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We would like to thank the hundreds of volunteers who passed through our office and 

contribute with their ideas and energies to the development of our projects. 

United Societies of Balkans  

 

United Societies of Balkans 

 

United Societies of Balkans (USB) is a non-profit, non-governmental organisation based in 

Thessaloniki, Greece. It is active in the field of youth, human rights and intercultural 

dialogue. It was founded in 2008 by a group of active young people who wanted to address 

the social issues in the Balkans and Eastern Europe.  

 

USB works to improve the situation of young people by: 

• Promoting youth empowerment, mobility, and active citizenship to increase 

involvement of young people; 

• Promoting human rights, solidarity and respect for diversity among youth and 

society; 

• Breaking down prejudices and stereotypes among the European countries and 

among youth;  

• Locating and multiplying the unique cultural attributes of our societies; 

• Encouraging non-formal learning, voluntarism and democracy for a better future 

of European youth; 

• Involving minorities and immigrants in youth activities; 

• Building bridges between countries in the Balkans, and between the Balkans and 

the rest of Europe; 

• Using New Media and Citizens’ Journalism methodologies to encourage youth 

expression, to raise awareness about Human Rights and to promote intercultural 

dialogue; 

• Using art as a tool for expression;  
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At USB, we value networking, and USB is thus a member organisation of UNITED for 

Intercultural Action, Salto-Youth, Thess Network-regional NGO network, FERYP (Forum of 

European Roma Young People), Anna-Lindh Foundation (co-head of the Greek National 

Network), Youth for Exchange and Understanding (YEU International), Youth Express 

Network (YEN), Butterfly Dreamer and DYPALL (Developing Youth Participation at Local 

Level). 

USB has a rich experience in organising international youth activities. These give local youth 

the opportunity to interact with other young people from Europe. Since 2008, USB has 

implemented more than 60 international projects in Greece, hosting more than 2,800 

youngsters. It has been involved in more than 1000 projects and has prepared and sent around 

2,500 youngsters abroad to youth mobility projects. 

USB also promotes volunteering, both at a local level and abroad. It is active within the 

European Solidarity Corps (ESC), previously known as European Voluntary Service (EVS). 

Since 2009, it has hosted almost 200 volunteers, both in short-term (2 months) and long-term 

projects (6-12 months), and has sent around 80 volunteers abroad.  
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Balkan Hotspot 

 

Balkan Hotspot is the EVS/ESC hosting project of United Societies of Balkans. It uses media 

to fight discrimination and to promote intercultural dialogue. Its volunteers have produced 

four manuals about media: Online Writing, Social Media, Web-Radio and Video-Making. 

These manuals are a tool for youth and volunteers that want to use media as we do: to fight 

discrimination, to promote culture and intercultural dialogue and to build a more inclusive, 

tolerant and respectful society.  

We do this by creating content about different cultures and experiences, and about 

opportunities for the youth. We also show good practices, initiatives and events aimed to 

fight discrimination and stereotypes. Finally, we promote the active participation of youth in 

society by highlighting good examples. 

 

Aims and policies 

All volunteers and contributors have to keep in mind the general objectives of our project. 

They have to follow these few and important rules when contributing to our media: 

• You can talk about any topic, as long as your output doesn’t contain any 

discriminatory and offensive content. Do not produce anything with the aim to 

instigate conflicts. When talking about a problematic topic, do it in a way that 

underlines good practices and possible solutions.  

• Keep in mind that for us, the content and the message we spread is the most 

important, not how trendy and fashionable the material is. 

• Avoid using curse words, stereotyping, to generalising and telling incorrect facts. 

• The coordinator of the project, as well as the editors (volunteers), may review and edit 

your content. This is to improve its quality and to ensure that it is not against the aims 

and the vision of the organisation or Greek and international law.  

Follow these tips and guidelines, use your creativity and give your contribution to a better 

world through media. 
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Introduction to journalism   

 

What is journalism? 

 

Journalism is gathering, reporting, dissemination of news and information. It is also the product 

of these activities. Journalism can be distinguished from other activities and products by certain 

identifiable characteristics and practices. These elements not only separate journalism from 

other forms of communication, they are what make it indispensable to democratic societies. 

History reveals that the more democratic a society is, the more news and information it tends 

to have. 

In the past, being a journalist has been defined as working for a media organisation, also 

someone who has been trained in journalism and only members of professional association. 

Nowadays the definition of journalism is in the process of  changing.  It is questionable if the 

definition of journalism still falls in traditional borders. Can journalists also be bloggers, citizen 

journalists, social media influencers? So maybe a journalist can simply be a person who 

commits acts of journalism?  The definition is not so clear and fixed right now, but it is 

important to keep in mind that when you are considering yourself as a journalist, there are some 

things you have to respect, as for example the code of ethics.  
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Code of ethics 

 

 

 

As mentioned before, the definition of journalism and journalists has been expanding its 

borders, it is still important to keep in mind, that a journalist has to stick to rules, not harm 

anyone with the stories and be honest and not taking sides.  

 

So as writing articles, you have to consider these 9 rules: 

1.  Respect for truth and for the right of the public to truth is the first duty of the journalist 

2.  In pursuance of this duty, the journalist shall at all times defend the principles of freedom 

in the honest collection and publication of news, and of the right of fair comment and criticism 

3.  The journalist shall report only in accordance with facts of which he/she knows the origin. 

The journalist shall not suppress essential information or falsify documents. 

4.  The journalist shall use only fair methods to obtain news, photographs and documents. 

5.  The journalist shall do the utmost to rectify any published information which is found to be 

harmfully inaccurate. 

6.  The journalist shall observe professional secrecy regarding the source of information 

obtained in confidence. 

7.  The journalist shall be aware of the danger of discrimination being furthered by the media, 

and shall do the utmost to avoid facilitating such discrimination based on, among other things, 
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race, sex, sexual orientation, language, religion, political or other opinions, and national or 

social origins. 

8.  The journalist shall regard as grave professional offences the following: 

• plagiarism; 

• malicious misrepresentation; 

• calumny, slander, libel, unfounded accusations; 

• acceptance of a bribe in any form in consideration of either publication or suppression. 

9.  Journalists worthy of the name shall deem it their duty to observe faithfully the principles 

stated above. Within the general law of each country the journalist shall recognize in 

professional matters the jurisdiction of colleagues only, to the exclusion of every kind of 

interference by governments or others. 

 

In the project of Balkan Hotspot we are writing articles for our magazine BalkanBeats that is 

released after every two months and our blog https://balkanhotspot.org that is publishing an 

article at least three times a week. Both our magazine and blog’s target group is young people 

mainly from Greece but also from Balkans and the rest of Europe, who speak english. Our aim 

is to speak about topics that interest young people and give them ideas, motivation, education 

about the society, environment, entertainment, art, sport, Erasmus+ and many other topics.  
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How to write an article  

 

How to find a topic - find your story 

 

Creating a good story means finding and verifying important or interesting information and 

then presenting it in a way that engages the audience. Good stories are part of what make 

journalism different, and more valuable, than other content in the media universe.  

When starting with your article, there are 4 main things to think about. The first thing is of 

course the idea. The second thing to think about is how to approach this topic and what kind 

of material you need to make it interesting. The third part is to write it all down, rephrase, re 

read and so on. The last but not least is the illustrations, that are very important and can give 

a lot stronger effect on the idea of the article. 

In our blog https://balkanhotspot.org there are 5 theme categories: 

1. Thessaloniki 

2. Travelling 

3. Around the world 

4. Exploring Greece 

5. Act-React 

 

In our magazine BalkanBeats we have 4 categories with different subcategories: 

1. Volunteer Voice 

• Interviews with ex-volunteers 

• USB news 

• NGO activity 

• Story of luck 

2. Local Life 

• Festivals 

• Books  

• Music 

• Cinema 

https://balkanhotspot.org/
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• Travel 

• Sustainability 

• Food 

• Sport 

3. Out of the Borders 

• Social and political issues 

• All the subcategories from Local Life can also be moved in the section Out of 

the Borders. 

4. Mixfix 

• Poetry, comics, motivational posters, facts, photos etc. 

 

The most important is to be open and interested about everything that is happening around us. 

Think about things that you are passionate about or interested in, and try to explore those topics. 

At the same time, also think about what people might like to read.  

- Think of your audience! Who are you writing for?  

- When you have your topic, make sure it is not too wide or too narrow. When it is too 

wide, it can be hard to get to a conclusion and the article can turn out confusing. 

- Your article should be original/useful. Talk to people and make research. 

Is it new? Unusual? Interesting? Useful? Exclusive? 

- Make it specific. 
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News and  feature stories 

 

What is news? 

There are ten factors that help to identify news: The Power Elite, Celebrity, Entertainment, 

Surprise, Bad News, Good News, Magnitude, Relevance, Follow Ups, Newspaper Agenda. So 

if the topic is covering one of these factors, it can be considered as news.   

 

What is feature story? 

Features stories are larger stories (800-1000 words) that give a chance to expand on subjects. 

It needs to tell an interesting story and have a specific focus. It can be a newspaper or magazine 

article, report of a person, event or some specific aspect. These stories often have a personal 

slant and are written in personal style. In BB most of the articles are feature articles.  
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Article  build  up 

 

As you are writing your article, you have to keep in mind that the text should be visually 

appealing. We want the reader to be interested of our article and stay reading it.  Article should 

attract the reader with interesting title. Additionally, for getting the reader’s attention, lead is 

very important. It is the first 5W (who/what/where/when/why/(how)?). In this way, we cover 

already in the lead what is the article about, who we are talking about, when and why this is 

important and so on. In the lead you should cover this, to give information to the reader about 

the topic of article and get the attention. Another thing to keep in mind is KISS -  remember to 

keep it short and simple. So 5W + KISS = your key point. The article itself should be concrete, 

specific and ending with a conclusion.  

When tracking the eye movement, people go over the article in first few seconds, in a shape of 

F. So it is important to keep it in mind, because this is fatal in getting the reader’s interest. This 

is a rule for overall structure. Ideas should be in the following order: to draw the interest or to 

give a review, what is the article talking about, explanation and opening the topic and in the 

end, it should give the reader a conclusion, a better understanding of the topic. So it should go 

like this for a reader: “Show it to me, then tell me what it is, then help me understand why it 

works and how to use it myself.” 

 

Eye movement on a webpage. 

Source: http://arielbeninca.com/ux.php 

http://arielbeninca.com/ux.php
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When writing an article, you should follow the Inverted Pyramid of Journalism. It is especially 

important when writing news articles. 

 

 

Pyramid of what is important in the article. 

 

It is so because even when the reader is not going to read the whole article, they already got 

the most important information when they opened the article and read only the lead.  

 In Balkan Beats we have mainly feature articles, but this is still important to have structure on 

your article.  
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Contents  of  an  article 

 

The  lead 

 

 

The lead helps to catch the interest of the reader. It is the first thing that reader is seeing after 

the title. Article can open with different types of lead: straight summary lead, that is giving a 

review of the most important of the article, narrative lead that is told as a story, punch lead is 

short and concrete, question lead has at least one question to open the topic with, quotation 

lead is taking a quote of someone as a lead of the article. Choose appropriate style for your 

topic. 

Some examples of the different types of lead: 

 

Straight summary lead: 

More than 20 percent of female undergraduates at an array of prominent universities said this 

year that they were victims of sexual assault and misconduct, echoing findings elsewhere, 

according to one of the largest studies ever of college sexual violence 

(Source: https://www.washingtonpost.com) 

 

 

 

https://www.washingtonpost.com/
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Narrative lead: 

I sat in the underground train exhausted, wondering how long it would be before we got to our 

stop. There was no announcement coming from the overhead speakers, but a man’s voice 

saying “Mind the gap” rang in my ears. My friend Pat was sitting next to me, holding my 

collapsible wheelchair in place.  

(Source:https://www.washingtonpost.com/) 

 

Punch lead:  

The President is dead. 

 

Question lead: 

Have you ever wondered how you would survive if you found yourself alone in the wilderness? 

How would you defend yourself against predators? What would you eat? Where would you 

find water?  

(Source: https://www.slideshare.net/azays/question-lead) 

 

Quotation lead: 

“I was furious that that disreputable young man had the audacity to sit in my antique rosewood 

chair.” That's how tiny, 82-year-old Louise Freeland today described her brush with a gun-

toting escaped convict whom she talked into surrendering to Sheriff's officers. 

(Source: https://www.slideshare.net/azays/quotation-lead) 

 

The body 

Bond your paragraphs, be coherent, avoid repetitions, never change style, avoid to switch from 

objective to subjective narration 

 

https://www.washingtonpost.com/lifestyle/travel/traveling-with-a-disability-in-europe/2013/07/25/0dc6ecea-c3f7-11e2-8c3b-0b5e9247e8ca_story.html?utm_term=.679540ff7ee9
https://www.slideshare.net/azays/question-lead
https://www.slideshare.net/azays/quotation-lead
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Conclusion 

You can finish your article with different kinds of conclusions: open conclusion (not taking a 

viewpoint), standpoint conclusion (saying your opinion of the topic), summary conclusion 

(taking short summary of every topic in the article), question conclusion (ending with a 

question to make the reader think more about the topic). 

 

 

And of course, the title and subtitle. Subtitle is not always necessary, but when it can help to 

open the title or the topic, it is good to use. Title is the first thing reader is going to see, it also 

appears in the table of contents in the beginning of the magazine. So it is important that it is 

attractive, catching attention and also giving an idea what is the article about.  

 

 

Referring 

 

Sometimes you want to use information or pictures that are not yours. So how to act when 

using pictures or texts from others? Check also the 3rd part of the manual about copyright. 
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When someone or something provides you with information, you should mention it as a source. 

So it means, that also when you are using a quote of someone, add in the end the name of the 

person who said it. 

  

Adding the name of the person who you are quoting. 

 

 

When using a webpage as an example, add also the link. 

When using photos that are not yours, add the page you got it and the author’s name. In general 

it is always good to use your own photos in the articles.  

There are different types of sources: primary (ex. someone who has experienced some event), 

secondary (ex. a documentary), exclusive sources (ex. important person), opposite sources (ex. 

2 opposing sides). In these cases, always it is good to make some fact checking!  

 

It is important to have your sources, because in web, the information can spread very quickly. 

When writing online about topics that can attract many people, you have to be responsible. You 

have to consider the “megaphone effect”, that refers to the fact that the web makes a mass 

audience potentially available to ordinary consumers. As mentioned before, fact checking is 

always a good idea and code of ethics has to accompany your writing. 

Attribute facts to your source - quote it/them. Sometimes you don’t have enough sources to 

rely on but you still feel that it is important to mention, the way to go is writing it in conditional 

tense and attributing it to the source.  
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Doing  interviews 

 

The word interview comes from Latin and middle French words meaning to “see between” or 

“see each other”. It suggests a meeting between two persons for the purpose of getting a view 

of each other or for knowing each other.  There are many different types of interviews, but for 

example in Balkan Beats we use structured interviews, where you follow usually the questions 

you have prepared and it can also happen that you make an unstructured interview where you 

just have an conversation about the topic and make a story after.  

Considering, that you have an idea to make an interview, you already have the topic that you 

want to write about. So, it seems that the best way to approach the topic is to make an interview? 
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When preparing for doing the interview, you should consider the Six W-s.  

 

Who?  

What? 

When? 

Where? 

Why? 

 

Whom should I interview? 

How many sources do I need? 

When should I conduct interviews? 

What should I ask? 

How should I conduct the interview?  
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When you have thought about these questions, it is necessary to make some research before 

going to do the interview. It is important because when making research before going to do an 

interview, you won’t waste time and you will make interesting questions. You won’t embarrass 

yourself with something that is delicate or you should already know about the topic or person. 

You will also be able to recognise statements and spot inconsistencies. Also you won’t have to 

re-interview and the source will speak more freely, because you have the knowledge about the 

topic and the person, so you are confident and trustful.  

As said before, preparation for doing the interviews is important. It can even be considered as 

the most important in making interviews. So, you have to prepare. Find interviews that the 

source has already done, especially verbal interviews. Research on the topic that you are 

talking about. It is important to listen and not talk too much yourself. Be curious about the 

person and their story.   

When doing interviews for Balkan Beats or the blog, make sure that you are able to 

communicate with the person, so either the person speaks english, your language or you have 

a translator with you.  

Ask permission for recording the interview. Making written notes takes your attention away 

and you might not remember the emotions, that can give a lot of material to build up your story 

and attract the reader with an interesting story. With a recording you are able to listen it later 

again and conserve all the emotions and ideas.  

When writing the article based on the interview, there are different ways to present the story. 

You can either present all the questions and answers exactly how they were asked and answered 

or rephrase and make a story. It depends what kind of article you want to have. When you 

present only the questions and answers, it is better to do it when the interview is short. Longer 

interviews can be more interesting to read when they are presented as stories.  
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Chapter 2: Writing on the internet 

Wordpress 

Introducing Wordpress 

 

Wordpress is a free and powerful online program that is used to build various websites. Many 

people use Wordpress for their blog, but it has a lot of possibilities, such as forums, media 

galleries and online stories. For this manual, we will mainly focus on what Wordpress has to 

offer for blogging and online writing. There are two WordPress websites, wordpress.org and 

wordpress.com. They both provide Wordpress, but they work a bit differently.  

 

Wordpress.org is open source and completely free for anyone to use. However, you need a 

domain name and web hosting to use it. It is also referred to as self-hosted WordPress. This 

grants you a lot more freedom than the more limited Wordpress.com, which asks money for 

more advanced customisation. However, you need to have web hosting, a place where your 

website files are stored on the internet, which costs some money. Some highly used web hosts 

are Bluehost and Dreamhost.  

 

To get started, it works to make a website on wordpress.com, as they provide a free option, and 

you will not have to pay for web hosting. However, there are many disadvantages to this free 

option, such as having ads, and not being able to use plugins. Once you get more serious about 

your website, it may be worth looking into investing a bit of money each month and moving 

your website from wordpress.com to wordpress.org. 
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 Creating a website 

 

To create a new website with Wordpress, go to Wordpress.com and click on ‘Start your 

Website’. You will now just need to go through a few steps, and soon you will have your very 

own Wordpress website!  

 

 

 

 

1.  In the first step, you are asked to provide your email-address and come up with a 

username. You also need to come up with a password.  
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2. You need to come up with a name for your site, provide a short description of what 

your website will be about, and identify the main goal for your site. It also asks how 

comfortable you are with creating a website. 

 

 

 

 

3. Here you can come up with an address for your website. Most suggestions cost money, 

but there is always a free option. You can try different keywords to find something you 

like.  

 

 

 

 

 

 

 

 

 

 

4. The last step is ‘pick a plan that’s right for you’. Although Wordpress is free to use, 

there are options to pay for extra support and additional options. However, for most 

people, especially if you are just starting out, the free version will be good enough. To 

get started, click on ‘Start with Free’. 

 

 

 



                                  Online writing   MANUAL 

- 22 - 
 

 

Congratulations! You now have your own Wordpress website. Now, the real fun starts. Let’s 

get started by creating a profile for yourself.  
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Managing your website 

Once you have created your website, there are many possibilities to explore. Managing your 

website is done through the WordPress dashboard, which is by default accessed by your URL 

+/wp-admin/. So, if your website is www.greeklife.home.blog (which we created as an 

example for this manual), you will get to the dashboard by entering 

www.greeklife.home.blog/wp-admin/. If you are not logged in, you will be asked to do so. 

If you, instead of making your own website, are part of a website with several users (Balkan 

Hotspot, for example), you probably need to ask the blog administrators to make an account 

for you first. Once that is done, you will be able to log in. To get to the log-in page of Balkan 

Hotspot, simply go to www.balkanhotspot.org and click on ‘Log in’.  

 

  

http://www.greeklife.home.blog/
http://www.greeklife.home.blog/wp-admin/
http://www.balkanhotspot.org/
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How to make and manage a profile 

 

Of course it is important for readers to know who you are. If 

there are several writers on your website, this is especially 

important: it is nice if people know what is your work, and 

what is others’! To add or edit users, go to the Users tab. If 

you click on ‘All users’, you will get an overview of all people 

that have access to your website, their role and their amount of posts. You can also add new 

users or edit people’s profiles. If you do not have administrative powers on your website, you 

simply click on the blue button to edit your own profile. 

 

The information that you can edit here is: 

- Name: First name and last name, as well as the way your name is displayed publicly 

on your website. You are also asked to add a nickname, which you can use if you do 

not want your full name on display. 

- Contact Info: Here, you can add or change your e-mail address, website, and several 

social network URLs.  

- Biographical Info: Write something about yourself here. Ideally, it is around 3 lines of 

text. Don’t make it too long, or people will skip it. Depending on the theme of your 

website, this text may show up in different places. On 

Balkan Hotspot, this text will show up below your 

articles.  

- Profile picture: Change your profile picture. This will 

also be shown when you comment while logged into 

your account, for example.  

- Password: here you can change your password. 

 

  



                                  Online writing   MANUAL 

- 25 - 
 

Selecting a theme 

 

When you are just starting your website, you may not be exactly sure what you want it to look 

like, or how to make things look nice. Luckily, Wordpress provides a lot of free themes that 

you can use to create something that fits what you want.  

 

To select your theme, go to the sidebar, find 

Appearance and click on Themes. Now there are 

a lot of options, so take your time to explore and 

find something you like! Some themes require 

payment, but you can filter on the ones that are 

free. 

 

Once you select a theme, you can customize it. You can change colours, backgrounds, images, 

fonts and many more things. Wordpress has a built-in customiser that makes it very easy to 

change these things, but there is also a CSS editor if you know a bit more about coding or want 

more detailed changes. 

 

Settings 

 

If you want to change other things about your blog, the Settings 

are the place to be! They are found in the sidebar. In the General 

Settings there are all kinds of things that you can change: the 

title of your website and the tagline, but also things like your 

timezone (useful if you want to schedule posts), the date and 

time format that is displayed on your posts, the language.There 

are several other options where you can change settings for 

things like writing, reading, as well as certain plugins that you 

may have.  
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Plugins 

 

Plugins are third-party apps for Wordpress that can adapt certain features of your website. If 

you have your own free website hosted by WordPress.com, you cannot install plugins. If you 

want plugins, you can either upgrade to the business plan (which costs around 300 dollars a 

year) or invest in a web hosting service with a WordPress.org service on it.  

 

Creating, writing and editing a post 

 

As mentioned before, one of the most popular uses of Wordpress is for blogging or other types 

of frequent online posts. Therefore, learning how to create, write and edit posts is very useful 

when working with Wordpress. 

 

Posts can be found in the sidebar. When you click on ‘All 

Posts’, you get an overview of all the posts on your website. If 

you are the administrator of the website, you will be able to edit 

all articles, even ones that were not written by you. If you have 

author or contributor status, you will be able to see all posts, 

also by others, but you will not be able to access them unless 

they are published. You can filter in different ways: only see 

your own posts (click on ‘Mine’), all posts (‘All), ‘Published’ 

and ‘Drafts’.  

 

To start a new post, click on ‘Add New’. You will now get into an editing screen. Here, there 

are several things that are important and useful to know. 

 

- An obviously very important thing is the title: this will be the title that will show above 

your article and on your  main website. 
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- Text editor: the current editor program in Wordpress is called Gutenberg. It works with 

different ‘blocks’ of text, headers, images, etc. You can edit the text per block. 

Normally, pressing enter starts a new block. If you want a white space without starting 

a new block, press Shift + Enter on your keyboard. 

- When writing your post, aim for a minimum of 300 words, with paragraphs of 

maximum 150 words. Start with an introduction which attracts readers and introduces 

the topic of your post. If you have a longer text, make sure to divide your article into 

paragraphs and use headers to make the structure of your article more clear. 

 

Before you publish your article, it is important to look at the document settings and take care 

of the following things: 

- Categories: Here you can select the category that your blog belongs in. 

- Tags: Tags are used to navigate inside your website. People can use them to find similar 

articles that they are interested in. They are basically keywords about your post. So, if 

you are writing about a band that plays rock music in Thessaloniki, you could use tags 

like ‘music’ ‘Thessaloniki’ ‘rock’. 

- Featured image: This is the image that will be shown as the main image of your post, 

for example on the homepage or when exploring tags. Make sure you set one, or your 

post may not show up. Generally, this is an image you are also using in your article, but 

it doesn't always have to be the case. Use your creativity and make a good first 

impression! Your feautured image will be used at different places on your website, and 

wordpress will automatically crop it if it does not have the right size. Make sure that it 

is not too small, however, as wordpress will add white space to your picture, which will 

not look as nice. 

- Excerpt: This is a part of your post, or a text that you write additionally, which will 

show up on your home page, as well as when browsing through tags and categories. It 

is a way to shortly introduce your article. If you do not write an excerpt, WordPress 

will automatically show the first few lines of your article, but adding it yourself is better. 

 

If you are part of Balkan Hotspot and you have written your article and checked all these details, 

this is the point to ask the blog editors to take a look at your article. They are there to help and 
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will correct grammar and other details about the post. If during the process you need any help, 

also feel free to ask them - this is what they are here for!  

 

Adding images and videos 

 

In addition to text, there are many possibilities for adding things to your posts on Wordpress. 

In this section, I will explain to you how to add images and Youtube videos, as well as mention 

some of the other options. There are so many, so it would be too much to 

explore all of them here, but I encourage you to Google and look up more 

information if something sparks your interest! 

 

 

 

 

To add something additional to text, 

you add a ‘block’, as discussed above, 

to your post. You can then find the 

option you want. It will show you 

which blocks are most used on your 

website. Let’s see how to add an image!  
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Images 

 

To add an image, click on the block ‘Image’. You 

then get the options to drag an image there or add 

it from a URL, upload one or select one from 

your library. When you click upload, you will be 

able to browse your computer for images. They 

will then be added to your Media Library. 

 

Once you have added a picture, click Select and it will 

be added to your post. You can then add a caption and 

decide the size of the picture. You can also move it 

around in your article by clicking on the arrows on the 

left of the block (hover over it).  

 

Youtube video 

 

Sometimes an article becomes better with a video! Maybe you made a video yourself, or you 

found a video that adds something to what you wrote. For example, perhaps you would like to 

add a video about Greece to your article. In order to do this, go to Youtube.com, find a video 

that you’d like to add, and copy the URL. Then, in Wordpress, add a new block , scroll down 
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to Embeds and click on Youtube. Paste the URL in the bar and the video should show up now! 

Here, too, you can add a caption so explain your readers why you added this video. 

 

 

  

 

 

 

 

 

 

 

 

 

In addition to images and videos, WordPress has many more possibilities. We will not go into 

all of them, but some things that you can use are image galleries (FooGallery has many options, 

including captions), maps, posts from different kinds of Social Media, and quotes. Take your 

time to explore what Wordpress has to offer! 
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Reaching your readers 

 

 

You can have great fun while writing on your blog, but if nobody reads it, then you might just 

as well be writing in a diary or a word document. You probably want to reach people with your 

website. There are different ways to do this.  

An important way of reaching people is through Social Media (for more info in how to use 

Social Media, check out the Social Media manual by Balkan Hotspot!). One advice related to 

social media is that if you write a post about an event or organisation which has its own social 

media presence, make sure you send a link to them so they can share it, and in that way give 

you more traffic. 

Other ways of reaching readers is through email, for example with a newsletter. This mainly 

works if you already have a real-world following. In this case, you can collect people’s email 

addresses and send out new articles or a weekly or monthly newsletter, for example.  

What is especially important when you are writing online is to try and be reachable through 

search engines. Search engines provide you with visitors that are specifically looking for what 

you have to offer - if you use them well. In the picture below, you can see that in Europe, 

Google has by far the largest market share of all search engines. It is therefore especially 

important to focus on making sure your article can be found through Google. We call this 

Search Engine Optimization (SEO). This means that you make sure your article has the 

information and ‘ingredients’ that your article needs to be found through search engines. 
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Search  Engines 

 

It can be quite hard to understand how Search Engine Optimization works, but understanding 

the basics can already make a huge difference! Let’s first quickly go into how search engines 

work. 

Search indexes have basically two functions: 

1) Finding all webpages on the internet.To find these pages, they use links that 

interconnect different websites with one another. 

2) Give search users lists of the websites that fit their search. If you want to know 

something about Greece, going to Google.com and typing ‘Greece’ is a likely first 

option. It is then up to Google’s algorithms to decide what websites about Greece are 

most relevant for you. 

 

For you as the owner of a website, this means that you can try to make your article fit what 

Google wants to see in an article, in order to get it to rank higher when people search about 

your topic. Let’s see what basic SEO aspects can help you with this! 

 

 Search Engine Optimization 

 

Google gives the following advice when it comes to 

creating a Google-friendly site: provide high-quality 

content, especially on your homepage, and think about 

the words users would type to find your pages and 

include those words on your site. 

 

  

https://support.google.com/webmasters/answer/40349?hl=en
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For your website, you can try to make your search engine rank higher by putting your most 

important keywords in your domain (your website URL). What is your website really about? 

Are you writing about Thessaloniki? Your domain name could be Thessalonikilife, for 

example. Another thing that helps is how long your website has existed (also called the 

lifetime). This, together with the credibility and updating frequence of your website, makes up 

the trustrank: how trustworthy is your website? In this way, Google attempts to filter out spam 

websites. 

 Something that is also important is how many websites are linking to your website 

(pagerank): if many different websites contain links to yours, Google will see this as a sign of 

quality of your website. However, it also looks at the reputation of those websites, and their 

ranks; it is not useful to create ‘fake’ empty websites to link to your website just to improve 

your pagerank. Finally, the speed of your website and how mobile-friendly it is can also help. 

It is good to keep all of these things in mind. 

For your posts, there are also some things to think of. Firstly, the words you use matter! Try 

to think as a reader: what would I type into Google to find this topic? You can also get 

inspiration about the exact topic you want to use by using Google’s suggestions and related 

search. For example, if you want to write about Thessaloniki, you can see what people are 

searching for when it comes to Thessaloniki. Then you can decide to write about Thessaloniki 

Film Festival, or about the White Tower of Thessaloniki. The Google searches can help you 

get ideas for what people are interested in. 
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Try to vary your word use so that different ways of searching for your topic will bring up your 

article. Make sure you use your keywords or key phrases multiple times throughout the article. 

Search engines look at how often your keywords are used (keyword density) and how close 

they are to each other and to the title (keyword proximity). The same goes for the title of your 

post and pages: make sure they make sense and fit your keywords. In general, you should avoid 

using so-called ‘stop words’ in your keywords (such as articles, pronouns, prepositions). 

However, in some cases they can be useful or even necessary. For example, if you are 

organising an event to raise money for some local cause in Thessaloniki, and you call the event 

‘Run for Thessaloniki’, then it is okay to use ‘Run for Thessaloniki’ as your keyword, even 

though it contains the stop word ‘for’. Just ‘run Thessaloniki’ would bring up other things, for 

example places to run in Thessaloniki, and not your event. Sometimes being specific in your 

keywords is also useful. If you are writing about an event that takes place for several years, it 

can be good to add the year, as people might google specifically ‘Run for Thessaloniki 2018’, 

for example. 
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 Something else that is important is links, both 

internal (within your website) and external (to 

and from other websites). Google uses links to 

navigate between different pages and websites, 

and to judge a post’s relevance and reputation. 

It also matters what words you use in your 

links: again, try to think of your keywords. Also 

make sure your external links open in a new window, so that people do not get sent away from 

your website. You should also never link your keyword, as this will take traffic away from you.  

 

If you display content in images, be aware that search engines will not automatically recognise 

what it depicts. This is why it is important to use ALT attributes: here you describe what your 

image is depicting. This is especially important when your images are showing something 

related to your keywords. By using ALT attributes, the text will not show up as a caption, but 

it will be seen by search engines. The image above, for example, is nice, but search engines 

will not be able to recognize that it says ‘blog’, so if this word is important to your article, then 

make sure you add it in the ALT attributes!  
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SEO on Wordpress: Yoast SEO 

 

If everything seems kind of confusing, do not 

worry. When you are working with Wordpress, 

there are many plugins that can help you with 

SEO. One of the bigger ones is Yoast SEO, 

which helps you while you are working on a 

post. 

 

Once you have installed Yoast SEO, it should 

show up while you are writing your article in the 

form of a button as depicted. 

 

Yoast SEO looks at different characteristics of your article and advises you on how to improve 

it. When you click on the button, you will see the menu depicted on the right. Let’s see what 

these things mean! 

 

-          Snippet Preview: This is what your article will look like in a search engine. Click 

on it to edit this information. Here you can write a meta description (a very short 

introduction to your article), a title for the search engine (make sure it’s not too long 

or too short), and a slug, which is the URL of your page as shown in search results. 

This should contain your keywords that you would like to be found with.  

-          Readability: This analysis considers how difficult your text is to read, whether 

you are using subheadings, length of paragraphs and sentences, use of transition 

words and use of passive voice. Try to take the suggestions into account. It makes 

a distinction between Problems and Improvements, so try to especially focus on 

getting rid of the Problems. It is not always possible to apply all of them, but try to 

get the readability into green, or at least orange. 
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-          Focus keyword: This rating is about how easy your article will be to find through 

a search engine. When you have written your article, you should write a focus 

keyword: the term or phrase you would like to be found with in search engines. 

Choose a word or phrase that is the most important in your text and try to use this 

word/phrase several times throughout your text. Your focus keyword should be 

reflected in the title, meta description and slug as described above. Yoast SEO will 

help you with one keyword or key phrase (unless you have the premium version), 

but think also about other keywords of your text! If you are writing about an event, 

also make sure you include the location and dates, for example, and the correct 

name of the event. 

 

In the end, it is also important to keep your readers, so don’t only think of SEO but also of 

keeping your article engaging! If they come but they close your page right away it’s not that 

useful.  

 

Digital tools 

 

 

To end this chapter, we just want to highlight a few more possibilities that the internet can 

bring to your writing. Here are some digital tools that you can use while doing research for 

your articles! 

 

Google Advanced Search: With Google Advanced Search, you can filter your search results 

to find more specific sources. For example, you can filter by language, region, or last updated 

date. This can help you find exactly what you are looking for. 

 

Google Scholar: Google Scholar is a search engine specifically for scholarly literature and 

sources. It includes academic journals and books, conference papers, and dissertations. Some 

documents are available for free online, often in PDF form.  

https://www.google.com/advanced_search
https://scholar.google.com/
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Google Public Data Explorer: This provides public data from different international 

organisations and academic institutions, such as Eurostat and the World Bank. They can be 

displayed as various types of graphs or on maps. You can use this to find data for your articles, 

but also to illustrate your article and make it more clear and engaging. 

 

Internet Archive: The Internet Archive is a digital library of websites and other digital 

resources. It has archived 330 billion web pages. This can be useful if you are looking for 

information or a specific page that is no longer available. 

 

Youtube Geo Search: This tool helps you to search through YouTube videos that have been 

tagged at a location. You simply put an address in the search box and it will give you videos 

that have been tagged in the neighbourhood. You can also specify search radios and date 

ranges. 

 

 

 

  

https://www.google.com/publicdata/directory
https://archive.org/web/
https://youtube.github.io/geo-search-tool/search.html
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Illustration and photography 

 

 

Illustration and Photography importance in the text. 

Visual content is an additional information that used to decorate the article, but in the last 

decade visuals are equally important with the text. 

Illustrations helps to increase engagement, business and consumption. The content with good 

visuals  is more readable, easier memorable. Images grab attention and gets emotional 

response, it convey the story. In many cases images are more powerful than a text. 

 

Types of images: 

 

·         Photography 

·         Diagram, graph, schema 

·         Painting 

·         Drawing 

·         Illustration, cartoon, caricature 

·         Logo, emblem, symbol 

·          Background image, wallpaper. 
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Common visual/composition rules: 

 

·         While reducing size of a picture try to avoid cutting off the tops or sides of the heads, it 

will help you to keep professional quality.  

 

·         Be original, do not use cliché compositions.  

 

 

·          Consider colors in the image. Vivid colors and shades of intense red must be considered 

carefully, it may add a violent or warning meaning to a content. Always reflect on your 

decisions. 

·         Give priority to high quality pictures. 

.         Test a flashlight. In case you are planning to work at event with office camera, test it 

before an event. Set correct settings for late evening events, where most of the times the 

flashlight is necessity. Make sure that intense flashlight will not bleach faces or other objects 

in the pictures.  
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·         Bright or high contrast pictures brings the feeling of fakeness. Try to keep pictures simple 

and use less filters. Natural image shows reality the way it is. 
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Pictures in the text: 

 

Carefully select pictures. Keep in mind that it is always better to focus on the quality, but not 

quantity. Three images in high quality will be more valuable that ten pictures out of focus, 

different contrast and random composition. Be simple and accurate. 

The image must respond to the content of the article main theme. 

Images in front page are the most relevant visual part. The picture must be depicted as the 

content representative domination. For example, if the main theme of the article talks about a 

contemporary dance festival the dominant picture should be depicted with dancing figures or 

dancers on the stage. 

  

Photo journalism 

 

Photojournalism is a technique to tell the story through pictures. The main goal of 

photojournalism is the authenticity of the story, to transmit real emotions and the reflection of 

the reality. This method allows people to experience the world captured in fragile moment 

through the eyes of the photographer. Common rules of the photojournalism recommend to 

take a neutral position for photographers. Pictures must convey the genuine story, without any 

additional tools that might decorate or distort the story.  

 

Guidelines for photojournalism: 

 

• Always be accurate and objective. 

• Avoid editing, photojournalism is about being in the moment. 

• Go beyond the cliché. Be patient and wait for the moment to capture unique 

pictures. 

• Reveal a conflict, emotion, reflect reality, be in the center of the action. 
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• Don’t forget that you are a storyteller, you must find the way to tell the story in 

fluent way.  

• Keep balance and freedom from tendencies, follow your own decisions. 

• Protect your sources from the authorities, confidentiality. 

• Never fabricate or plagiarize 

• Never pay for the story or accept the bribe. 

  

How to look for pictures on internet? 

 

Internet is the biggest open database, but not all the content is legal, or protected by law. To 

avoid misunderstandings and problems you must follow copyrights rules. It is any kind of 

intellectual property protected under copyright law. The ignorance of the law may cost you a 

penalty or restriction of freedom.  For this reason you must get personal permission of an author 

for public/personal use. In case you haven’t got a permission you can use special sites to avoid 

infringing copyright. Here some internet sites: 

 

•  Flickr Advanced Search - here you can filter based on license, so you 

can find pictures that you can use under creative commons. 

•  Pixabay – copyright free images and videos platform. No requirements for permission 

or giving credits. 

• Unsplash – copyright free images platform. Crediting isn’t required, but is appreciated. 

• Freeimages.com - Note that different images may have different rules - 

you may have to notify the artist that you are using their image, or you 

need to give credit to them. Make sure you check these restrictions before 

using an image. 

   

https://www.flickr.com/search/advanced/
https://pixabay.com/en/
https://pixabay.com/en/
https://unsplash.com/
https://www.freeimages.com/
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How  to  use  material  from  internet? 

 

·         Make sure your chosen picture doesn’t have any watermarks. Digital watermark is a 

special tool used to identify ownership of the copyright. 

·         If  you give priority for “Google Search” set filter settings that can help to find high 

resolution pictures. Below Google Search window go for  <tools> à <size>  à <large> 

 

Prohibited content pictures on social media 

 

·         Materials that might provoke reader to committing suicide or self-injury. 

·         Content that promotes terrorist or violent acts. 

·         Content with child nudity and sexual exploitation of children. 

·         Content with sexual exploitation of adults. 

·         Offensive, racist slogans, women hate speech and any other similar comments. 

·         Note that law protects children under 18, for any commercial and personal use the consent 

must be taken from parents, grandparents or social workers. 

 

How to find who is the ownership of a photo? 

 

Some official programs on internet gives a search tool to find an ownership, of course in that 

case if picture was depicted from internet. Here you can a list with applications:  

Google Reverse Image Search 

TinEye Reverse Image Search 

Imagewiki Reverse Image search 

  

https://www.tineye.com/
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