
 

  

Getting Started with Twitter  
The first 10 steps you need to make 

 

By 

Robert Crane 

Computer Information Agency 

http://www.ciaops.com  

 

 

  

http://www.ciaops.com/


© 2010 www.ciaops.com  Version 1.00 

2 
 

Index 
 

 

 

  

 Preface Page 3 

 Introduction Page 4 

 1. Create a Twitter account Page 6 

 2. Follow people  Page 12  

 3. Posting an update (i.e. Tweeting) Page 19 

 4. Searching Page 22 

 5. Using hash tags Page 23 

 6. Unfollowing people  Page 24  

 7. Blocking an account Page 30 

 8. Reporting spam Page 32 

 9. Messaging Page 33 

 10. Retweets Page 39 

 Where to go from here? Page 43 

 Conclusion Page 46 

 About Page 47 



© 2010 www.ciaops.com  Version 1.00 

3 
 

Preface 

Copyright and Usage 

This document has been created by the Computer Information Agency (www.ciaops.com) and 

is copyright. You are however free to distribute this document to third parties only in its 

entirety and without modification. For information about using all or part of this document 

aside from this please contact director@ciaops.com.  

Donation 

This document is provided free of charge however significant time and effort is involved in 

making it available. If you have found the information contained within useful you are asked to 

make a donation via http://don ation.ciaops.com. Any contribution, no matter what size, is used 

to help us improve the quality and quantity of our offerings. 

Terms 

This document from the Computer Information Agency is provided as is. Every effort has been 

made by the author to ensure that information provided is correct however this cannot be 

guaranteed.  

By using this document you hereby assume full responsibility for any risk to computer systems, 

now and forever arising out of, or related to the use of this document on any computer system. 

Feedback 

Any feedback, corrections or suggestions concerning this document can be addressed to 

director@ciaops.com. For further information about the creator of this document please see 

the About  section at the end. 

 

Advertisement 
 

To learn how to put the power of technology to work saving you time and money contact the Computer 
Information Agency for assistance. Let us tailor a package that suits you and your business becoming more 

productive. Whether you want group sessions, individual one-on-one, single product, multiple product training, 
on site or web delivered we are able to oblige. You'll not only receive comprehensive notes but ongoing support. 

As a first step take our offer of a free initial 1 hour consultation to discuss your needs. In that time we are 
ŎƻƴŦƛŘŜƴǘ ǿŜ Ŏŀƴ ǎƘƻǿ ȅƻǳ Ƙƻǿ ǿŜΩƭƭ ŘǊŀƳŀǘƛŎŀƭƭȅ ƭƛŦǘ ǇǊƻŘǳŎǘƛǾƛǘȅ ŀƴŘ ƛƳǇǊƻǾŜ ȅƻǳǊ ƪƴƻǿƭŜŘƎŜ ƻŦ ǘƘŜ 

technology your business works with. Contact director@ciaops.com to take advantage of this offer. 

  

http://www.ciaops.com/
mailto:director@ciaops.com
http://donation.ciaops.com/
mailto:director@ciaops.com
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In troduction  

What is this Twitter thing? 

Is a very common question I hear these days. The easiest way to find out is simply to dive in and 

try it. There is not cost and it can allow you to connect with millions of others around the world. 

It allows you to have conversations around things that interest you and it is a way that you can 

let people know about the things that are important to you or your business.  

I hope that this document will allow people in business obtain a better understanding of what 

Twitter is, whether they should be considering it for their business and at the very least, how to 

get started. 

Why Twitter? 

Twitter is nothing more than another public means of digital communication like emails, blogs 

and instant messages. In essence it is method by which you can talk and listen to other people 

on Twitter. The major differences with Twitter are that any update is limited to 140 characters, 

much like SMS texting on mobile phones, and that these conversations are typically public. The 

idea is that this promotes brevity and openness, which is something perhaps missing in many of 

ǘƻŘŀȅΩǎ ŘƛƎƛǘŀƭ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ƳŜŘƛǳƳǎΦ 

So, if you want to take advantage of what Twitter has to offer you need to have the desire to 

ƭƛǎǘŜƴ όŎŀƭƭŜŘ ΨfollowΩύ ƻǊ ǎǇŜŀƪ όŎŀƭƭŜŘ ΨtweetingΩύΦ LŦ Řƻ ƴƻǘ Ŧƻƭƭƻǿ ƻǊ ǿǊƛǘŜ ŀ ōƭƻƎΣ ƛŦ ȅƻǳ Řƻ ƴƻǘ 

read the opinions of others on the web or if you do not want your conversations made public 

then Twitter is perhaps not for you. However, if you do even some of these things then Twitter 

is certainly worth investigating. 

How can Twitter help my business? 

There are plenty of examples of how innovative companies are using social media to improve 

their business: 

½ŀǇǇƻǎ /9hΣ ¢ƻƴȅ IǎƛŜƘΣ άuses Twitter to survey customers about business ideas. He also 

ŀƴƴƻǳƴŎŜǎ ŎƻƴǘŜǎǘǎ ŀƴŘ ŦǊŜŜ ƎƛǾŜŀǿŀȅǎ Ǿƛŀ Ƙƛǎ ŀŎŎƻǳƴǘΦ !ƭƭ ƻŦ ǘƘŜǎŜ ǳǇŘŀǘŜǎ ƎƛǾŜ άŦƻƭƭƻǿŜǊǎέ ŀ 

reason to consistently tune in and find out what the Zappos CEO is up to.έi 

 ά/ƻƳǇŀƴƛŜǎ ǳǎŜ ǎƻŎƛŀƭ ƴŜǘǿƻǊƪƛƴƎ ǘƻ Ǝŀƛƴ ŎǊŜŘƛōƛƭƛǘȅΣ ŦƻǎǘŜǊ ŜƳǇƭƻȅŜŜ ǊŜƭŀǘƛƻƴǎƘƛǇǎ, build a 

forum for communication with customers, and in most cases, boost sales. Company recruiters 

ŀǊŜ ŜǾŜƴ ƎƻƛƴƎ ǘƻ ǎƛǘŜǎ ƭƛƪŜ [ƛƴƪŜŘLƴ ǘƻ ƎŜǘ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ŀƭƳƻǎǘ нр Ƴƛƭƭƛƻƴ ǊŜǎǳƳŞǎ ǇƻǎǘŜŘέii  

The use of social networking tools within business is no longer restricted to a single segment, it 

is being used by smart businesses who can see how it allows them to actively promote their 
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business with less effort. It is being used by smart businesses to not only engage their 

customers and prospects but also empower their employees to be truly part of the public face 

of their business. 

This document is only meant as a guide. There are many other ways of doing what I have 

detailed here, however I leave that up to the reader to investigate the options that best suit 

them. My aim here is merely to introduce the concepts and explain the basic operations of 

these concepts. 

If you want more examples of how Twitter and social media can be effectively utilized in 

business I urge you to contact me. Likewise, if you have any corrections or feedback on what 

you see here LΩŘ ƭƻǾŜ ǘƻ ƘŜŀǊ ŦǊƻƳ ȅƻǳΦ !ōƻǾŜ ŀƭƭ, I hope that reading this document provides a 

worthwhile investment of your time and I thank you for taking the time to read it. 

 

Robert Crane 

Principal, CIAOPS 

director@ciaops.com  

  

mailto:director@ciaops.com
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Step 1 ɀ Create a new Twitter account  

The first step in getting started with Twitter is to create an account. Before you do this you 

ǎƘƻǳƭŘ ŘŜŎƛŘŜ ƻƴ ŀ ¢ǿƛǘǘŜǊ ƴŀƳŜ ƻǊ ΨƘŀƴŘƭŜΩΦ ¢Ƙƛǎ ΨƘŀƴŘƭŜΩ Ƴǳǎǘ ōŜ ǳƴique and will identify you 

to other Twitter users. Given the popularity of Twitter, ȅƻǳ Ƴŀȅ ŀƭǎƻ ŦƛƴŘ ǘƘŀǘ ǘƘŜ ƛƴƛǘƛŀƭ ΨƘŀƴŘƭŜΩ 

you desire has already been taken, and thus you should have a number of alternatives 

prepared. 

A good account name is something short that is representative of your name or your business. 

For example David_Smith or ABC-Computer is much better than something like davidS357 or 

ABCC43. It is worth spending some time beforehand developing a number of good possibilities 

for your Twitter ΨǇŜǊǎƻƴŀΩΦ 

Once you have a desired account name go to http://twitter.com/  in a browser. 

 

Click on the "Sign up now" button on the right of the screen. 

http://twitter.com/
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Enter your Full name, Username and Password, then Twitter will automatically check the 

availability of your username. If your username is not unique you will prompted to enter 

another. 

Once you find a unique username, enter your email address and continue. If you want to 

receive any updates or alerts from Twitter, then ŎƘŜŎƪ ǘƘŜ ōƻȄ ǘƘŀǘ ǎŀȅǎ άI want the inside 

scoop-please send me email updates!έΦ If not, leave the box unchecked.  

Once the form is completeΣ ǇǊŜǎǎ ǘƘŜ άCreate my accountέ ōǳǘǘƻƴ at the bottom of the page. 
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The screen now displayed is optional. If you ŘƻƴΩǘ ǿŀƴǘ ǘƻ ǎŜŀǊŎƘ the contacts in your Gmail, 

Yahoo and AOL accounts and look for your others already on Twitter, then just click άSkip this 

stepέ link ƭƻŎŀǘŜŘ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ άContinueέ ōǳǘǘƻƴΦ 
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The next screen is also optional. It lists popular people, typically celebrities, who are already 

using Twitter that you can follow. LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ follow the people shown on this page, 

then just uncheck them ŀƴŘ ŎƭƛŎƪ ƻƴ άSkip this stepέ όǿƘƛŎƘ ƛǎ ǳƴŘŜǊ ǘƘŜ άFinishέ ōǳǘǘƻƴύ or 

select those that you want to follow ŀƴŘ ŎƭƛŎƪ ƻƴ άFinishέ. 
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You are now taken to your Twitter home screen. The Twitter home page for your account is 

http://twitter.com/<username>, where username is the account name you just used to register 

with Twitter. 

Initially at the top of the screen, you are being asked to confirm your account by verifying your 

email address. When you register with Twitter a confirmation email will be sent to your inbox in 

order to confirm the account. To complete the Twitter sign up process you will need to confirm 

the receipt of this email. You should find this email in the inbox of the email account with which 

you just used to register your Twitter account. 
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Locate the email in your inbox. It should be like the one shown above. Simply click on the 

ŎƻƴŦƛǊƳŀǘƛƻƴ ƭƛƴƪ ƛƴ ǘƘŜ ŜƳŀƛƭ ǘƻ ǾŜǊƛŦȅ ȅƻǳǊ ŀŎŎƻǳƴǘΦ LŦ ǘƘŀǘ ŘƻŜǎƴΩǘ ǿƻǊƪ, simply copy and 

paste the complete web address from this email into your web browser. 

After clicking this confirmation link, you will taken to your Twitter homepage and given full 

privileges to access your Twitter account. 
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You can now start using your Twitter account to listen and communicate with other people 

using Twitter.  

Step 2 ɀ Follow people 

Once you have created a Twitter account you can choose to follow any existing Twitter user to 

see what they are saying. 

To find someone to follow go to http://twitter.com/  

 

http://twitter.com/
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Sign into http://twitter.com  with your Twitter username or email ID and password. The sign on 

option can be found in the upper right of the web page as shown above.  

http://twitter.com/
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You will be taken to your Twitter home screen as shown above.  

To find people on Twitter, go to the menu at the top right of the web page ŀƴŘ ŎƭƛŎƪ άFind 

PeopleέΦ 
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You will now see the following page displayed. Iƴ ǘƘƛǎ ǎŜŀǊŎƘ ōƻȄ άWhat account are you looking 

for?έΣ ȅƻǳ Ŏŀƴ ǘȅǇŜ ŀƴȅǘƘƛƴƎ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜŀǊŎƘ for. In this case we will ǘȅǇŜ άGuideέ ƛƴ and 

press the Enter key on the keyboard or click on the Search button to the right of what we just 

typed in. 
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You will be returned a list of users who have the word "Guide" in their Twitter Id. Click the 

"Follow" button (the first button from the left as shown above) for those whom you are 

interested in following. 
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In this case we have clicked on the follow button for άForexBrokerGuyέΦ Once the follow button 

has been click you will see a small green check mark ŀƴŘ ǘƘŜ ǿƻǊŘ άFollowingέ next to that 

profile.  

You may select to follow as many people that appear on the list as you desire. 

Go back to the home page by clicƪƛƴƎ ƻƴ άHomeέ ƛƴ ǘƘŜ ƳŜƴǳ at the top right of the screen. 
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Once you have returned to your home page you will see a list of updates from the people 

ǿƘƻƳ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƻ ŦƻƭƭƻǿΦ ¢ƘŜǎŜ ǳǇŘŀǘŜǎ ŀǊŜ ƪƴƻǿƴ ŀǎ άtweetsέΣ ǘƘŜȅ ŀǊŜ ōŀǎƛŎŀƭƭȅ мпл 

character ƻǊ ƭŜǎǎ ǳǇŘŀǘŜǎ ǘƘƛǎ ŀŎŎƻǳƴǘ Ƙŀǎ ǘȅǇŜŘ ƛƴǘƻ ǘƘŜ ά²ƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎΚέ ŀǊŜŀ ƻŦ ǘƘŜƛǊ 

ƻǿƴ ¢ǿƛǘǘŜǊ ƘƻƳŜ ǇŀƎŜΦ ¸ƻǳ Ŏŀƴ ǎŜŜ ȅƻǳ ƻǿƴ ά²ƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎΚέ ōƻȄ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ 

ǎŎǊŜŜƴΦ ²Ŝ ǿƛƭƭ ŎƻǾŜǊ Ƙƻǿ ǘƻ ǎǘŀǊǘ ǇƻǎǘƛƴƎ ȅƻǳǊ ƻǿƴ άtweetsέ ǎƻƻƴΦ 

Now, every time someone you have chosen to follow enters an update you will see it appear on 

your homepage. If you have chosen to follow multiple people then any update will appear as 

they are made. This can sometimes ƳŀƪŜ ŦƻƭƭƻǿƛƴƎ ǇŜƻǇƭŜΩǎ ǳǇŘŀǘŜǎ ŘƛŦŦƛŎǳƭǘ ƛŦ ȅƻǳ ƘŀǾŜ 

chosen to follow a lot of Twitter accounts. 

To start with it is recommended that you only follow a few people on Twitter until you get a 

feel for what they are saying. 

Rather than searching for people you are able to follow people directly from their own Twitter 

home page. 
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LŦ ȅƻǳ ŀƭǊŜŀŘȅ ƪƴƻǿ ǎƻƳŜƻƴŜΩǎ ¢ǿƛǘǘŜǊ ƘŀƴŘƭŜ όƛƴ ǘƘƛǎ ŎŀǎŜ tǊƻŘIŀŎƪǎύ ŦƛǊǎǘƭȅ ƭƻƎƛƴ ǘƻ ȅƻǳǊ 

Twitter account as shown before and then simply enter their Twitter homepage directly into 

ȅƻǳǊ ōǊƻǿǎŜǊΦ ! ǇŜǊǎƻƴΩǎ ¢ǿƛǘǘŜǊ ŀŎŎƻǳƴǘ ƛǎ ƻŦ ǘƘŜ ŦƻǊƳ http://twitter.com/<account_name>, in 

this case for example http://twitter.com/prodhacks. 

hƴŎŜ ȅƻǳ ŀǊŜ ƻƴ ǘƘŜƛǊ ƘƻƳŜ ǇŀƎŜ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ άFollowέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǳǇǇŜǊ right of the 

ǎŎǊŜŜƴΣ Ƨǳǎǘ ǳƴŘŜǊ ǘƘŜ ¢ǿƛǘǘŜǊ ƛŘŜƴǘƛǘȅΦ LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ άFollowέ ōǳǘǘƻƴ, that Twitter user will 

ōŜ ŀŘŘŜŘ ǘƻ ȅƻǳǊ άFollowέ ƭƛǎǘ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜƎƛƴ ǘƻ ǎŜŜ ǘƘŜƛǊ ǳǇŘŀǘŜǎ ƻƴ ȅƻǳǊ ƘƻƳŜǇŀƎŜΦ 

Step 3 ɀ Posting an update (i.e. Tweeting)  

Twitter is all about conversations and this typically means both listening and speaking. In 

¢ǿƛǘǘŜǊ ǿƘŜƴ ȅƻǳ ǳǇŘŀǘŜ ȅƻǳǊ ǎǘŀǘǳǎ ǘƘƛǎ ƛǎ ƪƴƻǿƴ ŀǎ άtweetingέ ŀƴŘ ǘƘŜǊŜ ŀǊŜ ǎƻƳŜ ƛƳǇƻǊǘŀƴǘ 

things to remember before you start doing this. 

DŜƴŜǊŀƭƭȅΣ ŀƴȅǘƘƛƴƎ ȅƻǳ άtweetέ ƛs public, this means that it can be read by any Twitter user. 

The second thing is that Twitter updates are limited to 140 characters. It is possible to use 

shortcuts to long URLS but this will be covered in another document. Also generally, once an 

update Ƙŀǎ ōŜŜƴ άtweetedέ ƛǘ ŎŀƴΩǘ ōŜ ŘŜƭŜǘŜŘΣ ǎƻ ōŜ ŎŀǊŜŦǳƭ ǿƛǘƘ ǿƘŀǘ ȅƻǳ ŎƘƻƻǎŜ ǘƻ άtweetέΦ 

¢ƻ άtweetέ ŀƴ ǳǇŘŀǘŜ, first go to http://twitter.com/  

 

http://twitter.com/prodhacks
http://twitter.com/
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Sign in with your Twitter username or email ID and password. The sign in option is located in 

the upper right of the screen. 
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hƴŎŜ ȅƻǳ ŀǊŜ ŀǘ ȅƻǳǊ ƘƻƳŜ ǇŀƎŜ ȅƻǳ ǿƛƭƭ ƴƻǘƛŎŜ ǘƘŜ ά²ƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎΚέ ōƻȄ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ 

screen. It is into here that you can type your 140 character or less update. 

Simply type in the information you wish to share. While you are typing you will notice that the 

number to the right of this box decrements. This is your character count indicating how many 

more characters you can fit in this update (which has to be less than 140). After typing your 

άtweetέ in the ά²ƘŀǘΩǎ ƘŀǇǇŜƴƛƴƎΚέ box click the update button to post the tweet. 
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Your άtweetέ is now posted on your home page and you can see it in your timeline underneath. 

Your άtweetέ count (in the top right under you account name) is increased to 1.  

¸ƻǳǊ άtweetέ ƛǎ ƴƻǿ ǾƛǎƛōƭŜ ǘƻ ŀƴȅƻƴŜ ƻƴ ¢ǿƛǘǘŜǊΦ LŦ ȅƻǳ ƘŀǾŜ ǎƻƳŜƻƴŜ ǿƘƻ ƛǎ ŦƻƭƭƻǿƛƴƎ ȅƻǳ ƻƴ 

Twitter then this update will appear on their home page. 

Lǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ Ǉƻǎǘ ȅƻǳǊ άtweetsέ Ǿƛŀ ŀ ƴǳƳōŜǊ ƻŦ ŘƛŦŦŜǊŜƴǘ ƳŜǘƘƻŘǎΦ For example, you can 

also post your άtweetέ through your mobile phone. You can also use the special mobile Twitter 

website http:// m.twitter.com made for especially for mobile web browsers. More of these 

options are mentioned at the end of this document. 

You can continue to post as many updates to Twitter as you desire to give your followers more 

information about you. 

Step 4 ɀ Searching 

Since just about everything posted on Twitter is public you can use Twitter search 

(http://search.twitter.com) to locate άtweetsέ about any topic. 

http://m.twitter.com/
http://search.twitter.com/
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Simply type the phrase you wish to search on into the box and press the Search button. 

 

You will now see a list of tweets that match your criteria. You are able to click on any of the 

links or account names to gain more information. You will also notice in the top right hand area 

of the window (via Feed for this query) there is the option to subscribe to updated information 

via Really Simple Syndication (RSS). This allows you to continue to monitor search criteria as 

new άtweetsέ come in. This is extremely powerful since it allows you to continuously monitor 

what people are saying about any topic, company, product or brand. 

The good thing about Twitter search is that you do not need a Twitter account to use it. You do 

however need an account if you wish to view details of the person posting the άtweetsέ. 

Step 5 ɀ Using Hash Tags 

The real power of Twitter is being able to search across all the information people are 

constantly posting. For example, if you are stuck in a traffic jam you could probably do a Twitter 
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search of the area and find out if there are any accidents causing the delay. To improve this 

ǎŜŀǊŎƘƛƴƎ ŦŀŎƛƭƛǘȅ ¢ǿƛǘǘŜǊ ǳǎŜǎ ǎƻƳŜǘƘƛƴƎ ŎŀƭƭŜŘ άHash tagsέΦ 

If you add a άHash tagέ to your άtweetέ anyone who does a search for that άhash tagέ will find 

your άtweetέ. !ƭƭ ŀ άhash tagέ ǊŜŀƭƭȅ ƛƴǾƻƭǾŜǎ ƛǎ ǎƛƳǇƭȅ ǇƭŀŎƛƴƎ ǘƘŜ ƘŀǎƘ ǎȅƳōƻƭ όІύ ƛƴ ŦǊƻƴǘ ƻŦ ŀ 

ǿƻǊŘ ƛƴ ȅƻǳǊ άtweetέΦ 

Example: Here is the #guide about Twitter basic. 

This means that if you now conducted a search ŦƻǊ άІƎǳƛŘŜέ ȅƻǳ ǿƻǳƭŘ ƻƴƭȅ ǊŜŎŜƛǾŜ ƳŀǘŎƘŜǎ 

like that shown above.  

Although this is still very rudimentary it provides Twitter uses with a simply way to improve the 

ŦǳƴŎǘƛƻƴŀƭƛǘȅ ƻŦ ǘƘŜƛǊ άǘǿŜŜǘǎέΦ 

Step 6 ɀ Unfollowing  people 

As easily as you can elect to άfollowέ ǎƻƳŜƻƴŜ ƻƴ ¢ǿƛǘǘŜǊ ȅƻǳ Ŏŀƴ ŀƭǎƻ ŜƭŜŎǘ ǘƻ άunfollowέ 

ǘƘŜƳΦ ¸ƻǳ Ƴŀȅ ƴŜŜŘ ǘƻ άunfollowέ ǇŜƻǇƭŜ ǿƘƻ ƴƻ ƭƻƴƎŜǊ ǇǊƻǾƛŘŜ ǊŜƭevant information to your 

needs to reduce the volume of updates you have to read. 

¢ƻ άunfollowέ ǎƻƳŜƻƴŜ Ǝo to http://twitter.com/  

 

 

 

http://twitter.com/
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Sign in with your Twitter username and password. 
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You are now taken to your Twitter home page. In the top right of the screen, under you Twitter 

handle, you will see three numbers: following, followers, listed. 

 

Each of those words is hyper linked so you can click on them to display the items in the list. In 

ǘƘƛǎ ŎŀǎŜ ŎƭƛŎƪ ƻƴ ǘƘŜ ǿƻǊŘ άŦƻƭƭƻǿƛƴƎέΦ 
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You will now see a list of all the people whom you are άfollowingέ on Twitter. Next to each 

account you will see two grey buttons. If you press the second of these (the one that looks like 

a cog) you will see a menu displayed. 
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CǊƻƳ ǘƘŜ ƳŜƴǳ ǘƘŀǘ ƛǎ ŘƛǎǇƭŀȅŜŘ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ άUnfollow <account_name>έ. Once you have 

selected this option you will no longer received updates from this Twitter account. 

Lǘ ƛǎ ŀƭǎƻ ǇƻǎǎƛōƭŜ ǘƻ άunfollowέ ŀ ¢ǿƛǘǘŜǊ ŀŎŎƻǳƴǘ ŘƛǊŜŎǘƭȅ ŦǊƻƳ ǘƘŜƛǊ ƘƻƳŜǇŀƎŜΦ ¢ƻ Řƻ ǘƘƛǎΣ 

firstly login to your Twitter account as shown before and then simply enter their Twitter 

homepage directly into ȅƻǳǊ ōǊƻǿǎŜǊΦ ! ǇŜǊǎƻƴΩǎ ¢ǿƛǘǘŜǊ ŀŎŎƻǳƴǘ ƛǎ ƻŦ ǘƘŜ ŦƻǊƳ 

http://twitter.com/<account_name>, in this case for example http://twitter.com/prodhacks. 

 

http://twitter.com/prodhacks
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Once you are on their home page you will see two buttons to the ǊƛƎƘǘ ƻŦ ǘƘŜ ǘŜȄǘ άFollowingέΦ  

If you click on the second of these buttons (the one that looks like a cog) a menu will appear. 

CǊƻƳ ǘƘŜ ƛǘŜƳǎ ƛƴ ǘƘŜ ƳŜƴǳ ǎŜƭŜŎǘ άUnfollow <account_name>έΦ 

Once complete, you will no longer receive updates from this account and your following list will 

be adjusted. 

 

 

 



© 2010 www.ciaops.com  Version 1.00 

30 
 

 

In this case the account is removed from your following list and the count is reduced by 1. 

¸ƻǳ Ŏŀƴ ŀǘ ŀ ƭŀǘŜǊ ǎǘŀƎŜ ŎƘƻƻǎŜ ǘƻ άrefollowέ ǘƘŀǘ ŀŎŎƻǳƴǘ ōȅ ǎƛƳǇƭȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ǇǊŜǾƛƻǳǎ 

ǎǘŜǇǎ ƻǳǘƭƛƴŜŘ ǘƻ άFollowέ ŀƴ ŀŎŎƻǳƴǘΦ 

Step 7 ɀ Blocking an account  

Unfortunately, like most methods of electronic communications these days, Twitter can be 

subject to spam and undesirable usersΦ ¢ǿƛǘǘŜǊ Ƙŀǎ ŀ άblockingέ ƳŜŎƘŀƴƛǎƳ ǘƘŀǘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ 

deal with these. 

Blocking someone instead of removing them means you are denying them the ability to follow, 

send you άtweetsέ and put your account on their lists. 
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¢ƻ άBlockέ ŀ ¢ǿƛǘǘŜǊ ŀŎŎƻǳƴǘΣ Ǝƻ ŘƛǊŜŎǘƭȅ to their homepage. To do this, firstly login to your 

Twitter account as shown before and then simply enter their Twitter homepage directly into 

ȅƻǳǊ ōǊƻǿǎŜǊΦ ! ǇŜǊǎƻƴΩǎ ¢ǿƛǘǘŜǊ ŀŎŎƻǳƴǘ ƛǎ ƻŦ ǘƘŜ ŦƻǊƳ http://twitter.com/<account_name>, in 

this case for example http://twitter.com/prodhacks. 

hƴŎŜ ȅƻǳ ŀǊŜ ƻƴ ǘƘŜƛǊ ƘƻƳŜ ǇŀƎŜ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘǿƻ ōǳǘǘƻƴǎ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ǘŜȄǘ άFollowingέΦ  

If you click on the second of these buttons (the one that looks like a cog) a menu will appear. 

CǊƻƳ ǘƘŜ ƛǘŜƳǎ ƛƴ ǘƘŜ ƳŜƴǳ ǎŜƭŜŎǘ άBlock <account_name>έ and then "Okay" to confirm the 

block. This means that your account will not appear on the blocked party's profile page, friends 

time line, badges or anywhere else. The person will not be notified that they have been blocked 

ŀƴŘ ǘƘŜȅ ŎŀƴΩǘ Ŧƻƭƭƻǿ ȅƻǳΦ LŦ ȅƻǳǊ ŀccount is public, the blocked party can still view your profile 

page but they can't receive your updates in their timeline or on their phone.   

It is possible reverse this process. If you want to follow the blocked person then you can easily 

unblock a person by following the same steps above.  The link of course will read άUnblockέ 

instead of άBlockέ. 

 

http://twitter.com/prodhacks
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Step 8 ɀ Report ing  spam 

Twitter is a community that relies on it members to inform Twitter when accounts are abusing 

the terms and conditions of the service. It is therefore possible to not only block an account 

that maybe sending you unsolicited updates but also to report that account directly to Twitter 

who will examine the circumstances and take appropriate action. 

 

¢ƻ άreportέ ŀ ¢ǿƛǘǘŜǊ ŀŎŎƻǳƴǘΣ Ǝƻ ŘƛǊŜŎtly to their homepage. To do this, firstly login to your 

Twitter account as shown previously and then simply enter their Twitter homepage directly into 

ȅƻǳǊ ōǊƻǿǎŜǊΦ ! ǇŜǊǎƻƴΩǎ ¢ǿƛǘǘŜǊ ŀŎŎƻǳƴǘ ƛǎ ƻŦ ǘƘŜ ŦƻǊƳ http://twitter.com/<account_name>, in 

this case for example http://twitter.com/prodhacks. 

hƴŎŜ ȅƻǳ ŀǊŜ ƻƴ ǘƘŜƛǊ ƘƻƳŜ ǇŀƎŜ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘǿƻ ōǳǘǘƻƴǎ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ǘŜȄǘ άFollowingέΦ  

If you click on the second of these buttons (the one that looks like a cog) a menu will appear. 

CǊƻƳ ǘƘŜ ƛǘŜƳǎ ƛƴ ǘƘŜ ƳŜƴǳ ǎŜƭŜŎǘ άReport <account_name> for spamέ and "Okay" to confirm 

the reportΦ ¢Ƙƛǎ ŀŎǘƛƻƴ ŘƻŜǎƴΩǘ ƛƳƳŜŘƛŀǘŜƭȅ ƻǊ ŘŜŦƛƴƛǘŜƭȅ ŎŀǳǎŜ ŀƴ ŀŎŎƻǳƴǘ ǘƻ ōŜ ǎǳǎǇŜƴŘŜŘ 

rather it alerts Twitter that the account is a possible spam account and locks the account from 

following you or replying to you. 

http://twitter.com/prodhacks
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Step 9 ɀ Messaging  

Normally, any update that you post on Twitter is public. There are two methods of sending 

updates directly to other Twitter users. The first of these is knowƴ ŀǎ ά5aΩƛƴƎέ ƻǊ ŘƛǊŜŎǘ 

ƳŜǎǎŀƎƛƴƎ ŀƴŘ ǊŜƳŀƛƴǎ ǘƻǘŀƭƭȅ ǇǊƛǾŀǘŜ ōŜǘǿŜŜƴ ǘƘŜ ǘǿƻ ǇŀǊǘƛŜǎ ŀƴŘ ǎŜŎƻƴŘƭȅ ǳǎƛƴƎ ǘƘŜ άϪέ 

symbol to address an update directly to another Twitter user but in this case having the update 

remain public. 

A direct message ƻǊ άDMέ can only be sent by someone you follow and who follows you and is 

a private message that only can be viewed by the author and recipient. 

To create a direct message, first go to http://twitter.com  and login with your account details. 

 

You are now taken to your Twitter home page. In the top right of the screen under you Twitter 

handle you will see three numbers: following, followers, listed. 

 

http://twitter.com/
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{ŜƭŜŎǘ ǘƘŜ ǿƻǊŘ άfollowingέ ǿƘƛŎƘ ƛǎ ƘȅǇŜǊƭƛƴƪŜŘ ǘƻ ȅƻǳǊ ŎƻƴǘŀŎǘǎΦ 

 

[ƻŎŀǘŜ ǘƘŜ άfollowedέ ŎƻƴǘŀŎǘ ȅƻǳ ǿƛǎƘ ǘƻ ŘƛǊŜŎǘ ƳŜǎǎŀƎŜ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǎŜŎƻƴŘ ōǳǘǘƻƴ ǘƻ ǘƘŜ 

ƭŜŦǘ ƻŦ ǘƘŜƛǊ ŘŜǘŀƛƭǎ όƛǘ ŀǇǇŜŀǊǎ ƭƛƪŜ ŀ ŎƻƎύΦ CǊƻƳ ǘƘŜ ƳŜƴǳ ǘƘŀǘ ŀǇǇŜŀǊǎΣ ǎŜƭŜŎǘ άDirect message 

<account_name>έΦ  


