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Welcome to How to use Twitter in 3 Simple Steps
Hello and welcome to our Twitter E-Book!
This E-Book will take you through the different parts of Twitter. This is the first three
chapters of my Twitter E-Course and will give you some of the basics principles of
Twitter.

We will be covering the following in this FREE version:
Chapter 1 Chapter 2 Chapter 3 Chapter 4 -

Welcome to the E-Book.
Creating your Profile Page.
Navigating Twitter.
Tools of Twitter.

Format of each chapter
Each Chapter will be focussing on a different aspect of Twitter and will be split into 3
sections. An introduction to the topic, information about that section,some common
mistakes people make and the solutions to them, and then the calls to action for this
section.

What are the ‘call to action’ points?
As I said above, at the end of each section you will have a call to action. This will give
you an action to perform based on that section. These could take different amounts
of time to complete but the one important thing is that you will get out what you put
into the course. The more time you put in, the more you will get out!

Support and follow-up
During the E-Book, I will be available to answer any questions you have over email
and at the end of the course we can arrange a 1-hour catch up (this can be done over
Skype or in person) where you can discuss anything you are not sure about. These
sessions are available for £25 per hour if you need a 1-2-1 session to explain
anything further. Also, if you wanted to move onto the full course then let me know
(more information about this is will be included at the end of this E-Book).
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Setting up the account
Before we start the E-Book, you will need to have access to a Twitter account. Many
people have a twitter account but haven't got the password or are unsure of the
username.

The action points below will help you get started and ready for Chapter 2.

Calls to Action:


Have you got access to your Twitter account? If you haven't got the password
or the username, you can request these from Twitter.



Request access from Twitter if you haven't got the correct information - or if
someone else set it up for you, ask them! If you cannot get onto Twitter, sign
up for a new account which will only take 5 minutes to do.



Choose a username that will match up with your brand (you can change this
later if you want to) and then follow us at @leamingtonhour.
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Chapter 2 - Creating your Profile Page

Your profile page on Twitter is so important in terms of how you are perceived.
People’s first impression could be a tweet that you have sent out but the MOST
important part is the next step when they click onto your profile and then click the
follow button. Luckily, it is easy to get this right - but it is just as easy to get it wrong.

I have split this part into 8 sections, so, you can easily go back to your page and
review each of these in turn.

1. Background Picture
This takes up the most space visually, so it needs to be a good resolution and convey
the right message. This could be a summary of your business, an extension to your
branding, your cover picture from your website, or something else entirely. Make
sure, however, that it either reflects what your business does or a service that you
are promoting at that time.

2. Profile Picture
This appears against every tweet you do, so make sure it reflects what your profile is
about. If it is a business account then it could be your company logo, a symbol of you
being nominated for an award or if you are your business then it could be a picture
of you (word of warning, make sure this is a professional head shot and not you
drinking a cocktail on holiday). The main thing you need to make sure is that this is
professional and relevant to your business.
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3. Choosing a name
When you set up the account you needed to choose a name; you should now make
sure that the name matches what people would use to search for you (you can
change this under settings). A company name is always the best but make it relevant
and searchable if you need to condense it or if that name is already taken. There is
nothing more frustrating than not finding the right account if you are searching for a
particular person.

4. Details
This should be an introduction to you, in a few short sentences. Give the person an
idea of what you do, where you do it and when this happens. Do not leave this
section blank as people will see that it is not filled out, which is not very professional.

5. Your own hashtag
Hashtags are amazing and I will spend a whole chapter on them. Basically, they are
searchable and they bring up all the tweets with that hashtag included in it. Starting
your own hashtag is a great way of building authority on Twitter and makes it easier
for people to find you (more about hashtags in the full E-Course).

6. Location
This is a section that some people do not fill out but it is so important. If you want
people to know where you are based, then please include it in your profile. Also,
when people search a location, Twitter will highlight your account as someone they
could follow in that area (but only if it is included).

7. External Link
One of the aims of social media is to drive traffic to a particular place. This could be a
website, blog, ticket site, podcast site or anywhere else your end-product is found.
This is your chance to make it easy for people to find your website and possibly
convert them into a paying customer, so make sure the link works!

8. Birthday
People like celebrations so why not add this in? If you do not want to put your own
in, you could add your Twitter birthday!
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And finally, how do you edit your profile?
It all depends if you are using a mobile device or a computer. If you are on a mobile
then all you need to do is click ‘Edit Profile’ and then choose ‘Pictures’ from your
device. If you are using a computer, then also click on ‘Edit Profile’. You can find this
in the same space as the Following button in the picture on page 1.

The action points below will help you create your profile and get you ready for
Chapter 3.

Calls to Action:


Review your username and your pictures on your profile; do they send out
the correct message for you and your brand?



Fill out all the fields that Twitter give you.



Include any hashtags in your profile bio.



Make sure all your website links work.

If you would to see more about the Full Twitter E-Course or
find out how I can help your marketing, email me at
info@leamingtonhour.co.uk for more information.
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Chapter 3 - Navigating Twitter

(Above picture is how it looks on a desktop)

In this section, we will be taking you on a basic walk-through of the different menus
and types of windows you see on your desktop and mobile. This is sometimes where
people give up as they are not sure where to click. This section should help give you
an idea and the motivation to click on the menu and see where you end up.

Menus
There are 5 menus on the homepage. These are Home, Moments, Notifications,
Messages and Search. I will go through each of these sections separately.

Home
This is where you find the tweets from the people who you follow. These could be
tweets, likes or retweets. Also, on a desktop, you can send tweets from this page.
This is where you should spend most of your time looking and engaging with the
messages from people you are following.

Moments
These are the top stories in the world at any given moment. You can see videos,
articles, tweets, pictures and so much more. If there is something big happening in
the world, it will be in Moments and you can see everything about it.
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(Above picture shows how the menus are set up on a mobile device)

Notifications
If someone retweets, mentions or replies to you, or likes one of your tweets, you will
get a notification in this section. The number of notifications will be displayed using a
blue number above the icon.

Messages
Just like Facebook Messenger, you can send messages to people directly which don’t
appear on your timeline. To do this, you both need to be following each other. We
will be covering this in more detail in a later section.

Twitter Logo
This is a shortcut to your Home page on a desktop (see the Home section for more
information).

Explore/ Search
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This is a great section once you understand it. You can search by these headers:

Top: Shows the tweets with the most interaction
Latest: Shows the tweets in chronological order (most recent first)
People: People who have the search text in their name or profile
Videos: Shows videos relating to the search item
News: Shows top interacting posts (not always useful).
Periscope: Shows any live streaming using the search text and Periscope hashtag.
If you are looking to take part in a Networking Hour on Twitter, you should put the
hashtag in the search box and go to ‘Latest’ to join the conversation.

Me:
This section is about you! This shows, your tweets, any pictures and videos you have
uploaded in the media section, and shows your profile (as discussed in section 2).

Also, this gives you the links to show who you are following, the people who are
following you, the posts you have liked and the lists that you are part of (I will be
talking more about lists at a later time).

Other Menu

(Above picture is how it looks on a desktop)
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If you click on the picture of yourself next to the tweet menu, you will see a separate
menu. This is quite handy for other features such as:

View Profile
Nice and easy to get back to your own timeline, profile and Me page.

Lists
Another way to see what lists you are part of.

Twitter Ads
Like Facebook Ads, you can target different demographics to help spread your
messages and tweets (this is not an area I will be covering in this e-course).

Analytics
This is where you can see all manner of statistics regarding your Twitter account (I
will cover this in more detail in a later email).

Settings, Privacy and Log Out
This is where you can adjust your settings, password, username and - if you wanted
to finish your session on Twitter - log out of your account.

The points below will help you navigate the different menus on Twitter and get you
ready for Part 4.

Calls to Action:



Check out all the menus, including Analytics, and start posting on Twitter.



Go to the explore tab and type in #leamingtonhour and see who is using it and
how.



Type in another hashtag into the explore box and then post a tweet to a person.
Start a conversation and see where it goes!
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Chapter 4 - Types of Tweets and Messages

This is possibly the most important part of this whole e-course. So many people get a
Twitter account and then don’t know what to tweet, so they tend to go one of three
ways:
1.

They use far too many hashtags in a tweet and/or link in everyone they know.

2.

They start to just send broadcasting messages that do not get them interacting
with people.

3.

They give up and leave Twitter very shortly after they have started it.

In this section, I will be talking about what a tweet is, how you should tweet, what
can be included in a tweet and then the two types of tweets you could send out. I
will be showing you what not to tweet and examples of good practice.
I will also be talking about direct messages and how to use them to connect people
and start conversations either 1-2-1 or in a group message.

What is a Tweet?
A tweet is a 140-character message that can include hashtags, pictures, GIFs, polls,
videos, and so much more. Ideally, you would have a mix to include text, 1-2
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hashtags and either a link or a picture/video. This will help with engagement and
help people find your tweet easily.

How do you Tweet?

All you need to do to send a tweet is find the button above and click on it. This is on
the menu bar on a desktop and in the top right-hand corner of the screen (in white
not blue) on a mobile device.

When you click it, a box like the below appears where you can write your message.
When finished, click the tweet button below and it is sent!

(The above pictures show the screen you get when you press the Tweet button)

What can be included in a tweet?
Text - This can be anything you would like to say at the time from an update to a
short summary (if supplying a title for a blog or a website, for instance).

Weblink - You ideally want your social media to be driving traffic somewhere whether that is your website, your latest piece of content, an interesting article
which is online, or something different altogether. When you put your weblink into
the ‘compose’ box it will do one of two things. It will either keep the link in the text
and turn it blue (like the picture in the good tweet below), or, it will create a link that
would replace the need for a picture or video.
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(So, in the picture above you can see the website link is not in the text but has
created a larger link below. All that is in the text box now is the main body of the
text and the two hashtags that I used).

Hashtags - These are searchable and if you include them in a tweet they will go into
a separate timeline which other people outside your followers will be able to see (I
will be talking about these more in a later email). I tend to include the targeted
location or locations in my tweets, which is a good idea to get you started.
Photo - Pictures are great as they get more engagement than a standard message.
As long as the pictures are stored on the device you are tweeting from, they can be
found by clicking the icon. If it doesn't open your pictures, check the settings. You
need to allow Twitter access to your pictures on most mobile devices.
GIF - This is a moving picture (think of a short 2-4 second video). You can search for
keywords and it will bring up a GIF that represents that word. These are eye catching
so they stand out when someone is looking at the home page.
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(The image above is the opening menu to search for the GIF you want to use).
Poll - I love a good poll! For engagement, there is nothing like it. All you need to do
to set one up is click on the poll icon and then the screen below appears. Type in
your question and the possible answers and then set the time limit.

These are a great idea in networking hours (which I will talk about in a later email)
and can be about any subject. Some ideas could include: What is your favourite...
(insert something: cake, sports, event etc.), new product or services, winner of a
sporting event, predictions on a result and so many more.
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Add Location - This does exactly what it says on the tin. Where you are at that
moment can be added. This is great if you have arrived at a particular event or are
visiting somewhere.

What does a good tweet look like?

This is a good example of what a tweet should look like.
You can see that I have included a main body of text with two hashtags (so if people
are searching those hashtags then my tweet will appear, with one being a location
and the other being a popular subject matter) There is also a link to get more
information, as well as a picture. For me, this will drive traffic and get noticed and is
searchable by others who are not following me. Most of my Broadcast tweets are in
this format.

What does a bad tweet look like?
I was going to include a bad tweet but I cannot as it wouldn’t be fair (and I do not
want to send one out). This type of tweet might be all blue text with a mix of
usernames and hashtags. It wouldn't contain any information nor would it add any
value (see if you can spot one!).

So, what shall I tweet?
Each tweet will fall into 3 types: Broadcast, Conversational and Engaging
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Broadcast - This sends out a message that tells someone about something. It could
be a link to a website, a special offer or a new product or service you are launching.
Conversational - This could be a tweet between two people or a group which is just
general chat. This could happen in a Networking Hour, after another tweet or if you
like a tweet and you then reply to the sender.
Engaging - This is a message that you would like a response to which could be a poll,
a question to your followers, or a call to action. Either way, people engage and
respond to it.
In a perfect world, you would have a mix of three types of tweets. If you do only one
of these all the time, then you won’t get the same rewards as you would if you used
all three. Too much broadcasting and people stop listening; too many conversations
and you will never sell or drive traffic; too much engaging and the same will happen.

Here are 5 ‘top tips’ to tweeting:
1. Do not include more than 3 hashtags in any one tweet.
2. Do not mention more than 3 people in a tweet.
3. Do not tag everyone into every picture you send out.
4. Do change the media and use a mix of pictures, videos and GIFs
5. It is better to tweet than not, so do not be afraid to go ahead and tweet!

What is a Direct Message?

(The above picture shows a direct message. If it’s blue it means it is unopened).

This is a message you can send directly to someone (or a group of people) who you
follow when they also follow you. These are just between the senders; they do not
go onto your timeline so they are great for talking privately. Here is how you can use
these on a day to day basis:
Group - You could use this type of message to share ideas, updates and best practice
for your team, people in the same industry or an event that you are either organising
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or attending. Also, if you want to connect two or more people, this is a great way of
doing that.
Individual - This can be used for anything from giving advice, sharing contact details,
sending information that you do not want others to see, to anything else you can
think of.
I would love it if, at this point, you could direct message to let me know how you are
doing and what you think of the course.

The points below will help you practice all that you have learnt in this section and get
you ready for Part 5.

Calls to Action:



Review your current tweets and see if you are using a mix of text, website
links, picture/video/GIF and are you using hashtags? If you are guilty of
sending out blue tweets, then stop!



Compose a tweet using some of the above and send it out.



Send me a direct message saying hello! I would love to see your tweets at this
point as well as having a catch up on Twitter about how you are finding this
e-course (and remember no-one else can see these messages so if you have
any questions then let us know).

I can help you create content for your marketing such as
posters, blogs and newsletters. Email me at
info@leamingtonhour.co.uk for more information.
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Do you want to learn more about Twitter in your own time?
Thank you for reading this E-Book and I hope you have enjoyed it. If you wanted to
learn more about Twitter or social media in general, here are 4 ways that I can help
you.
1. Full Twitter E-Course- £50
You have seen a snippet of the E-Course but here is the full schedule and the titles of
the weekly emails that you will be receiving:
Email 1 Email 2 Email 3 Email 4 Email 5 Email 6 Email 7 Email 8 Email 9 Email 10 Email 11 Email 12 Email 13 -

Welcome to the E-Course.
Creating your Profile Page.
Navigating Twitter.
Tools of Twitter.
Types of Tweets and Messages.
What are Hashtags?
How to use a Networking Hour on Twitter.
Creating Content for a Tweet.
What are Lists and How to Use Them.
Periscope and Live Streaming.
Managing your Account.
What are Twitter Analytics and How to Use Them.
Summary of all the Call to Action Points.

The price of the 13 week course is £50 and will include a 30 minute review call at the
end of the course to answer any questions you have (I will available to answer any
questions during it as well). After you sign up, I will send you an invoice in the next 7
days and then the course will start.

2. Come to one of my Workshops- £25
I hold monthly workshops to help your business grow and develop their skills. These
are on a variety of subjects from Twitter, Creating Content for your social media,
Podcasting and Networking. To see all of my workshops go onto my website and look
under events.

3. Have a 1-2-1 marketing session- Starting price £50 per hour
If you cannot make it to a workshop then let me come to you. I can do a 1-2-1 or
group session honing in on what you are struggling with.
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4. Let me manage your Social Media- Packages start from £150.
I can manage your social media on a daily basis with these three packages. Extra
parts can be added on at any time based on your business requirements.

Bronze Package- Starting from £150 pcm
 Manage one social media on a full term basis,. This could be 3 tweets per day on
Twitter to 2 posts on a Facebook Business Page depending on what your
business needs are. On Twitter I will Reweet and Reply to messages 7 days a
week
 Or I could also write a monthly newsletter and post it out to your database,
record a podcast or write a monthly blog for you and help you market it.

Silver Package- Starting from £300 pcm
 In this package I could manage two social media platforms.
 Or I could manage one platform and add a extra service like a weekly blog,
newsletter or videos. This option works well as the extra content can be used
across other social media but saves you time and energy.

Gold Package- Starting from £600 pcm
 With this package I would run your Facebook Business Page, Twitter Account,
Instagram Account.
 I could also produce a weekly blog which could be sent out as a newsletter.
 I would be typically be working with you for one day a week with this package so
I could really get to know your business and help much further.

Platinum Package- POA
 If you have multiple accounts that you need managing across different sites then
I can help you by managing all of them Let me know what your requirements are
and I can help.

Thank you and hope you enjoyed this E-Book!!
Gary Jones
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