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Getting started with Twitter   
Twitter is a free social networking service that allows registered members to 
broadcast short posts called tweets, using their computers or phones. Tweets 
can usually be read by anyone, but senders can also send private messages  
to other accounts. Users may subscribe to see tweets from other people. This 
is called following, and subscribers are known as followers. 

The volume of tweets sent is huge, do not even try to read everything! It is 
however a really interesting platform to find immediate information on local  
(or global) issues or initiatives. The tips below should help you get started, but also it is 
worth spending a bit of time exploring.  

 
Setting up an account 
Setting up an account is simple – the platform itself guides you through the process, 
starting here: Signing up with Twitter. 

Anatomy of an account 

Clicking the ‘Three dots’ gives you access to more options. It allows you to: view topics, 
add/remove the account from a list, view lists the account has created, view ‘moments’, 
copy link to profile, mute, block, or report. 
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Anatomy of a tweet 
Screenshot below taken from twitter on a laptop screen – on your mobile phone, the 
elements may be in a different place on your screen, but should still be available. 

The main thing to remember is that a tweet is a maximum of 280 characters (including 
spaces and icons, but not links.) 

 

 

 
 

 
 
 
 
 

 

 
 
 
 

 
Clicking the ‘Three dots’ gives you access to more options. It allows you to: unfollow, 
add/remove form lists, mute, block, embed, or report. 

Note – on tweets from your own account, you will see an extra icon, three vertical grey lines 
in the bottom right hand corner of the tweet. This gives you access to statistics for that 
tweet: how many accounts reached, and how much interaction it has had. 

Visit Twitter analytics to find out more about your twitter activity – which tweets perform 
best, and statistics over time (including new followers, how many times you were 
mentioned, and how many times your profile was visited.) 

 

Getting the best out of Twitter 
 Try and get into a rhythm of tweeting – regular updates will help your network to 

grow steadily. Frequency is entirely your choice – just try to avoid long gaps (eg  
months) with no communication. 

 Aim for a ratio of one third broadcast (your own tweets) and two thirds interaction 
(using your account to ‘like’ or ‘retweet’ or reply to other people’s tweets). 
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 Follow all the other Friends groups! Then we can amplify each other’s news to our 
own audiences, plus keep each other up to date. The directory of groups contains 
all the account names. You could also look at all the accounts that the MUGs forum 
account @MugsForum is following for ideas. 

 Don’t be shy of following people that follow you – but do check their bio and recent 
tweets to work out why they might be interested. Equally, it is fine to unfollow an 
account if it tweets things you are not interested in. And remember the three dots – 
you can block, mute or report accounts. 

 Use hashtags # with thought. Adding this symbol will allow others to find your 
material, and add your tweets to a stream of people talking about the same topic eg 
#BBCSpringwatch or #GreatBritishSpringclean – but don’t use too many, or your 
tweets become unreadable.  

 Don’t use an icon to replace text. Remember accessibility: while some phones may 
show your carefully chosen tiny picture as a blank square, other readers may simply 
be unable to see your image, and may not understand your tweet. It is eyecatching 
though to use icons to illustrate a tweet – as with hashtags though, use with 
thought. 

 Do you plan to have one person, or more than one with access to your account? If 
more, think about if they will take turns, or one might cover when the main person is 
unavailable. And agree a tone of voice – or tell your followers when someone 
different is tweeting. The twitter community can be perceptive when they sense 
something isn’t authentic – and the nature of short, immediate comments mean they 
can be unforgiving.  

 Don’t shy away from using humour. As mentioned, the twitter community is 
perceptive, and respond well when they remember there is a person behind the 
account. [For entertainment, look at what happened when Weetabix suggested 
serving their product with baked beans] 

 If you make a mistake - Don’t panic! While you can’t amend a tweet once sent, you 
have two options – either delete, or send a follow up tweet explaining the error or 
correcting yourself. People love an apology – and the best examples are when it is 
clear there is a human being behind what might seem like a corporate account.  

 Remember the option to send private messages (Direct messages or DMs). This 
can be a good way to reach accounts with questions, and remember people may 
also send your account messages, so keep an eye on the envelope icon.      

 If you click the date of a tweet, you will be able to copy the url – the unique address 
of that particular tweet. Useful if you want to keep a record, share it by email or add 
to a report. 

 For security, it is best to have two different ways of protecting your account (known 
as ‘two factor authentication’). Twitter will ask you to associate an email address 
with your account, and a mobile number. If you hand your account over to someone 
else to manage, make sure that you change these details so that the new account 
manager can make changes (no good if for example you change the password, and 
it sends a confirmation code to an old mobile!)  


