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The Basics:

twitter [n.]

a website that offers a social networking  
and microblogging service, enabling its users 
to send and read other users’ messages 
called tweets. Tweets are text-based posts 
of up to 140 characters displayed on the 
user’s profile page.Tweets are publicly visible 
by default, however senders can restrict 
message delivery to their friends list. Users 
may subscribe to other users’ tweets—this 
is known as following and subscribers are 
known as followers. You view tweets from 
the people you follow on your timeline.

All users can send and receive tweets  
via the Twitter website, compatible external 
applications (such as for smartphones), or  
by SMS/text.

Since its launch in July 2006, Twitter has 
gained popularity worldwide and currently 
has more than 100 million active monthly 
users who generate 65 million tweets a day 
and request more than 800,000 search 
queries per day. It is sometimes described 
as the “SMS of the Internet.”
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Example tweet:

@LaurenSloat  LaurenSloat
Spend more on #farming: “We won’t advance
if we don’t continue to fund #agricultural 
innovation,” says @BillGates http://ow.ly/8G1Ei 
1 hour ago

Avatar (or photo) Handle (or username) Author

Timestamp Message
(140 characters or less)

Shorten URL
(many free services like
http://bit.ly/ offer a way 
to shorten a link to help
keep your message under 
140 characters)

Hashtag
(a hashtag is used within a tweet as 
a way to categorize a message and 
participate in a particular conversation  
on Twitter. For example, when you 
add #farming to your tweet this adds 
you to the overall conversation about 
that topic.



kglobal’s P
ractical G

uide to Tw
itter

3

Overview: A Practical Twitter Plan

1. Get on Twitter
That’s it. Start by setting up your Twitter handle 

(that’s Twitter for username.) It’s easy — go to:  
http://twitter.com and create an account. Make 
your username/handle anything you want (but 
remember: the fewer characters the better so 
that you have more room to write your message).

MISSION NOT  
IMPOSSIBLE

Twitter is about sharing media and  
commentary as well as positioning yourself  
LQ�\RXU�ÀHOG�RI �H[SHUWLVH��'RQ·W�RYHUWKLQN��
GRQ·W�WKLQN�7ZLWWHU�LV�QRW�IRU�\RX��MXVW�GR�LW��

5HJLVWHU�DQ�DFFRXQW�WRGD\� 
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2. Listen
You don’t have to tweet to use Twitter. 
When you sign up, find 10 people you  

are interested in — other folks at your 
company, leaders in your field, news 
sources, organizations you like, etc. 
Check out your Twitter timeline a few 
times a day and see what they tweet 
about. It’s a good way to get a feel for 
how it works and what’s interesting.

3. Get your tweet on
Incremental is the idea. Once you’re familiar, 
start tweeting. It can be as simple as linking 
to an article that your friend emailed you, 
or expressing a thought about big news. 
Set up a schedule (two tweets per day, 10 
tweets per week) and try to meet it. Later 
in this document, you’ll discover additional 
guidelines for constructing your tweets, if you 
need inspiration. 

4. Step up your game
Once you start feeling a little more adventurous, 
start using lists, own the # hashtags and 
make the @ symbol cower before your iron 
Twitter fist. Go crazy, go nuts, and start using all 
the supplementary features that really take it 
up a notch.

Don’t worry, all this Twitter speak will come 
in time. Most important thing is to just start 
using it!
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WE SHOULD 
ALWAYS KEEP THIS 

IN MIND

:KDW�GR�\RX�ZDQW�WR�JHW�RXW�RI �7ZLWWHU"�'R�\RX�
ZDQW�WR�DWWUDFW�EXVLQHVV"�'R�\RX�ZDQW�WR�VWDUW�D�
FRQYHUVDWLRQ"�'R�\RX�ZDQW�WR�VHUYH�DV�D�UHVRXUFH�
IRU�LQIRUPDWLRQ"�$FWXDOO\��\RX�FDQ�GR�DOO�WKUHH�
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Introduction:  
Why we should care about Twitter?
A Twitter strategy is essential to any company 
or organization. It allows you to:
• Build credibility
• Establish an identity both internally and 

externally
• Disseminate information cheaply and 

quickly
• Connect with leaders
• Identify influencers
• Become an industry leader
• Start a conversation with existing and 

potential clients

Background:  
The business of Twitter
There are a number of brands that have 
incorporated Twitter successfully:
http://mashable.com/2009/01/21/best-
twitter-brands/

However, virtually all of these brands are 
B2C and focus their Twitter on customer 
service, announcing deals, giving rebates, etc.  
A slightly different approach is needed for  
a B2B business. Two quick articles on  
running a B2B Twitter account:
http://www.wordsellinc.com/blog/social-
media/twitterfor-b2b-starts-with-strategy/

http://smallbiztrends.com/2009/08/tips-
b2b-twitterfollowing.html

8
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Vision:  
A Humble k-glo Twitter plan for world 
domination
A simple, realistic vision for the any Twitter
presence:

1. We are humans. So instead of corporate, 
generic office accounts, consider using 
individual human accounts. This’ll give your 
company a more human and conversational 
presence on Twitter, allowing clients to get to 
know your members.

2. We have our own interests. Each person 
should tweet and follow others according to 
their own interests. This will display the diversity 
of your backgrounds and areas of expertise, 
while also providing some content that’s 
relevant to your work. For example, tweet about 
branding, but also tweet about sports  
(if that is something of interest).

Remember: Quality is better than quantity. 
One or two quick tweets a day is a good start.

Think about meeting someone at a cocktail 

party — would your conversation be 100% 
about business? Or would you talk about 
other things, getting to know the person? 
Twitter’s the same way.

9
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The hashtag
A hashtag is an easy way to categorize 
conversation on Twitter. 

Someone can click on that hashtag and see 
any tweets (from you or others) that include 
that hashtag, giving them a clear stream of 
the ongoing conversation.

Creating a hashtag specific to your company 
or organization (or even specific to an event 
or team) is a good way to start and track a 
conversation about your brand or mission.

10
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Structure:  
Guidelines for avoiding bitter Twitter face
Okay, so you’re ready to start tweeting. What 
are some general rules to follow?

1. Stay Focused.
Twitter can seem overwhelming at first. An  
unfocused Twitter feed is a useless Twitter 
feed. The focus is on quality, not quantity. 
Don’t be overambitious, and do not try to 
cram the entirety of our business into one 
Twitter feed.

2. Be Constructive.
Twitter is a tool — it’s meant to be used. 
When it comes to a business’ Twitter feed, the 
ones that are successful are the ones that 
offer something to the reader. You can be 
conversational, but also informative. You 
may not have coupons or new products to 

offer — but you do have ideas, and you can link 
to articles or your own blog posts and other 
sites that are related to those ideas. You can 
be a resource.

3. Have a Perspective.
Be yourself. Think about the cocktail party 
metaphor. Don’t be afraid to include your 
honest opinion.

11
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The big finish:  
Go forth, young padawans, and bring glory 
to your company.
Remember, keep it simple.

1. Start your account.

2. Snaz up your profile. Upload a photo and 
write a quick bio.

3. Start following some folks. 

12
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Q: WHO SHOULD 
I FOLLOW?

$��<RXU�IULHQGV��\RXU�FROOHDJXHV��FOLHQWV�DQG�OHDGHUV�

LQ�\RXU�ÀHOG��RQH�ZD\�WR�ÀQG�WKHP�LV�ZLWK�7ZHOORZ�RU�

RWKHU�RQOLQH�GLUHFWRULHV�RI �7ZLWWHU�XVHUV��FDWHJRUL]HG�E\�

QLFKH�RU�SURIHVVLRQ���+HUH�DUH�D�IHZ�NJOREDO�KDQGOHV�WR�

get you started — follow our staff  for opinions on social 

PHGLD��FRPPXQLFDWLRQV��SXEOLF�DIIDLUV�DQG�PRUH��

&OLFN�RQ�´:KR�WR�)ROORZµ�DW�WKH�WRS�RI �

\RXU�SDJH�WR�ÀQG�RWKHUV�

Follow kglobal’s 
tweet team:

@LaurenSloat
@TomOnEdge 
@DCLance 
@typemonster
@HethaS9 
@RANDYdecleene
@ClaireTonneson
@lisanovak
@ejcwalters
@msmirnio
@pcallen1
@darrenkatz



Q: DO FOLLOWER
NUMBERS MATTER?

$��<HV�DQG�QR��7KH�HDVLHVW�ZD\�WR�PDNH�D�VQDS�MXGJPHQW�

DERXW�RQOLQH�LQÁXHQFH�LV�WR�VHH�KRZ�PDQ\�IROORZHUV�D�SHUVRQ�

KDV��:KLOH�ELJ�QXPEHUV�ORRN�LPSUHVVLYH��WKDW·V�QRW�RIWHQ�WKH�

IXOO�VWRU\��,Q�UHDOLW\��WKH�PRVW�LPSRUWDQW�QXPEHU�LV�WKH�QXPEHU�

RI �IROORZHUV�<285�IROORZHUV�KDYH�³�WKDW�PD[LPL]HV� 

\RXU�SRWHQWLDO�UHDFK��)RU�VXSHUÀFLDO�UHDVRQV��WKRXJK��

EXLOGLQJ�\RXU�IROORZLQJ�LV�D�JRRG�JRDO�
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A: Be an active user.  
)ROORZLQJ�RWKHUV�LV�D�JRRG� 
ZD\�WR�VWDUW��EXW�GLUHFWO\�
HQJDJLQJ�WKHP�LV�HYHQ�EHWWHU��
0HQWLRQ�WKHP�LQ�D�WZHHW�� 
or retweet something interesting 
WKH\�WZHHWHG�WKHPVHOYHV��$VN�
WKHP�TXHVWLRQV��WRR��<RX� 
can also use Twitter search 
�WZLWWHU�FRP�VHDUFK��WR�ÀQG�
SHRSOH�WDONLQJ�DERXW�D�WRSLF� 
WR�ZKLFK�\RX�ZDQW�WR�FRQWULEXWH�

Q: 
SO HOW DO I GET FOLLOWERS?

A: Add your pro!le to 
�IUHH��RQOLQH�GLUHFWRULHV�VXFK�
DV�7ZHOORZ��7ZLHQGV�DQG�
:H)ROORZ��7KLV�KHOSV�RWKHU�
XVHUV�ÀQG�\RX�EDVHG�RQ�\RXU�
LQWHUHVWV�RU�WZHHW�FRQWHQW�

OR
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Q: 
WHAT’S THIS 
HOO-HA 
I’VE HEARD 
ABOUT  
FOLLOWER 
LIMITS?

A: Twitter monitors accounts 
IRU�SUDFWLFHV�FDOOHG�´DJJUHVVLYH� 
IROORZLQJµ�DQG�´IROORZ�
FKXUQµ�³�HVVHQWLDOO\��SHRSOH�
who indiscriminately follow 
thousands of  users in the 
hopes of  building their own 
IROORZLQJV��RU�SHRSOH�ZKR�
IROORZ��DQG�WKHQ�XQIROORZ��
large amounts of  users in a 
short amount of  time in the 
attempt to manipulate their 
IROORZHU�WR�IROORZLQJ�UDWLR��

7R�FLUFXPYHQW�WKLV��WKHUH�
are rules:
�� (YHU\�XVHU�FDQ�IROORZ�

������SHRSOH�WRWDO
�� $V�7ZLWWHU�H[SODLQV�LW��

´2QFH�\RX·YH�IROORZHG�
�����XVHUV��WKHUH�DUH�
limits to the number 
of  additional users you 
can follow: this limit 
LV�GLIIHUHQW�IRU�HYHU\�
user and is based on 
your ratio of  followers to 

IROORZLQJ��:KHQ�\RX�
KLW�WKLV�OLPLW��ZH·OO�
tell you by showing 
an error message in 
\RXU�EURZVHU��<RX·OO�
need to wait until you 
KDYH�PRUH�IROORZHUV�LQ�
order to follow more 
XVHUV�³�EDVLFDOO\��\RX�
FDQ·W�IROORZ��������
SHRSOH�LI �RQO\�����
SHRSOH�IROORZ�\RX�µ

17
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Q:
SO WHAT HAPPENS 

IF I REACH THAT 
2,000 LIMIT?

A: You may consider  
XQ�IROORZLQJ�SHRSOH�ZKR�KDYH�
not reciprocated by following 
\RX�EDFN��2I �FRXUVH��-XVWLQ�
%LHEHU�RU�%DUDFN�2EDPD�
ZLOO�SUREDEO\�QHYHU�IROORZ�\RX�
EDFN��EXW�WKRVH�DUH�KDQGOHV�
\RX·G�ZDQW�XSGDWHV�IURP�QR�
PDWWHU�ZKDW��:LWK�VRPH� 
XVHUV��WKRXJK��\RX�VKRXOG�KDYH� 
D�PXWXDOO\�EHQHÀFLDO�UHODWLRQVKLS��
and if  time goes by and they 
KDYHQ·W�IROORZHG�\RX�EDFN��LW�
PD\�EH�WLPH�WR�SXOO�WKH�SOXJ��
5HIROORZ��5HIROORZ�FRP��LV�D�
great online application that 
will help you un-follow anyone 
ZKR�LV�QRW�IROORZLQJ�\RX�EDFN�

Q: 
WHERE CAN 
I FIND TWEET 
INSPIRATION?

$���,W·V�2.�WR�7ZHHW�DERXW�
D�PL[�RI �SHUVRQDO�DQG�SUR-
IHVVLRQDO�LQWHUHVWV��7KLV�FRXOG�
include something about the 
VFRUH�RI �\RXU�DOPD�PDWHU·V�
IRRWEDOO�JDPH��D�FXUUHQW�
VLWXDWLRQ�\RXU�ÀHOG�LQGXVWU\�
DQG�\RXU�WDNH�RQ�WKH�PDWWHU��
DQ�DUWLFOH�\RX�ÀQG�FRPSHOOLQJ��
or something interesting one 
RI �\RXU�FROOHDJXHV�DUH�GRLQJ��
You probably already sub-
scribe to email newsletters or 
blogs about your profession or 
DUHDV�RI �H[SHUWLVH��DQG�\RX�
SUREDEO\�KDYH�RSLQLRQV�DERXW��RU�
VRPHWLPHV�MXVW�ZDQW�WR�VKDUH��
WKH�LQIRUPDWLRQ�WKH\�FRQWDLQ��
7KLV�LV�D�JUHDW�SODFH�WR�VWDUW�

18
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Q: 

IS THERE ANY WAY I 
CAN CREATE SEVERAL 

TWEETS FOR THE 
DAY OR WEEK AND 
SCHEDULE THEM 
TO BE POSTED SO 
THAT I DON’T HAVE 
TO KEEP THINKING 

ABOUT IT?

$��:K\��\HV�WKHUH�LV��:KLOH�
LW·V�DGYLVDEOH�QRW�WR�FRPSOHWHO\�
FKHFN�RXW�RI �7ZLWWHU�IRU�DQ�
HQWLUH�ZHHN��\RX�ZDQW�WR�HQJDJH�
LQ�WKH�UHDO�WLPH�FRQYHUVDWLRQ�
ZLWK�UHWZHHWV��UHSOLHV��HWF���LW�
can be helpful to schedule 
WZHHWV�LQ�DGYDQFH�DV�D�ZD\�WR� 
NHHS�\RXU�DFFRXQW�DFWLYH�ZKHQ�
WKLQJV�JHW�EXV\��7U\�+RRWVXLWH�
�KRRWVXLWH�FRP���ZKLFK�LV�DQ�
online application with all 
VRUWV�RI �IXQ�DQG�IDQF\�WRROV��
,W·V�IUHH�WR�FUHDWH�DQ�DFFRXQW�
�\RX·OO�MXVW�QHHG�WR�HQWHU�\RXU�
Twitter account information) 
and then you can:

�� :ULWH�WZHHWV�LQ�DGYDQFH�
and schedule them to 
SRVW�ZKHQHYHU�\RX�ZDQW

�� (DVLO\�YLHZ�\RXU�7ZLWWHU�
IHHG��PHQWLRQV��GLUHFW�
messages and sent tweets 
from the dashboard

�� 0DQDJH�\RXU�)DFHERRN�
account

�� Manage more than one 
Twitter handle

�� 6DYH�VHDUFKHV��IRU�\RXU�
QDPH�RU�D�NH\ZRUG�LQ� 
\RXU�LQGXVWU\��IRU�H[DPSOH��
in an updated stream

�� Similar applications 
LQFOXGH�7ZHHW'HFN��
CoTweet and Seesmic

{
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Q:
 I REPLIED TO SOME-

ONE ON TWITTER 
WITH SOMETHING 
REALLY WITTY AND 

AWESOME, BUT NOT 
ALL MY FOLLOWERS 

SAW MY TWEET. 
WHAT THE HECK?

$��$�´UHSO\µ�LV�ZKHQ�\RX�
UHVSRQG�WR�DQRWKHU�WZHHW�� 
and always starts off  with  
#XVHUQDPH��%\�FRQWUDVW��´D� 
PHQWLRQµ�LV�D�WZHHW�WKDW�
contains your username 
somewhere in the tweet but 
GRHV�QRW�VWDUW�WKH�WZHHW��$�NH\�
difference: People will only see 
RWKHUV·�UHSOLHV�LQ�WKHLU�KRPH�
timeline if  they are following 
both the sender and recipient 
RI �WKH�XSGDWH��:KDW�WKDW�
PHDQV��<RXU�UHSO\�WZHHW��H[��
´#7RP2Q(GJH�2IÀFH�OXQFK�
WRGD\�µ��ZLOO�RQO\�VKRZ�XS�
for people following both you 
DQG�7RP��2I �FRXUVH��LW�ZLOO�
VKRZ�XS�RQ�\RXU�7ZLWWHU�SURÀOH��
which anyone can access as 
ORQJ�DV�LWV�SXEOLF«�VR�LW·V�QRW�
D�SULYDWH�FRQYHUVDWLRQ��7KLV�
MXVW�PHDQV�WKDW�WR�PD[LPL]H�
WKH�UHDFK�RI �D�7ZHHW��EH�
VXUH�LW�GRHVQ·W�VWDUW�ZLWK�D�
UHSO\��XQOHVV�WKH�FRQYHUVDWLRQ�

would be pretty uninteresting 
WR�PRVW�RI �\RXU�IROORZHUV���,I �
WKH�VHQWHQFH�RQO\�PDNHV�VHQVH�
WR�VWDUW�ZLWK�D�UHSO\�XVHUQDPH��
XVH�D�´�µ�LQ�IURQW�RI �LW���([��
´�#7RP2Q(GJH�RIÀFH�
OXQFK�WRGD\�µ�

Q: DO YOU HAVE 
ANY OTHER WORDS 

OF WISDOM?

�� A word about bios: 
Writing your bio requires 
FUHDWLQJ�D�QDUUDWLYH�IURP�
WKH�PDQ\�SHRSOH�\RX�DUH��
,W�DOVR�UHTXLUHV�FKDUDFWHU��
Remember: The most 
important story you tell 
LV�\RXU�RZQ��$OVR��<RXU�
SKRWR�VSHDNV�YROXPHV�DERXW�
ZKR�\RX�DUH��&RQVLGHU�XVLQJ�
the same photo across 
PXOWLSOH�SODWIRUPV��/LQNHG�
,Q��7ZLWWHU��)DFHERRN��
HWF���DV�\RXU�FDOOLQJ�FDUG�

�� A word about personal 
EUDQGLQJ��+DYLQJ�\RXU�
own Twitter handle adds 
D�KXPDQ�OHYHO�WKDW�WXUQV�
a faceless company into 
DFWXDO�SHRSOH��+\EULG�
KDQGOHV�³�WKDW�LV��7ZLWWHU�
handles that you use for both 
SHUVRQDO�DQG�ZRUN�UHD-
VRQV�³�DUH�YHU\�YDOXDEOH�

20
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DM: Stands for “direct 
message.” Beginning any 
message with a “d” followed 
by a user’s handle means 
it’s a private message that 
will only go to that user. 
You can also write a DM by 
clicking on “messages” from 
your twitter page and then 
“new message”. The catch: 
In order to send a DM, the 
recipient must be following 
you... which means you 
can’t send a direct message 
to Justin Bieber or Barack 
Obama unless they happen 
to be following you, too. 

#FF: Stands for “Follow 
Friday.” Twitter users often 
suggest who others should 
follow on Fridays by tweeting 
with the hashtag #FF.

Hashtag: The # symbol, 
called a hashtag, is used 
to mark keywords or topics 
in a tweet. It was created 
organically by Twitter users 
as a way to categorize 
messages. People use the 
hashtag symbol # before 
relevant keywords in their 
tweet to categorize those 
tweets to show more easily 
in Twitter Search. Clicking 
on a hashtagged word in 
any message shows you all 
other tweets in that cate-
gory. Hashtags can occur 
anywhere in the tweet. 
Hashtagged words that  
become very popular can 
become  Trending Topics.

Mention: A mention is any 
Twitter update that contains 
@username anywhere in the 

body of the Tweet. (Yes, this 
means that replies are also 
considered mentions.)

Reply: A Tweet posted 
in reply to another user’s 
message, usually posted by 
clicking the “reply” button 
next to their Tweet in your 
timeline. Always begins with 
@username.

RT: Stands for “retweet.” 
Any message beginning with 
“RT” means it’s a duplicate  
of a tweet written by someone 
else. This is like forwarding  
a really good email from one  
friend to several of your other 
friends, only this forward will 
go out to all of your followers.

Trending Topics:
The most popular words or 
phrases happening in current 
Twitter conversations. Find a 
list of trending topics on the 
right-hand column of your 
Twitter page.

Find more information in the 
Twitter Glossary:
https://support.twitter.com/
articles/166337-the-twitter-
glossary

Sites to check out and 
bookmark:
http://twitter.com/search
http://bitly.com
http://refollow.com
http://hootsuite.com


