Tweet sheet
Joining the conversation @theQcommunity
This tweet sheet explains some of the basics of Twitter.
Twitter also has help available at support.twitter.com

Jargon

@ message
This is a tweet that is targeted at a specific person and doesn’t appear to all of your
followers in their news feeds. However @ messages will be shown on your public
profile. When replying to someone, it is best to use an @ message. If you want a tweet
beginning with @ to appear to all your followers, start the tweet with a full stop eg
‘.@theQcommunity’.
Direct Message (DM)
A direct message is a tweet that can only be seen by you and the person
sending/receiving it. It can be used for legitimate private messages. However it does
pay to be wary of DMs as they can be used by hackers for “phishing” (see page 3) –
we generally recommend that you don’t click on links within direct messages.
Followers
Followers are people who have signed up to receive your tweets.
Hashtags
Beginning with #, hashtags enable people to find content quickly. You can click on
hashtags to see other tweets on the same subject. Commonly used hashtags include
#qcommunity, #socialcare and #NHS. We used to use #theqinitiative until we
launched our new Twitter account specifically for Q in early October 2016. Hashtags
can’t include punctuation or spaces.
Lists
Lists allow you to group together people or organisations on Twitter. These groupings
can be around a subject area or a common characteristic of the people such as a list of MPs
with an interest in health. The Health Foundation has a number of lists including one for
Q – www.twitter.com/theQCommunity/lists/q-community-members/members.
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Modified Tweet (MT)
A modified tweet is a ‘modified tweet’, a variation on a retweet (see description).
In a modified tweet, you take someone else’s tweet and alter it in some way – this could
be to shorten it, include someone’s twitter name or add a link.
Phishing
This is a method that spammers use to get hold of your details. It often takes the form
of a link sent to you from a seemingly legitimate source, a contact or organisation such
as Twitter itself. If you click on the link, you will be sent to a website that looks like
a legitimate site and asked for your login details. However this is actually a front and
allows the phishers to get your login details which then can then use to send out more
tweets through your accounts. To counteract this, we recommend that you don’t click
on any links sent to you through direct messages and if requested by Twitter to change
your password by email, don’t click on the link in the email but go to
www.twitter.com and sign in to change your password.
Retweet (RT)
A retweet is where you share someone else’s message with your followers.
There are several ways of doing this, the most common is to use the retweet
button within Twitter.
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Finding people to follow

Organisations
1/3	The quickest way to find organisations is using the search box on the top right

of the page. Enter the name of the organisation and click on the magnifying glass.

2/3	Twitter will then return a list of search results. If the person you want to follow

isn’t in the ‘top’ search results, click on ‘More options’ on the top menu and
select ‘Accounts’ to see just Twitter users.

3/3	Find the organisation you want to follow on the list and click on the ‘Follow’

button on the right.
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Individuals
We have found that using the Twitter search for individuals often returns a large number
of results. With this in mind, we recommend that you use Google to find individuals.
1/3	Search www.google.co.uk for their name, their organisation or field of interest

and ‘Twitter’ (eg Penny Pereira Health Foundation Twitter) ensuring that you
are already signed in to Twitter.
2/3	Find the relevant person in the search results. Click on their search result to

be taken through to their profile page on Twitter.
3/3	On their Twitter page, click on the ‘Follow’ button to start following them.
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Sending a tweet

1/3	Once signed in to Twitter, click on the quill symbol in the top right

hand corner:

2/3	This will launch the ‘what’s happening’ box – you can now type in your tweet.

A character in the bottom right hand corner will let you know how many
characters you have left. You have 140 characters in total.

3/3	Once you have finished your tweet, click the ‘Tweet’ button to send out

your tweet.

6

Tweet sheet

Adding a link/image to a tweet

Adding a link
You may need to include a link in your tweet.
1/1	Copy the link that you want to include and paste it into the tweet box – this can

be done by either right clicking and selecting paste or using CRTL+V.
The link will then show in red to show that it has been shortened.

Adding a image
You may want to include a photo or other image to your tweet.
1/3	Create your tweet as you normally would. When you are ready to add your

image, click on the camera icon at the bottom left of the box.

Tweet sheet

7

2/3

Select the image that you want to use and click ‘open’.

3/3	The image will then be added to the tweet. Click the ‘Tweet’ button to

send the tweet.
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Sending a retweet

1/4	When you see a tweet that you want to retweet, click on the square arrows under

the tweet.

2/4	Alternatively, you can click on the time/date a tweet was sent to show

these options.
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3/4	This also shows you information about the tweet such as the number of retweets

and favourites that it has received.

4/4	From the options on the right hand side, click on ‘retweet’. This will bring up

the retweet box. Click on the blue ‘retweet’ button. The tweet will then be sent
to your followers. You can also add your own comment to the top to make it
a quoted tweet.
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Replying to a tweet

1/2	As with retweeting above, use the symbols under the tweet to reply by clicking

on the left pointing arrow.

2/2	This will open a tweet box with their @twitter name at the beginning.

Add your text and click ‘Tweet’.
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Favouriting a tweet

1/1	When you see a tweet that you want to favourite, click on the star under

the tweet.
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Creating a list

1/4	On your profile, click on ‘Lists’ on the bar at the top of your tweets.

2/4	This will take you through to the lists tab, where you can see your current lists.

To create a new list, click on ‘create new list’ on the right hand side.
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3/4	You will then be asked to give your list a name and a short description. You can

also decide at this point if you would like your list to be public (everyone can see
it) or private (only you can see it).

4/4	Your list has been created. You will be taken through to your new list’s page and

can start adding people to the list.
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Adding someone to a list

1/3

 o add someone to one of your lists, find their twitter profile page and click
T
on the cog button.

2/3	Click on ‘Add/remove from lists’.

3/3	Tick the boxes next to the lists that you want to add them to. When you are

finished, click on the ‘X’ to close the box.
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