep me 
signed in on this computer’ 
will keep you signed in to 
Twitter on the computer 
you are using. This is not a 
good idea if you share the 
computer with others, as it 
will remember your Twitter 
login details.

Step 4
Click on ‘Create my account’.

TOP 
TIP

Do not remain signed 
in if you share your 
computer
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Twitter will help you to follow 10 different accounts. Make your selection on what interests you.

The screen that you 
now see is the welcome 
screen. Twitter will 
insist that you follow 
at least 10 different 
accounts before you 
can go any further. We 
have chosen a mix of 
popular celebrities and 
news accounts for this 
example.

Twitter will offer to look 
at your email contacts to 
see if any email
addresses match a
Twitter account and then 
make suggestions of 
people you might like to 
follow.

Step 5

Now add some
information about your 
business.

Step 6

You should now have 
received a verification email from Twitter. You need to click on the link 
in that email to verify your Twitter account.

Twitter can look at your email contacts to find people you can connect with. 

Use engaging 
information

More information can be added once you have verified your account

TOP 
TIP

Use engaging information 
about your business. This 
is the only place you can 
really ‘sell’ on Twitter.
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Use the scroll bar to 
resize your picture

TOP 
TIP

Step 7

Upload your chosen profile picture from a 
folder on the computer and size it to fit the 
frame. Repeat this process and upload a 
background picture for the header. Enter a 
location for the business and your website 
details.

Step 8

You can create a link to your 
Facebook Business Page so 
that any content you post 
on Twitter will also appear 
on Facebook automatically.

Once you have
verified the
account, you can 
fill in more profile 
details.

Step 9
When you click on ‘Connect to 
Facebook’, Twitter will ask you for 
the login details of your Facebook 
account. These are your login 
details for Facebook, not Twitter.

TOP 
TIP

Connect your Twitter 
account to Facebook to 
share the same content 
on both platforms



Twitter Module 2       

Online Marketing Toolkit                                                 4 

You will need to agree to 
terms, allowing Twitter to 
make a link to your Facebook 
Business Page.

It is important that 
you deselect the 
box suggesting 
that Twitter would 
post tweets to your 
Facebook Profile – 
you want them on 
your Business Page.

Step 10
Click on the box ‘post to my 
Facebook Page’ (this is your 
Business Page) and when 
prompted allow Twitter access to 
your page and confirm that they 
have picked the correct page.

Step 11
Click ‘Save changes’.

TOP 
TIP

Double check that tweets 
will be going to your
Facebook Business Page and 
not your personal profile
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Step 12
By clicking on ‘Me’ you can see how your Twitter profile will look to 
anyone else who views it.

Review how your Twitter profile will look to anyone who views it

You have now completed setting up your Twitter page.
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Link your smartphone 
to your Twitter account 
and use Twitter on the 
go

TOP 
TIP

Features on a Twitter page

Let’s explore the various features of Twitter.

On the right-hand side of the screen at the top you will see a small cog 
wheel – click on it to reveal a dropdown menu. Then click on
‘Settings’.

On the left-hand side of the screen 
you will see a range of options.

Account – Here you can change your 
basic account settings, such as time 
zone and location.

Security and privacy – Set these 
options to suit how you want to use 
Twitter.

Password -  You can change your 
password.

Mobile -  You can link your
account to a specific mobile device 
such as an iPhone. Remember that 
you will need to download the Twitter App if you want to access 
Twitter from your smartphone.

Email notifications - There are settings allowing you to choose when 
you want Twitter to notify you of different types of activity, such as 
someone new following your Twitter account.

Profile -  You are able to change your profile and header images, as 
well as your website and the description of your business. It is here 
that you can link your Twitter feed to your Facebook Business Page.

Design -  You are able to change the background of your Twitter page, 
either to a different design or to an image uploaded from your
computer.

Apps -  Will show you which apps are linked to your Twitter account. 

Widgets - Will show widgets which are active on your Twitter account, 
such as a link to a website. A widget is a small piece of software which 
performs a specific function, such as a Twitter ’Follow’ button on a 
website.
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At the top of the screen you will see six tabs.

The ‘Home’ tab -  This will display your timeline, which 
is a stream of tweets from anyone you are following on 
Twitter. These are displayed in reverse time order, with 
the newest at the top. You can also see suggestions 
from Twitter of other accounts you might like to follow. 
Twitter decides on this list by looking at the people you are currently 
following. You can also see a list of ‘trending’ topics, which are the 
most popular conversations currently on Twitter.

The ‘Notifications’ tab -  By clicking on the 
‘Notifications’ button at the top, you can see activity 
which directly relates to your Twitter account e.g. 
whether someone has retweeted one of your tweets, 
or replied to your tweet, which starts a conversation. Engaging in 
conversations is a great way of building your following on Twitter. You 
can also see any tweet which you are mentioned in.

The ‘Discover’ tab -   Will show you all the recent 
activity by anyone you are following on Twitter, their 
tweets, whether they themselves are following anyone 
new, mentions etc.

Under the ‘Discover’ tab Twitter will also make 
suggestions of people you might like to follow. Twitter will also give 
you the option to check your email contact lists to see if any of those 
email contacts matches a Twitter account.

The ’Me’ tab - The twitter ‘Me’ tab will show you all of 
your own activity.

The ‘Blue’ tab -   Located at the top right-hand side of 
the screen, you can compose a new tweet by clicking on 
this icon. Note that as you type your tweet, the number 
of characters available decreases – you can only use 140 
characters. To add a photo to your tweet click on ’Add 
photo’.

Note - You can also compose a new tweet by clicking inside the white 
box on the left-hand side of the screen.

The ‘Envelope’ tab -  Located at the top right-hand 
side of the screen, this is for direct messages, which 
are the same as mini emails. You can only send a direct 
message to someone who is following you, although 
you don’t have to be following them.

The next module covers content on Twitter




