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1) Home Page
2) News Feed—Constantly updates stories from people and pages that you follow, comment on, share or “like” their posts. 
3) Update Status – your posts. You can tag your friends, pages, events and groups  in your status and comments.  Type the "@" symbol and choose the friend you want to tag from the drop-down menu that appears. 
4) Top Stories – Highlights posts since you last checked Facebook that you might find interesting.  These top stories have a blue tag on the upper left hand corner.  On the upper right hand corner of all posts, an arrow will appear when you hover that gives you the options of adding or removing as a top story with additional options.
5) Recent Stories – all other posts by friends
6) Next to the word “Facebook” in the upper left corner of the screen are three icons. This is your Facebook inbox. When there are new items be read or reviewed, a red circle with a white number will appear above one of the icons.
· 	People icon: Friend Requests
· 	Quote boxes  icon: Messages (direct messages from friends that do not appear on your Wall and are 	visible only to you)
· 	Globe icon: Notifications—comments to your posts or your friends’ posts, acceptance of friend requests, 	“liked” statuses
7) Ticker – (upper right column) condenses teal-time posts.  You can hover over any sotry to expand it as well as view “likes” and comments.
A few more important areas to note on the Home page:
8) Friends on Chat (lower right column): Friends who are online with whom you can IM (instant message). Click on their  profile picture to IM them.  When there is a green dot next to their name, they are online.
9) Groups: Join groups that are of interest to you and/or your business by searching topics in the groups section (left -hand column)
10) Pages – pages that you “like”
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Retweet (RT): If you like what someone says in a tweet, you can quote them by “retweeting” their post, and others can do the same for you.  This is a great way to generate followers.  Below you can see which of your tweets have been retweeted.  Be sure to thank those who retweet or mention you by posting something like “thank you for the RT’s @thetimetamer and @[username].”
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#FF (or #ff or #followfriday): Users that you recommend your followers follow.  When you recommend someone, he or she is exposed to all of the people who follow you and is given the chance to gain more followers.   This is typically done on Friday, but does not have to be. To create this post, start with the hashtag (#) and FF, insert the user name @[username], and end with why you recommend this person.  A post would look like this: #FF@timetamer has great productivity tips.



Continuing to the next screen, the columns, left to right, are as follows:
1) Search: Virtual Assistants: allows you to see what people are writing about on that topic, potential clients looking for VA’s, what other VA’s are posting, articles that you can retweet or learn from
2) @bizauthor: A person that I follow because of valuable content
3) Search Time Management: A topic 
4) Search Productivity: A topic 
The gray solid bar at the bottom of the screen allows you to move through your columns.  You can also move the order of your columns by clicking on the right/left arrows at the bottom of each column.
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TWITTER SETUP FORM

	First Name 
	Middle Initial
	Last Name

	User Name (handle)

	Password 
	Email


	Settings 

O Email when someone starts following me

O Email when I receive a new direct message

O I want the inside scoop – please send me email updates.(You will receive updates about Twitter directly from them)

	Location

City__________________________________________________

Country_______________________________________________

Web (website or blog)____________________________________

Bio (160 characters or fewer __________________________________________________

______________________________________________________

______________________________________________________

______________________________________________________

______________________________________________________

______________________________________________________

______________________________________________________

_____________________________________________________
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