
How to guides                                                                                                        
 
How to set up a Facebook account 

1. Go to facebook.com/pages/create  
2. Select a page category. This includes ‘Local Business or Place’, ‘Cause or Community’ and ‘Company, 

Organisation or Institution’. Select the most appropriate for your page. 
3. Select a sub category. For example, if you select ‘Local Business or Place’ you can then choose 

‘Museum/Art Gallery’ or ‘Church/Religious Organisation’ to name a few. 
4. Add your address and contact telephone number. 
5. Click ‘Get Started’ and follow Facebook’s useful on-screen instructions. 

 
How to set up a Twitter account 

1. Go to www.twitter.com/signup 
2. You will then be asked to fill in the following details: Full name, phone number or email, a 

username and password. 
 
Just a few notes on this point… Your ‘full name’ will be the name of the organisation/body you are 
representing. For example, if you are setting up a Twitter profile for The National Trust your full 
name would be ‘The National Trust’. This is slightly different to your username which is prefixed 
with an ‘@’ symbol and is one continuous name e.g. The National Trust’s username is 
@nationaltrust. As you will see it is virtually the same as their full name except they have omitted 
the ‘the’, it is prefixed with an ‘@’ symbol and there are no spaces. 
 
Another example could be that your full name is ‘The National Museum of Childhood’ but your 
username is @museumchildhood. Essentially you have a bit more flexibility when it comes to the 
username but try to choose something meaningful and easy for people to find. 
 

3. Click ‘Sign up’ 
4. Twitter will then send you a confirmation email to the email address you provided. Click on the link 

in the email message and you’re good to go! 
5. Once you have created an account you can start to follow people, add a profile picture, a banner 

picture (the large picture at the top of the screen) and of course post fantastic content from photos 
and videos to links to blogs and articles.  

 
How to set up an Instagram account 

1. Instagram have created a very user-friendly guide on how to set up an Instagram account 
2. To access their free guide please visit: [https://help.instagram.com/182492381886913/] 
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