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1. Understanding Twitter 

Most people know that Twitter is a micro-blogging network of real-time posts that 
are limited to 140 characters or less, but few people understand how they might 
benefit from Twitter. The truth is Twitter is used by many people for many different 
things. So what is Twitter and why should you care? 

Twitter's Evolution 

 
 

Evolution of the 
Twitter Bird 

 

Today's Twitter is now less focused on ñWhat are you doing?ò and more about 
ñWhatôs going on?ò It has emerged as a source for discovery with a focus on 
sharing relevant information and engaging in conversation. Many people now think 
of Twitter as a news source rather than a social network, using it for networking and 
discussion based on their own interests. 

Since launching in 2006, Twitter has seen incredible growth as more people discover its 
usefulness. According to a survey from the Pew Research Centerôs Internet & American 
Life Project, 15% of people online use Twitter (up from 8% in 2010), with usage 
doubling among users age 25-44. 

In addition, 65% of users only check the site for updates once or twice a week. If 
you join Twitter, there's no pressure to spend hours tweeting or trying to gain followers. 
In fact, you donôt even have to join the conversation. You can simply follow your 
interests and get information whenever you want without ever composing any tweets. 
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2. Creating a Twitter Account 

Before You Sign Up 

Your profile on Twitter is public, therefore it is important for you to consider how you 
want to be represented and viewed by the world before you sign up. 

 
Twitter profile 

example 

 

 

 

Consider Your Profile  

¶ Twitter Handle - Your Twitter handle, or user name, can say just as much about who 
you are as it does about why you are on Twitter. Try to create a Twitter handle that 
is unique and catchy, in addition to being easy to remember and spell so others can 
connect with you. Keep in mind that it is public, so you may not want to use your full 
name.  

Twitter handle 
examples 

 

¶ Profile Picture - Make sure the profile picture you use represents exactly who you 
want to be on Twitter. For example, If your motivation for using Twitter is for 
networking with other professionals, then a photo of you partying at Mardi Gras isnôt 
appropriate. If protecting your privacy is important, then you may want to use a 
graphic avatar in place of a personal photo. However, you should keep in mind that 
Twitter is about relationships and some people might not feel as connected to 
company logos and graphics.   

Twitter profile 
picture examples 

 

¶ Profile Bio - Typically your bio can include a quick, one or two line description of who 
you are. As space is at a premium, descriptive text that uses powerful imagery can 
paint a unique picture of who you are. Some people create bios with contradictory 
words in order to be humorous, informational, and memorable with very little said. If 
you are promoting yourself or a business you may want to include your web address 
or other contact information, but keep in mind this information is public to everyone 
on the web.  



Introduction to Twitter 

Page 3 

Twitter bio examples 

¶ Who You Follow and Lists - Others can also see who you follow and the lists you 
create, therefore you may want to be selective about who you choose to follow. 
Twitter feeds that are racist, sexist, inappropriate or otherwise polarizing can reflect 
poorly on you. Avoiding controversial feeds is especially important if you are 
networking professionally or job-hunting. 

Think Before Sharing 

As with all social media sites, you should assume that everything you post is public 
and accessible to anyone forever. Twitter is great for sharing and connecting, but not 
so great for private or extremely personal communication. Twitter does allow you to set 
privacy for your tweets, protecting them from being seen by anyone other than the 
followers you have approved to view them. However, any of your approved followers 
can retweet one of your tweets, thereby making it public, so your protection is limited. 

 

To Create an Account 

 

1. Go to www.twitter.com. 
2. Locate the New to Twitter? box. 

Enter your full name, email 
address, and desired 
password into the form. As with 
all online services, it's important 
to choose a a strong 
passwordðin other words, it 
should be difficult for someone 
else to guess but easy for you to 
remember.  

3. Click the Sign up for Twitter 
button.  

4. A form will appear. You will need 
to confirm your information, and 
choose a username that hasn't 
already been taken. 

 

http://www.twitter.com/
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5. Uncheck the box 
next to Tailor Twitter 
based on my recent 
website visits if you 
do not want Twitter to 
access your browsing 
history. 
6. Read through the 
Terms of Service and 
then click Create my 
account.  

 

 

 

7. The Twitter 
welcome page 
will appear. This 
page will help 
you set up your 
account. Click 
Next to continue.  

 

8. You can now start choosing who to follow. A list of 
people you can follow will appear. You must choose 
five people to follow before clicking Next.  

 

 

9. Twitter will also 
suggest people to 
follow based on 
your interests. To 
continue, select 
five people to 
follow and click 
Next.  
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10. Optional: You can automatically find people 
you know by selecting a service that you use, 
such as an email account. For example, if you 
have a Gmail account, Twitter can look for your 
Gmail contacts that are already using Twitter. 
Click Skip this step at the bottom of the page if 
you would like to do this later.  

 

 

 

 

 

 

 

 

 

 

 

11. Optional: You can add a profile picture 
and bio to your account. If you feel 
comfortable with this process, you can 
upload a photo now, or you can Skip 
this step. We will explain how to 
customize your profile later in the 
lesson.  
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12. Your new Twitter homepage will appear.  

 

To Confirm Your Email Address 

At this point, Twitter will send a confirmation email to the email address that you 
provided.  Before you can access all of Twitter's features, you'll need to confirm your 
email address. 

1. Sign in to your email account. 
2. Open the confirmation 

message from Twitter: 
"Confirm your Twitter account, 
username!" 

3. Click the link to confirm your 
account.  

4. Your Twitter Home page will 
open. You now have full 
access to Twitter, and all future 
notifications will be sent to the 
email address you provided. 

 

Privacy Settings 

Twitter gives you several different options that you can use to control the amount of 
privacy you have on Twitter. They are found in your Account Settings: 

¶ Tweet Location: This option will automatically add your current location to your 
tweets. Some people like to enable this feature to share more information about 
where they are, but if you want extra privacy you can uncheck this option. 
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¶ Tweet Privacy: This lets you choose who can view your tweets. If it's unchecked, 
anyone in the world can view them, so if you want maximum privacy (and don't mind 
having fewer followers) you can check this option. Note that even if you protect your 
tweets, anyone can still view your name, location, bio and who you're following. 

¶ Personalization: Twitter can customize the kind of tweets you see based on your 
internet browsing history. If you prefer for Twitter not to access your browsing 
history, uncheck this option. 

To Manage Your Privacy Settings 

1. Click the gear icon on the top navigation 
bar and then choose Settings from the 
drop-down menu.  

2. The Account Settings page will appear. Scroll down and 
check or uncheck the items that relate to your privacy 
and security. 

3. Click Save Changes.   

 

         The three items that relate to privacy 

 

 

 

 

4. You will then need to re-enter your 
Twitter password and click Save 
changes.  

 

 

          Message confirming the changes 
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Creating Your Profile 

Once you've created your account, you'll want to add a profile picture, header image, 
profile information, and a theme. This helps to make your Twitter feed more personal 
and unique. 

To Add a Profile Picture and Information 

 

1. Click the gear icon on the top navigation bar 
and then choose Settings from the drop-down 
menu. 

2. Select the Profile button from the left navigation 
pane.  

 

 

 

3. The profile form will appear. Click Browse and 
choose an image on your computer to use as a 
profile picture. You'll need to use a picture that 
does not exceed the size limit (currently 700 
kilobytes).  

 

4. Click Change header to upload a header 
image, which will appear as background image 

on your profile page. 
 

5. In the Location field, type where you are 
located. You can type your city, state, and/or 
country, depending on how specific you want to 
be. Keep in mind, anyone who views your profile 
will be able to see this information. You can also 
leave it blank if you prefer. 

6. In the Website field, you can type an address 
to your website or blog, if you have one. If you 
don't, you can leave it blank. 

7. In the Bio field, type something about yourself 
(in fewer than 160 characters). 
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8. When you're done, click Save Changes.  

Note: Twitter recommends using your real name so that people you know can find you. 
However, if you prefer to remain anonymous, you can type an alias in the Name field. 

To Add a Theme 

1. Click the gear icon on the top 
navigation bar and then choose Settings 
from the drop-down menu. 

2. Select the Design button from the left 
navigation pane.  

 

 

 

3. Click on a theme to preview it. You 
can preview as many themes as you 
want. 

4. When you've found one you like, click 
Save Changes, and it will be applied to 
your profile.  

 

 

You can also Upload your own image or 
Change background and link color if you 
want to customize your theme even further. 

 

Your profile is finished!  

Select the Me icon on the 
top navigation bar and then click View 
my profile page to see your profile at 
any time. You can also select View my 
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profile page in the left navigation pane on your homepage. 

3. The Twitter Dashboard 

Home Page  

The options on the Home Page include: 

1. Quick View 

Click your name to view your 
Profile page. You can also 
see a quick overview of your 
Twitter statistics, including: 

Å Tweets: How many times 
you've ever tweeted. 

Å Following: The total 
number of people you 
follow. 

Å Followers: The total 
number of people who 
follow you. 

2. Compose Tweet Box 

This is where you'll type a new tweet. The number next to the Tweet button tells you 
have many characters you have left before reaching the 140-character limit. Click the 
Tweet button when you're ready to post your tweet. 

3. Who to Follow 

Twitter will suggest people to follow based on your interests. You can find more 
people to follow by clicking the #Discover tab in the top navigation bar. 

4. The Timeline 

Displays the most recent Tweets from people you follow. If new tweets are posted while 
you're viewing the Home page, a new tweets box will appear at the top of the page. 
Click it to see your updated timeline. 

5. Trends:  

Here, you will see a list of trends, which are the most talked-about subjects on Twitter 
at that given moment. Click a trend to see recent tweets about it. 
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Profile Page 

The options on the Profile Page include: 

1. The Left Navigation 
Pane which allows you to 
move between different 
views on your Profile 
page, including people 
you Follow, your 
Followers, your Favorite 
tweets, and Lists. Just 
click the desired button to 
switch views. 

Tweets view is selected 
automatically when you 
navigate to your Profile 
page. 

 

2. Following: Whenever you follow someone, their tweets will appear on your timeline. 
Click Following to see a list of everyone you are currently following. 

3. Followers: Click here to see a list of people who are currently following you. Click 
Follow to follow a person back. 

4. Favorites: Click here to view any tweets you've marked as a favorite. To favorite a 
tweet, simply hover over a tweet and then click the star icon. 

5. Lists: Click here to view any lists that you have created. Lists can help you keep 
your tweets organized, especially if you follow a wide variety of people on Twitter. 

6. Recent Photos and Videos: Any photos or videos you tweet will appear here. 
Click a photo to see the original tweet. 

7. Similar to You: Here, you will see a list of suggested users to follow based on your 
interests. The people listed here probably follow some of the same users that you do! 

8. Personal Information: Here, you can see your public name (usually your first and 
last name), your Twitter username, your location, and a brief bio. 

9. Direct Messages: Click here to access your Direct messages. 

10. The Timeline: This displays your most recent tweets and retweets. 
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4. Who to Follow 

Now that you've created an account, it's time to start finding other Twitter users to 
follow! What are your interests? Do you plan to follow only people you know? Or a little 
bit of everything, from celebrities, to news, to some of your favorite companies? 

When you follow people on Twitter, their updates appear in real time on your Twitter 
timeline (also known as your stream). As you begin to follow more and more people, 
you might benefit from strategies and apps that can help you manage this flow of 
information, too. 

Finding People to Follow 

Because it's such a big part of the Twitter experience, figuring out who to follow (and 
how to find them) can be overwhelming at first. Luckily, Twitter gives you several 
different ways to connect to the people you know, the information you want to know, 
and more. It's all about following and receiving updates from the accounts that interest 
you; therefore, everyone's Twitter stream will be different. 

The #Discover tab in the top navigation 
bar is the best place to find new people to 
follow, no matter what your interests. 
Select the #Discover tab.  

Several options will appear in the left 
navigation pane, which you can use to 
find people to follow. 

 

 

 

Who to Follow: Find 
suggestions based on the 
accounts you already 
follow (if you added any 
during the sign up 
process). In this example, 
@AliaJones' suggestions 
reflect the unique contents 
of her Twitter stream: 
accounts related to fashion, 
local businesses, travel 
and activities.  
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¶ Find Friends: Find people 
you know by searching your 
social or professional 
contacts. Just select any 
service you use, and sign in 
when prompted in order to 
give Twitter access to your 
personal connections. In this 
example, @AliaJones is 
about to search her Gmail 
contacts for friends and family 
who use Twitter, too.  

 

 

 

¶ Browse Categories: Find 
accounts based on what 
interests you. Pick a 
topicðany topic! 
Browsing is a good way 
to discover some of 
Twitter's most popular, 
prolific users.  

 

 

 

Find Users By Name: Find anyone by 
entering their name or username. You 
can even enter brand-names like CNN, 
Google, or Barnes & Noble. However, if 
the individual you're looking for has a 
common name, or chooses not to list their 
name publicly, you may have trouble 
finding them this way.  

Similar to the above, you can also use the 
Search bar at the top of the page. Just 
select the People button  in the left 
navigation pane when the list of search 
results appears. 
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Following and Unfollowing 

To follow or unfollow someone, just click the or button 
that appears next to the person's name, or on their profile page. Easy to use and 
practically everywhere you look, this toggle button lets you decide who appears in your 
Twitter stream, andðif you change your mindðwho doesn't. 

 

Notice the icon next to 
Oprah's name? This icon, 
called the Verified Badge, 
is used to identify 
accounts that legitimately 
belong to celebrities and 
other well-known Twitter 
users. 

 

 

 

 

About Your Twitter Timeline 

Stream. Feed. Timeline. It goes by many 
names. It's the place where you receive 
updates, in the form of "tweets," from the 
people, companies, and organizations you 
follow. The more people you follow, the 
more tweets you see in your timeline. The 
most recent tweets appear at the top. 

This is where the Twitter experience really 
begins. Your timeline is constantly 
updating (maybe even right now!) to 
reflect what's going on in your world. If 
your life revolves around news and 
politics, you'll be able to follow updates 
from all the trusted sourcesðeven 
grassroots, eyewitness accountsðas the 
news take place. If you love technology, 
there's no shortage of developments to be 
shared and talked about with your peers. 
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Depending on your point of view, that either sounds exhilarating or intimidating. It can 
be hard to keep up, but you should never feel pressured. Just enjoy Twitter when you 
can, whether you have the time to check it every day, or only once a week. For those of 
you who'd like to take it a step further, there are several tools and features (provided by 
Twitter and even other sites) designed to help you manage your account, and stay in-
the-know. 

Have you noticed the icon below some tweets? That's the promoted tweet 
badge, which indicates that a 
company has paid for a tweet to 
appear in your timeline. Twitter will 
try to show only promoted tweets 
that appeal to you, but sometimes 
you may prefer to ignore them 
altogether. 

Ways to Manage Your Timeline 

These tools are optional, but they have the potential to improve your Twitter experience 
no matter how many people you follow. Experiment and see which ones you like. 

¶ Lists: Creating Lists give you the 
ability to group the people you 
follow (thereby grouping their 
updates) however you see fit. In 
this example, @AliaJones has 
created lists for some of her 
favorite subjects, including fashion, 
travel, and more. Each list is like a 
mini-timeline of the people she 
chooses to include. Click the Lists 
button in the left navigation pane 
on your Profile page to see your 
lists.  

 

¶ Favorites: Favoriting memorable 
or important tweets is a great way to 
save themðeither for posterity, or so 
you can come back to them later. 
You can favorite a tweet while you're 
at the doctor's office, for example, 
and watch the video when you get 
home! Just hover over the tweet and 
click Favorite to save it. Access your 
favorites by selecting the Favorites 
button in the left navigation pane on 
your Profile page.  


