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What is this?

A style-guide is generally used to maintain consistency across publications. Building consistency is integral to
creating a reliable space for people to always come back to and to engage with.

This is a style-guide for Vijana FM authors. While this guide itself is evolving, please try to stay as close to it as
possible, unless a newer version is sent to you.

In the event that you are stuck on something to do with editing, a few of us are helping to edit your posts. If we
haven't seemed to catch something, let us know.

Steven Nyabero, Managing Editor: steven®@vijana.fm

Khairoon Abbas, Managing Editor: khairoon@vijana.fm

Al-Amin Kheraj, Operations: alamin@vijana.fm
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Brief introduction: How to blog with Wordpress

1. Start blogging on Vijana FM by logging into wordpress at www.vijana.fm/wp-login/:

(@ Vijana FM s Log In - Mozilla Firefox
File Edit View History Bookmarks Iools Help

- £ar [ hitp:/fvijana.fm/wp-login/

|| Vijana FM > Log In

Username

http://www.vijana.fm/wp-login/

Password

O remember ue

==

7 | |28~ Google

@WORDPRESS

»

Add first name

¢ I and password here

Done

2. When you log into the back-end of our blog and website, you are met with your dashboard:

(@) Dashboard « Vijana FM — WordPress - Mozilla Firefox
File Edit View Histery Bookmarks Teols Help

@_.' c 4y [ $  httpy/Aijanafm/wp-admin/

% Dashboard « Vijana FM — WordPress

(E=1 |ECH =

17 -] [~ coogte

New Post alamin | Turbo

& Dashboard
& Posts Right Now
< =

(g Media - e

Click on Posts to start blogging

Title

— Posts
CJ) Comments 4 180 Fo
14 Pages

[ — Click on Comments to manage comments

&, Profile
68 Tags
T} Toals
Theme iBlog vith 6 Widgets
Contact

You are using WordPress 2.9.2.

Akismet has protacted your site from 3 spam commants already, and thare
are 3 comments in your spam queue right now.

Recent Comments

= on Andrew Mwenda takes a new look at

anda ni kama yatu tu.
a0 lakini zahanati hazina

Click on Profile to make changes to your
profile settings, including your password. | retiva - «

If-explanatory. Here is what
ent vill also ...

= on Kibera Good Governance Festival —

Nairob:
will the artists be focussing on good governance messages for
the Kibers ares as well s Kenys in general?

E on TANZANIA #

Ujue ni ngumu sana kutafsiri takvimu. Wengi wetu tutsziangalia
na kuzipinga au kuzikataa kabisa. Lakini kulikuva na sensa
mizka ya ...

s on TANZANIA #

Tags
Save Draft Reset Publish

Recent Drafts

There are no drafts at the moment

WordPress Development Blog

3.0RC3 June 11, 2010

A weekend present, in haiku: Last call; final bugs Itch, scratch, contort;
calmly vait For now: RC3 That's right. What vill hopefully be the final
release candidsts, RC3, is now available for download and testing. Plugin
developers: test your plugins! [..]

Expanding the Theme Review Experiment June 9, 2010
When I was a kid my dad used to practice his typing skills (on a real
typewriter no less) with the phrase: How is the time for all good men to

come to the aid of their country. For some reason that has stuck with me all
these years. Today I'm going to rephrase and re-purpose that [...] [..]

Other WordPress News
Matt: WordCamp Istanbul

Matt: Istanbul: Markets, Mosques, Nightlife

Screen Options ¥ | Help

m

Done

Ting: :prrad o TTD itrDadeac
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3. Under Posts, you will see a list of posts with options,

as well as a button to Add New posts:

(@ Edit Posts « Vijana FM — WordPress - Mozilla Firefox ===
Eile Edit View History Bookmarks Tools Help
c Ay (& htpviansdmiup-admin/editphp 77 < [+ coogle »
g Edit Posts < Vijana FM — WordPress -
\—1] ana FM Mew Post alamin | Turbo
{8 Dashboard < Edit Posts ( addwer 4 I Cl k Add
My Posts (0) | All{193) | Published (180) | Drafts (13) | Trash (1 y p
+ Posts
Edit Bulk Actions [ ( Apply Show all dates [+] view =l categories Filter = - — - —
Add New
[F] Post Author Categories Tags L] Date
9 Media . : - - :
Andrew Mwenda takes a new look at Africa admin English, Visual Africa, Entrepreneurship, 2010/05/30
€] Comments Governance Published
Kibera Good Governance Festival - Nairobi admin English, Print East Africa, Governance, 2010/05/20
&, profile Kenya Published
T} Tools More Tanzania statistics admin English, Print Measuring value, 2010/05/30 =
Tanzania Published
Contact TANZANIA admin English, Print, Svahili Governance, Tanzaniz 2010/05/29
Published
Kimya chenye mshindo mkuu admin Print, Svahili Governance, Politics, 2010/05/29
Tanzania Published
Backyard Studio na Uchaguzi Mkuu admin Uncategorized Education, Music, 2010/05/29
Tanzania Published
New kid on the block admin English, Print Art, Poetry, Tanzania 2010/05/28
Published
Madenge, Lodilofa et al admin Print, Visual Tanzania 2010/05/27
Published
‘VijanaFM @ TEDxDar - Draft admin Uncategorized Uncategorized 2010/05/27
Last Modified W
VijanaFM @ TEDxDar admin Uncategorizad Education, 2010/05/27
Entrepreneurship, Published
Global, Public health,
Tanzania
Tumesahau sakata la Mara? admin Brint, Svahili Enviranment, 2010/05/27
Governance, Human Published
Rights, Public health,
Tanzania
Miijaribu kuimba kwa ajili ya WOZA 20107 admin Brint, Svahili Music, Sports, Tanzania, 2010/05/27
world Cup Published il
Done @

4. When adding a new posts, you have various options. When done, click publish, we're done!

[E=E ol 555

Edit Posts Turbo

alamin

Log Out [

Scresn Options *  Help

Tags: Keyword
descriptions of your post

Visual HTML

1] Publish immediately Edit

Post Tags

Use the
HTML
view to
add code
to your
post

== from the most used tags in Post

Categories

All Categories  Most Used

[] Audia

[7] English

[ Print

[ Swahili

[£] Uncategorized
[ Visual

(@) Add New Post « Vijana FM — WordPress - Mozilla Firefox
File Edit Wiew History Bookmarks Toels Help
@—. c 4y | $  hittpy//vijana fm/wp-admin/post-new.php
3k Add New Post < Vijana FM — WordPr...
Vijana FM -
i Dashboard 57 Add New Post
| ¢——|| Titeof
m post
Add New
03 Media Upload/Insert [@ 1 5 #
] Comments B |1 |&|iZ|iZ |« | E=E = i aAMIE
4, Profile
T} Toals
Contact
Post content and
formatting options
Fath: p
Word count: O
Excerpt
Excerpts are optional hand-crafted summaries of your content that can bl
about manuzl sxcerpts.
Done

Categories: All posts must either be in English or
Swahili, and should be one or more of the following:
Visual (videos, image galleries, etc.), Print (written,
lyrics, etc.), or Audio (postcasts, mixtapes, etc.).
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Titles

* Only the first letter of your title should be capital, unless it is someone's name or a title
is given in the middle of the sentence;
* Do not include any punctuation marks at the end of the title.

Recommended:
Eric Cantona makes a comeback
Not recommended:

Eric Cantona Makes A Comeback!

Writing your post

Bold, italics, underlining, and capitalization
e Bold: Only use for subtitles
» ltalics: Only use for quotes, or titles of movies, books, websites, etc.
» Capitalization: Discouraged completely, unless for abbreviations or titles' first letters.

Recommended:

Pele is back
Our main man Edson Arantes Do Nacimento, also known as Pele, made
a comeback in yesterday's Brazil - Portugal game.

Not recommended:

PELE IS BACK!
Our main man edson arantes do nacimento, also known as Pele, made
a comeback in yesterday's Brazil - Portugal game.

Posting images

 Embed images into the post if possible (instead of link to them)
» Adjust size and placement to cover as least white space on the page as possible
» Adjust text around the image to cover as least white space on the page as possible

Posting videos and audio files

» Embed videos or audio files into the post if possible (instead of link to them)

» Adjust size and placement to cover as least white space on the page as possible

» Adjust text around the video or audio file to cover as least white space on the page as
possible

* If not embedding, link should read [original source] - [title of the video or audio file]

* Create a link by using the formatting toolbar above the box where you post
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Link

Tags

S

Create a link by using the formatting toolbar above the box where you post

Should not include punctuation

Should not include more than 3 words, unless it is a title of a movie, book, websites,
etc.

Should never be bold

Can be italic

Should never be capitalized

Recommended:
Links

African Leadership Institute (OR) www (dot) afleadin (dot) org
E-mail: afleadin (at) tanzania (dot) org

Not recommended:

Links
www.AFLEADIN.org
E-mail: afleadin@tanzania.org

and Categories

Every post has keyword tags, which can be clicked on to view similar articles that have
also tagged the same keywords. Tagging in encouraged.

Tags should be one, two or maximum three words.

All other tags must try to be used as per previous tags

New tags should only be used if introducing an unaccounted for topic that occurs
frequently and will be used in future.

New tags can be created by blog authors.

Every post must be tagged with at least two categories:

1. All posts must contain at least one of these: Audio, Print, Visual

2. All posts must contain at least one of these: English, Swabhili
New categories cannot be created by blog authors. They are managed by blog editors.
Recommended:

Tags: Technology, Tanzania, Development
Categories: Swahili, Audio

Not recommended:

Tags: SEACOM Wireless Broadband, Dar, Happy living
Categories: Print
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