A Handbook of
Popular Social Media Platforms
Introduction
COFI (Countering Online Fanatic Indoctrination) Networks Program aims to reach out to
persons from fields of religion, media, civil society and social media who are concerned by the
growing phenomenon of misuse of social media spaces for spread of hate campaigns leading
to fanatic indoctrination- especially of youth. These persons, who are well versed in religious
and social issues but are unable to respond to this growing menace of online indoctrination
(due to their technical limitations in using social media), will be enlisted as Partners and
provided technical skills and ability in handling a range of social media platforms and tools.
The COFI Program is being initiated in nine countries of South Asia and Far East viz.
Bangladesh, India, Indonesia, Malaysia, Maldives, Pakistan, Philippines, Singapore and Sri
Lanka. It is hoped to extent the program to other countries and other continents
subsequently.
Under the theme of “Countering Online Radicalization in Digital Age”, COFI Networks program
was launched through a TechCamp jointly organized by COVA and US Consulate in Hyderabad
from 27 to 29th November 2016 with participation of 33 international Partners from seven
countries and 16 Partners from 6 cities of India. Five foreign Resource Persons from 4
Countries and 6 Indian Resource Persons trained the Partners in use of social media and
development of apps and tools to address problems encountered in their professional
engagements from online hate campaigns and spread of fake news and misinformation.
As a follow up, One Day BootCamps to give a quick grip on popular social media platforms are
being planned in different cities of India and other countries of South Asia and Far East. These
BootCamps are expected and designed to lay the foundation for launch of COFI Networks in
the cities/ countries where they are organized.
The invited participants at a BootCamp will be progressive religious scholars, media persons,
activists and youth to gain expertise in using social media for peace and understanding and to
counter misinformation and hate campaigns. Indeed, it will be possible to provide Primary

Social Media Orientation and Expertise in the use of five popular platforms viz. Whatsapp,
Facebook, Twitter, Emailer, Podcasting and YouTube along with an introduction to identifying
Fake News and handling Trolls- all within a BootCamp of just a Day!

Overview of Some Popular Social Media Platforms and their Usage
WhatsApp:
WhatsApp is a messenger App that allows usage of Internet to make voice calls, video calls;
send text messages, images, GIF (Graphics Interchange Format), videos, documents, user
location, audio files, phone contacts and voice notes to other users. It also incorporates a
feature called Status, which allows users to upload photos and videos to a 24-hours-lifetime
feed that, by default, are visible to all contacts.
The company rolls updates of the App and every update brings something new out of the box.
There is much you can do with WhatsApp to make yourself heard- Loud and Wide!
You can BOLD, ITALICISE and UNDERSTRIKE YOUR MESSAGES
How to Bold: to bold, add an * before and after the text, so it should look like *Hey*
For italics: add _ before and after the text, giving you _Hey_
To strikethrough your text, add ~ before and after the word, so you'll get ~Hey~
SEND PDF DOCUMENTS/ Images, location, contacts TO PEOPLE

What we need is to update our WhatsApp to the latest version in Play Store (for android users)
and in App Store for iOS (Apple) users to use all these features
How to do it:
For Android users: Tap on the attachment icon on the top right corner of the interface.
For iOS users: Land your thumb on the arrow up icon on the bottom left. You should see a
new Document option, so go crazy and start sending PDFs (It supports almost every format

being commonly used like PDF, Zip, Word, PowerPoint and Excel files, just like with email,
you can send attachments in your messages to your friends.
How to save important Messages
Sometimes you get important messages in your WhatsApp chats. With WhatsApp’s latest
update, there’s now a way to bookmark certain messages for easy locating.
How: Long tap on any message and tap on the star icon that appears above it to mark it. To
find it again, all you have to do is tap on the chat’s name, and go to the Starred Messages
folder and see all the messages you’ve marked out.
How to create a group?
Open WhatsApp and go to the Chats screen.

At the top of the Chats screen, tap the New Group button. ...
Add group participants by selecting or typing the name of the contact. ...
Add an icon for the group by tapping on the empty photo box. ...
Add a name for the group.
Tap Create when you are finished
Note: After creating a group, you can add the maximum of 250 members. You, as an admin,
can add or remove members. Also if you want, you can make other members as admins. How
to add or remove members Open the group chat.
Click on the name of the group.
Select Add Participant.
Search for or select contacts to add to the group chat.
To remove a participant.
Open the group chat.
Click on the name of the group.
You will find a list of members. Long tap on name or number of the member, a pop up window
will appear that will have the option remove (name)
How to add others as Admin?
Open the group chat.
Click on the name of the group.

You will find a list of members. Long tap on name or number of the member, a pop up window
will appear that will have the option Make (name/number) as Group Admin or remove
(name/number) as Group Admin.
How to use WhatsApp on desktop?
Open WhatsApp and go to the Chats screen.
Tap the WhatsApp Web

Open https://web.whatsapp.com/ on desktop

Scan the QR code shown on your desktop by your mobile How
to create a Broadcast List?
Open WhatsApp.
Go to the Chats screen > Menu Button > New broadcast.
Tap + or type in contact names to choose recipients from your contact list. Tap
Done.
Tap Create.
Facebook:
How to Use Facebook
With over 1 billion users, the chances are pretty high that most of the people you know use
Facebook. From chatting with friends and sharing your opinion, to creating events and making
new friends, Facebook is one of the most important aspects to many people’s social life. In
the following steps below we will tell you how to connect with and use Facebook.
Create Your Profile

Fill the Sign Up form.
You need to enter your first and last name, your email address, your birthday, and your
gender. You will also need to come up with a password. Facebook accounts are free.
You will log in to Facebook with the email address you provide.

-Follow the step by step process Facebook shows in Pop-Up windows like contact details, age,
gender, education.
-Also it will tell you to add your profile picture.
-You will be asked to verify your account with the email-id you have given.
-After verification, you will land on your Facebook profile.
How to post on Facebook?
-To add and Post photos to Facebook:
-At the top of your News Feed, click Photo/Video to upload photos or videos to your -Timeline
Photos album, or click Photo Album to upload to a new album.
-Select photos or videos (from your computer/mobile phone gallery or click a new photo-as
shown in the pop up window that appears) you want to add to Facebook.
-You can also: Tag friends. Share what you're feeling or doing.
What is a Facebook “Post”: Everything a user wants to share on his/her time line after
creating an Account?

Uploading Photos and Video

•
•
•

•
•

Click the “Add Photos/Video” button at the top of your newsfeed.
This will show two options: Upload Photos/Video and Create Photo Album. Clicking on either
of these will open a file browser where you can browse for photos and videos on your
computer.
You will be given the option to add additional photos after you select your first one.
You can tag friends and write a comment or description of the photo(s).
This method makes your photos a post on your timeline.
Delete photos you’ve uploaded.
If you want to remove a photo that you’ve uploaded, you can do so from the photo manager.
Click the Photos link in the left menu underneath your profile picture. This will open up all of
your photos and albums.
Navigate to the photo that you want to delete.
Click the pencil button in the top-right corner of the photo preview. This will open a menu.
Click the “Delete This Photo” option to remove the photo from your uploads.

How to Tag friends on Facebook?
Tagging is the act of adding links to other people in photos and posts.
-Start typing a friend's name in your post. Tagging someone in a text post is similar to the
tagging process for photos.
-Select the friend you want to tag from the list of options. ...
-Use the "@" symbol to tag a page or group. ...
-Repeat as desired… -Finish your post.

Using the Tag Icon at the bottom:

Also there appears a Tag Icon beneath the box as seen in the picture above. Once you Click on
it, it will tell you “who are with you”. Type the name of friends you want to tag.

Adding Friends and Family

Search for people to add: Facebook is all about making connections. Whether it’s keeping in
touch with your cousin across the country or catching up with an old schoolmate on the other

•

•

side of town, or a professional colleague in another country, your Facebook experience will
improve by adding connections.
Enter a person’s name, email address, or phone number into the search bar at the top of the
page. This will return a list of results. Click the result from the list, and then click the “Add
friend” button. This will send a message to the person asking to confirm your friend request.
You can include a personalized message with your friend request.
When the other person accepts the request, you will become friends with them and will have
access to their timeline. Respond to friend requests.
As you start connecting with other people on Facebook, you’ll start receiving friend requests
from other users. You can see your pending requests by clicking on the Friends icon on the
top of the Facebook screen.
Next to each request you will see the number of mutual friends you have with that person.
Comment on a friend’s post.
In your newsfeed, you will see a list of your friends’ posts. Underneath each post will be a box
with your profile picture and a text field that says “Write a comment”. Click the field to add
your comment. You can tag other users in your comment just like you would a regular post.
You can “Like” a post to show that you think it is a good post worthy of being seen. Posts that
get Liked end up at the top of your friends’ newsfeeds more often, and can help posts spread
across Facebook.
Chatting with Facebook Friends

•
•
•

Click a friend’s name from the right menu. This will open a small chat window at the bottom
of the page. You can send messages to other Facebook members, even if they are not online.
Creating and Attending Events
Facebook allows you to create events which you can then send out invitations for or make
public. To create an event, click the Events link in the left menu. At the top-right corner of the
Events page, click the “+Create Event” button.
Set a name for the event.
Add details about your event. Let guests know what to expect or bring.
Set the date for the event. You can use the calendar button to open a calendar and choose a
date. You can also specify a start and end time.

Creating a Facebook Page
Creating a Facebook fan page is an amazing way to promote your business, build awareness for
a cause, gather support for your band, or to advertise in a number of other ways. If you'd like
to create a Facebook fan page, follow these easy steps and you'll be building a following in no
time at all.
1. Log in to your Facebook account.
2. Click on the settings gear on the top right-hand corner of your page. You can find it to the
far right of the page.
-- Click on "Advertising."
-- Look under "Step 1: Build Your Facebook Page" to the left of the center of the screen and
click on "Create a Page."
3.
Click on the type of page you'd like to create. Select the specific category
4. Click Get Started and follow the instructions accordingly.
How to Create a Facebook Group?
It is similar to like creating a Page
1. Find "Add Group" From your "home page" on Facebook go to the Groups section on the
left side menu & find "Add Group". ...
2. Click "Create New Group" ...
3. Name Your Group.
4. Add Members. ...
5. Choose Privacy Setting. (Closed or Open group)
6. Click Create. ...
7. Choose an Icon. ...
8. Complete "About" Section.
Twitter:

Twitter is an online news and social networking service where users post and interact with
messages, "tweets," restricted to 140 characters. Registered users can post tweets, but those
who are unregistered can only read them
How do I join Twitter?
Go to Twitter.com, and create a free account.

1.

Enter your full name.

2.

Enter a valid e-mail address.

3.

Enter a username

Check or uncheck the "Tailor Twitter based on my recent website visits" option. If checked,
this option will allow Twitter to look through your browser history on websites with the
Twitter widget and suggest people to follow based on your patterns. Many websites have
this Twitter widget, so it could be helpful if you want some suggestions on interesting
accounts to follow. However, if you would like more privacy online, do not check this box.
4.

Enter a strong password.

5.

Enter your phone number.
After registering your number, you will receive a text with a confirmation code.
Enter in the code after clicking "Next." Now, if you forget your login credentials,
Twitter can send them to this number.
Confirm your e-mail address.
By this point, you should have received an e-mail from Twitter to the address
you previously entered. Follow the instructions in the e-mail to confirm your
address.

6.

7.

You can now use Twitter and all of its features!

Note: All tweets are 140 characters.
How to tweet?
Type your tweet in the box in the top left corner of the page.
To send someone an @reply, enter the person's Twitter name at the beginning of the tweet
in the format @username.
To send someone a mention, type his or her Twitter name anywhere within the tweet. Each
tweet can contain up to 140 characters.
Replying a Tweet:To start, hover your mouse over the tweet you're responding to, and then
click the small "Reply" button with the arrow pointing left that appears right below the tweet
(as shown in the image above.) A pop-up box will suddenly appear. Type your Twitter reply
message into the box and click "Tweet" to send it.
Mentioning someone in a tweet:
Put the @username anywhere else in the tweet all your followers will see it and the person u
have mentioned will get a notification that he/she has been mentioned. This is called an
@mention. You may want to do this to give someone public acknowledgement or credit or to
promote them or their tweet to your followers.
Tagging in a Tweet: Share a photo to Twitter or add a photo to your tweet as you normally
would. You'll notice that when the photo uploads, there's a box underneath that says “Who's
In This Photo”. Click on this button. A new screen will open with suggestions of people to tag
as well as a search bar.

Tagging or mentioning a celebrity: This is something where you have to very cautious
whether you have tagged the actual celebrity. There are fake Twitter handles in the name of
celebrities. So how can you judge the real handle of a celebrity. Once you start searching for
any celebrity, the one handle/account which has a blue tick at the end of the name is a verified
handle of a celebrity.
Like-if we are searching for Shah Rukh Khan, you will find a number of Twitter handles in his
name. Some may be handled by his fans and others unofficial. So the one with a blue tick shall
be treated as a verified and official handle of Shah Rukh Khan. Almost same procedure goes
with other celebrities.

To post a photo/video or GIF in a Tweet on Twitter for Android
If you want to add a photo, a video, a poll, or a gif, you can do so in the lower bar of the
“Compose new Tweet” box.

Sharing a link your Tweet will decrease your character count by 23 characters. Hashtags
(#DelhiPolls) are best used for adding to a larger conversation.
Hash Tag adds more prominence to your tweet and easy to search.
A hashtag is a type of metadata tag used on social network and microblogging services
which makes it easier for users to find messages with a specific theme or content. Include an
existing hashtag in your tweet. You can do this simply by typing a phrase of the form “#topic”
within your tweet. After you click “Tweet,” your tweet will appear in your list of tweets with
the hashtag in blue type. Scroll over the hashtag and click on it to go to the page for that
hashtag. Note:
1.How to share a link on Twitter: Copy the URL of the link from any source website and paste
it in your tweet box).
2.If you tweet something by mistake or the text you tweeted is wrong in any way, you can’t
edit it. You just have to deleted the tweet and post a new tweet.

Deleting a Tweet:
1. Visit your Profile page.
2. Locate the Tweet you want to delete.
3. Click the icon like this … below your tweet.
4. Click Delete Tweet.

YouTube:
Create a channel with a business or other nameWhat is a YouTube channel: Making it simple for you, Channel in YouTube is like your own
account like your Facebook or Twitter account? A personal YouTube channel is available to
everyone who joins YouTube as a member. The channel serves as the home page for the
user's account. ... A YouTube member can open a new business channel using a Brand
Account.
How to create a channel/YouTube account:?
1. Sign in to YouTube on a computer or using the mobile site.
2. Go to your channel list.
3. Choose to create a new channel or use an existing Brand Account: ...
4. Fill out the details to name your new channel and verify your account.
Note: Before you start an account, understand a few things:
• In creating a YouTube account, you are also creating a Gmail account. This will appear as
[YouTube username]@gmail.com.
• In creating a YouTube account, you are also creating a Google+ account. Google+ is
Google's social network, similar to Facebook. You will be able to adjust your setting in the
Google+ tab at the top of your browser when you log in to YouTube or Gmail. If you do not
want a Google+ account, can delete it while still keeping your YouTube account.
• What you do on YouTube is separate from what you do on Google's various sister sites. If
you do something on YouTube, it will not be visible on Google+, for example.
Once you have signed up for a YouTube account, you can:
• Make and add videos to the YouTube community.
• Track your favourite users by subscribing to their channel.
• Manage your favourite tracks, videos, and online episodes. •
Comment on videos
and socialize with other members of the community.
The changes you make in your YouTube Channel Such changes won’t appear in Google sister sites.

How to post a video on YouTube?
1. Prepare the File.
2.

Log in to your YouTube account.

3.

Click the Upload button. ...
--Choose a video file (in your mobile or desktop or laptop or any other device you are
accessing YouTube)

4.

Click the Open or Choose button.

5.

Add the details about the video

Your title, description, etc. will be saved when your video has completed uploading. When
the bar is 100% filled, you have posted your video on YouTube. It may take a few seconds
depends upon speed of your internet before the video plays back and the file is converted
and optimized. But shortly, you’re ready to go.
6. Share your video (if you want). (Copy the URL of the Video and paste it wherever you want
like WhatsApp, Facebook, Twitter etc). Blogging:
1. A blog is a discussion or informational website published on the World Wide Web
consisting of discrete, often informal diary-style text entries ("posts"). Posts are
typically displayed in reverse chronological order, so that the most recent post appears
first, at the top of the web page.

How to start a Blog?
2. Step 1: Decide what to blog about. If you're part of a business, company or
organization, this step will be easy to determine. ...
3. Step 2: Choose a blogging platform. (E,g. WordPress, Tumblr,BlogSpot etc.)

Self-hosting or a free alternative?
This is the biggest decision you’ll have to make before we go any further. You need to decide
whether to pay for your blog or grab a free one.
WordPress, Tumblr and Blogger all offer free blogs for anyone. Awesome, right? It’s perfect
for those of us who aren’t super serious about blogging. But it does have downsides- like 1)
You won’t be able to get your OWN domain name. 2) It has limits. 3) You aren’t the real owner
of your blog.
Note: What is a Domain: It is a URL of your website?
Step 4 – Designing your (WordPress) blog

Now, let’s make your blog look exactly how you want it to. To choose a new theme, you can
either head to Appearance > Themes and install a free WordPress theme or you can head to
a premium theme website like ThemeForest.net and buy a theme
People usually choose something that looks professional and pretty easy to customise.
WordPress also has this awesome feature that allows you to change themes with just a few
clicks. So if you start getting tired of your current blog template, you can just switch to another
one without losing any precious content or images.
Remember, your blog’s design should reflect both you and your personality, but also what the
blog is about. There’s no point having a football-orientated theme if your blog is about tennis,
understand?
On top of that, it should be easy to navigate if you want people to stick around. If it’s tricky
and difficult to move around it, people won’t stay. Design is a subjective art. No one likes ugly
websites, and they especially hate websites that need a university degree to navigate. Make
it easy for them.
Great! We are done with the Blog. Now we need to post on our Blog.

1. Log in to your (Dashboard) with username and password you have given at the time of
creation of the Blog.
2. Click the 'Posts' tab.
3. Click the 'Add New' sub-tab.
4. Start filling in the blanks: enter your post title in the upper field, and enter your post body
content in the main post editing box below it.

You are done.
Note: If you want to share your blog on other social media platforms. It is very simple. Copy
URL of your Blog and paste it wherever you want. Once pasted click (Post) on Facebook,
(Tweet) Twitter, Arrow like Symbol on WhatsApp.
Emailing:
Electronic mail, or email, is a method of exchanging digital messages between people using
digital devices such as computers and mobile phones.
The widely used emailing platform is Gmail. Though there are other platforms like Yahoo,
Outlook etc.
Let’s go with Gmail. You are just 6 steps away to create a Gmail account.
1. Go to www.gmail.com.

2. Click Create account.
3. The signup form will appear. ...
4. Review Google's Terms of Service and Privacy Policy, click the check box, then click Next
step.
5. Here, you'll have an opportunity to set up recovery options. (You can give any email
address either- yours or of any friend/spouse/relative (trustworthy) and letting them
know prior to creating an account)
6. Your account will be created, and the Google welcome page will appear.
Write an email
1. Open Gmail.
2. In the top left, click Compose.
3. In the "To" field, add recipients. If you want, you can also add recipients in the "cc" and
"bcc" fields.
--What does CC and BCC mean?
Cc stands for "carbon copy." Anyone you add to the cc: field of a message receives a copy of that
message when you send it. All other recipients of that message can see that person you
designated as a cc: recipient. To add an entry in the cc: field, click the Add cc: link under the
To: field.
Bcc: stands for "blind carbon copy." Anyone you add to the bcc: field of a message receives a
copy of that message when you send it. But, bcc: recipients are invisible to all the other
recipients of the message including other bcc: recipients. To add an entry in the bcc: field,
click the Add bcc: link under the To: field.
4. Add a subject.
5. Write your message.
6. At the bottom of the page, click Send.

g
Data Mining and Email Marketing
Many businesses place email marketing programs on the back burner because of uncertainties
about where to obtain credible email addresses. The most practical and effective solution to
this problem is to collect required information with data mining.

Businesses can use two different types of data mining-- online data mining and offline data
mining. The online version involves using data mining techniques to sift through extensive
web resources. Examples include blogs, social media, websites and mailing lists. The offline
approach of data mining is a high-tech version of what most companies did in “the old days”
like collecting information from recorded data sources such as property tax records.
However, the “old-fashioned” way of doing this “manual searches” was always viewed as
inefficient because it was! There is indeed a better way to do it (actually two ways): using
online and offline data mining software with the assistance of data mining experts like
DataEntryOutsourced. (https://www.dataentryoutsourced.com/)
Creating Gmail group:
After you have signed up for Gmail. Now you are a Gmail account holder.
Now here’s how you can create a Google Group
1. Sign in to Google Groups. (https://groups.google.com)
1. Click My Groups.
2. Choose a group.
3. Near the top right, click Manage. A menu appears on the left.
4. On the left, click Information General information.
5. Make your changes.
6. Click Save.
List of mass mail facilities:
Six mostly free mass mailing applications
1. Bigg Mass Mailer
Bigg Mass Mailer is a free tool for generating mass mailings. The best thing about this tool
(aside from the price) is probably its simplicity. Bigg Mass Mailer has a very clean and
straightforward interface that allows you to specify your mail server's credentials, compose
your message, import your mailing list, and click Send. This utility could not be any simpler to
use.
2. e-Campaign
e-Campaign is a full featured mass E-mail tool that is a good fit for those who wish to create
and monitor an E-mail marketing campaign. The software allows you to create a series of
mailing jobs, and messages can be sent in HTML or plain text. More importantly, the tool has
rich reporting features and offers tracking capabilities so that you know who has opened your
message and who has unsubscribed.
3. MailList Controller Free
MailList Controller Free is a free tool for generating mass mailings. The initial setup process
walks you through setting up your SMTP server and setting up your first mailing list, but you
can create additional lists later on. It is worth noting however, that the free version only allows

for a single list with up to 100 recipients. The professional edition allows for ten lists with up
to 10,000 recipients, while the extreme edition is unlimited.
The software seems to have all of the basics covered. It allows you to import list members or
add members manually. There is also a very richinterface for composing messages. You can
also keep track of outgoing messages and previously sent messages.
4. GroupMail
GroupMail Free Edition is a free tool for sending out bulk E-mail messages. This application
has all of the basics covered, but it also has a few nice extras. For example, the software can
use its own internal database, but it can also connect to an existing external database or pull
recipients directly from your address book. There is also a scheduler feature, but to use it you
have to upgrade to the paid version. My personal favorite feature is that even if you decide
to use the internal database, you can create and modify database fields so that you can create
rich, personalized messages.
5. Sendblaster Free Edition
Sendblaster Free Edition is a free tool for mass messaging. The tool is full featured and
provides a very nice reporting and tracking engine. The software is also designed to work with
Google Analytics so that you can track which of your recipients actually made a purchase after
receiving your E-mail. Another nice thing about this application is that it includes a number of
different message templates that you can use, although some of the templates are only
available in the paid version.
6. Elastic Email
Elastic Email is a mail relay service. That is, instead of your website sending mail via its own
SMTP server, outgoing email is directed through the Elastic Emailservice and out onto the
internet
Google Search:
Google Search, commonly referred to as Google Web Search or simply Google, is a web search
engine developed by Google. It is the most-used search engine on the World Wide Web
handling more than three billion searches each day. As of February 2016 it is the most used
search engine in the US with 64.0% market share. Your powerful tools to search exact
content you are looking for.
Keywords
Search engines don’t read sentences the way people do: instead, they look for the key words
in your query in the websites they search. In other words, you’re not asking a search engine a
question, you’re asking it to look for websites where those words appear. In order to use a
search engine or database effectively, therefore, you need to be able to choose the best
combination of key words.
Most search engines work best if you provide them with several keywords. So how do you
determine which keywords will work best?

Think about what you’re searching to determine the essential key words. For instance, if
you’re just looking for a recipe for peanut butter cookies, you can write peanut butter cookie
recipe. But if you’re looking for a recipe that doesn’t use flour, you can write peanut butter
cookie recipe flourless (the order of the words doesn’t matter) and if you want a flourless
recipe that uses natural peanut butter you can write peanut butter cookie recipe flourless
natural.
Now you have your keywords. How do you enter them into the search engine?
Use of Phrases: Your most powerful keyword combination is the phrase. Phrases are
combinations of two or more words that must be found in the documents you're searching
for in the EXACT order shown. You enter a phrase - such as “peanut butter”.
Limiting your search: If you find that you’re getting results that aren’t what you’re looking for,
you can use a minus (-) sign to exclude results that include a certain word or phrase. So if you
want recipes that use peanut butter but aren’t cookie recipes, you could use “peanut butter”
recipe –cookie (the minus sign has to be directly before the word you want excluded, with no
space in between). You can also limit your search by type, time or country. Most search
engines have tabs at the top that let you choose between websites, images, videos, news
stories, and so on. Many also have advanced search tools that let you limit your search to just
one country, a certain time (the last day, week, month, year, or a range you specify).
Searching within a site: If there’s a particular site that you know is reliable, most search
engines will let you limit your search to just them. Just add the web address at the end of your
search string, like this: peanut butter cookie recipe flourless natural site:www.epicurious.com.
(Make sure not to put a space between site: and the web address). Other effective ways to
search on Google:
Use unique, specific terms: It is simply amazing how many Web pages are returned when
performing a search. You might guess that the terms blue dolphin are relatively specialized. A
Google search of those terms returned 2,440,000 results! To reduce the number of pages
returned, use unique terms that are specific to the subject you are researching.
Use the minus operator (-) to narrow the search: How many times have you searched for a
term and had the search engine return something totally unexpected? Terms with multiple
meanings can return a lot of unwanted results. The rarely used but powerful minus operator,
equivalent to a Boolean NOT, can remove many unwanted results. For example, when
searching for the insect caterpillar, references to the company Caterpillar, Inc. will also be
returned. Use Caterpillar -Inc to exclude references to the company or Caterpillar -Inc -Cat to
further refine the search.
Don't use common words and punctuation: Common terms like a and the are called stop
words and are usually ignored. Punctuation is also typically ignored. But there are exceptions.
Common words and punctuation marks should be used when searching for a specific phrase
inside quotes. There are cases when common words like the are significant. For instance,
Raven and The Raven return entirely different results.

Drop the suffixes: It's usually best to enter the base word so that you don't exclude relevant
pages. For example, bird and not birds, walk and not walked. One exception is if you are
looking for sites that focus on the act of walking, enter the whole term walking.
Podcasting:
Podcasting is the practice of using the Internet to make digital recordings of broadcasts
available for downloading to a computer or mobile device.
How to do Podcasting?
Step one: Buy a microphone.
Audio quality begins and ends with a microphone. The better microphone you buy, the
sharper your podcast will sound. And audio quality reigns supreme when a person’s podcast
choices include heavyweights like WNYC (WNYC is America's most listened-to public radio
station), NPR (National Public Radio is an American privately and publicly funded nonprofit
membership)), and ESPN ( Entertainment and Sports Programming Networks) is a U.S.based
global cable and satellitesports television channel owned by ESPN Inc.)
Recording, uploading, and promoting:
Before you press the record button, there are a couple final steps to prepare for your podcast.
1.
Format: What’s your podcast going to look like?
A quality podcast will mean quality equipment.
Creating a Great Podcast Cover Image: You’ve heard the adage, don’t judge a
book by its cover, but let’s be real: Of course you do. We all do. When you pick
up an unknown book in a bookstore, the cover image (or lack thereof) will
either pique your interest or turn you off. Book publishers work with designers
who take into consideration the colors, fonts and images that are likely to work
for the intended reader.
2.
Content: What’s your podcast going to say?
Podcasts can take many forms: one-man shows, cohosts, guests, call-in, etc.
Metafilter founder Matt Haughey, who has put in hundreds of hours on
podcasting, recommends that your show involve two or three hosts. --Your
best bet for a podcast that sounds organized and professional is to practice
beforehand by figuring out what you’re going to say and coming up with an
outline for your recording. ----You don’t have to go so far as to script things
out. Just have a road map for where you’re headed and what you want to touch
on.
--Your final audio can be uploaded to a number of different places. Here are a
few of the big ones:
After you’ve finished recording, editing, and producing your podcast, you can upload it to
hosting sites like Libsyn, Soundcloud, and TuneIn, or you can aim to get your podcast live on
iTunes.
Editing Podcast:There are several softwares available that can be used to edit a Podcast:
Audacity, SoundCloud are commonly used.
Here’s what’s involved in taking your podcast.
Step 1: Create an RSS feed for your podcasts. If you upload your files to a site like Libsyn, the
feed creation is done automatically for you.

Step 2: Click on “Submit a Podcast” in the iTunes Store. Open iTunes, navigate to the store,
click on Podcasts from the top menu, and the “Submit a Podcast” link will be in the right
column under Quick Links.

Step 3: Enter your feed URL and fill out the other information required (Name, Author,
Description, etc.) Step 4: Click submit. iTunes will give you a confirmation message, letting
you know that there may be a review process for your podcast. Typically within 24 to 48 hours,
you will receive an email letting you know if you’re approved. Three to five days after that,
people can begin searching and finding your podcast in the iTunes store.
For promotion and sharing of your podcast, a lot will depend on the site where you upload.
Places like SoundCloud, for instance, offer a robust set of sharing options built in. You can
share directly to Twitter, Facebook, and more, and you can embed the audio directly into your
blog
posts.

Embedding audio is perhaps the best way to sync your podcast with your blog content. Many
top blogs use their podcast as an additional blog post, adding the audio directly into the body
of the post and providing either a full transcript of the podcast or a list of topics and resources
covered in the podcast. (Complete transcripts can be helpful for SEO and accessibility.)
The ideal everything for podcasts: We get quite a kick out of learning the ideal length and
frequency for a number of different types of content, and podcasting is no exception. There’s
less research out there about podcasts, so what we couldn’t find, we ran the numbers myself.
Ideal length of a podcast: 22 minutes
Stitcher, an online radio and podcast site, says that the average listener stays connected for
22 minutes. The science of attention spans supports this number, too. TED Talks have an
18minute maximum because scientists believe we can’t hold our attention on a single
presenter for any longer before we check out.

Understanding Social Media What
is Social Media?
Social Media is the technological phenomenon that has helped catalyze a user's
evolution from being a consumer to becoming a producer i.e. from someone who is

“fed" information to someone who “feeds” information. This evolution is based on the
principle of sharing and interaction that has resulted in the shaping of Social Media.
Social Media is all about sharing, sharing ideas, information, interests, thoughts and
feelings. It is a medium of expression that enables users to interact and network, share
and explore. It can be stated with certainty that Social Media is the final brick that
completes the concept of a "Global Village", connecting people, bridging gaps and
making distance irrelevant.
Social Media is fuelled by conversations that people have, based on their common
interests. Social Media is made up of communities that get built as a result of these
connections and grow if the interactions are sustained. But the fundamental core of
social media remains "sharing and "interaction. Centers for social interaction and
sharing, in our context, have existed as early as in the 16th century; in the form of
coffeehouses, bars etc. What needs to be understood here is the innate nature of a
human being to socialize, share and interact. These 3 inherent human characteristics
have found fulfillment in various forms throughout the course of history. However, the
advent of contemporary Social Media has had an unprecedented effect on all
stakeholders making it the most significant and advanced platform for facilitating the
human characteristics of socializing, sharing and interacting. There are numerous social
media platforms and they are constantly increasing! However, there are some that have
become very popular. If the USPs of these platforms are classified, it gives a basic
understanding of who-gives-what:
•
•
•
•
•
•
•
•
•
•
•

Networking (Facebook, LinkedIn)
Content- sharing (YouTube, Flickr, GDrives amongst many others)
Communication (Skype, Yahoo Messenger)
Bookmarking (StumbleUpon, Digg)
Collaboration (Google Drive, Asana)
Discussion (Google Groups, BeatTheGMAT)
Knowledge-sharing (Quora, Wikipedia)
Location-sharing (FourSquare, Mojostreet)
Mobile (WhatsApp, BBM)
Publishing (Blogger, Twitter)
Entertainment and other activities: Music (Soundcloud)

Impact of Social Media
Social Media has impacted people all over the globe at personal, professional, social and
various other levels. Social Media has helped businesses grow by allowing them a
platform accessible to consumers across regions. This has resulted in taking businesses
beyond brick and mortar confines to the creation of a totally new dimension for industry
- e-Commerce that transcends geographical boundaries and time zones. With the advent
of this industry, competition is rising to greater heights so as to keep up with customer
expectations.

Thanks to Social Media, the customer is no longer a proverbial king but one in the true
sense of the word.
There has been a paradigm changing shift across industries due to Social Media. Business
is now done a lot differently than it used to be 20 years ago, special emphasis is laid on
customer satisfaction and customer engagement, both of which are predominantly
dependent on Social Media. Reaching out to customers, engaging with them and
creating a unique brand identity are a few opportunities that Social Media offers to all
businesses.
True to its title, Social Media has also transformed journalism and news reporting by
bringing "social" into the equation. The way people now consume news is different.
Social Media has become the go-to-source for all the latest developments both locally
and globally. One of the reasons behind this majority choice is the unfiltered,
uncensored and generally honest information which is broadcast and shared on Social
Media. If the authenticity of any news is dubious or flawed, the social community is quick
to denounce it and as the popularity sinks, so does the false news/information.
Be it the Arab spring of 2010, Iran's first revolution since the Shah's ouster, the Kony
campaign, Travyon Martin's shooting, occupying wall street to Black Lives Matter
agitations, Social Media has caused some seismic changes in world geopolitics. The
communities of people on Social Media platforms were overnight turned into protest or
activism groups that called for action towards a cause. Social Media had become a
mouthpiece, a platform to propagate ideas and preach ideologies, a platform for the
like-minded to connect and work together, an invaluable resource to look for talent and
therefore a very powerful asset.
One of the uses of Social Media in its early days was primarily to connect with friends
and family. The idea of Social Media was restricted to just one aspect until then,
"Socializing". Social networks offered people the opportunity to connect and reconnect
with old friends and acquaintances, make new friends, share ideas amongst various
other activities. However, as is evident now, there is a lot more to Social Media than just
socializing.
Social Media Platforms:
The world's largest social network has more than 1.79 billion users. The power and reach of
the Facebook platform offers an unmatched opportunity for people to promote, inspire,
interact and evoke action. Its mission is to make the world a more open and connected place.
The site includes public features such as:
•

Marketplace - allows members to post, read and respond to classified ads.

•

Groups - allows members who have common interests to find each other
interact.

and

•

Events - allows members to publicize an event, invite guests and track who plans to
attend.

•

Pages - allows members to create and promote a public page built around a specific
topic.

•

Presence technology - allows members to see which contacts are online and chat.

The power and reach that Facebook possesses allows individuals and organizations to
connect easily. Its innovative approach has led to path-breaking revolutions and solutions on
a global scale. Privacy and common tech glitches however, remain a huge concern for users.
Twitter:
Twitter is a free social networking microblogging service that allows registered members to
broadcast short posts called tweets. Twitter members can broadcast tweets and follow other
users' tweets by using multiple platforms and devices. Tweets and replies to tweets can be
sent by mobile devices and any computer connected to the internet either through the
Twitter application or by posting at the Twitter.com website.
The default settings for Twitter are public. Unlike Facebook or LinkedIn, where members need
to approve social connections, anyone can follow anyone on public Twitter. To weave tweets
into a conversation thread or connect them to a general topic, members can add hashtags to
a keyword in their post. The hashtag, which acts like a meta tag, is expressed as #keyword.
Tweets, which may include hyperlinks, are limited to 140 characters, due to the constraints of
Twitter's Short Message Service (SMS) delivery system. Because tweets can be delivered to
followers in real time, they might seem like instant
messages to the novice user. But unlike IMs that disappear when the user closes the
application, tweets are also posted on the twitter website. They are permanent, they are
searchable and they are public. Anyone can search tweets on Twitter, whether they are a
member or not.
The 200 million user base often experiences outages (#failwhale). Privacy and security are
major concerns. Not everyone is able to use Twitter due to its supposed complexity!
LinkedIn:
LinkedIn is a social networking site designed specifically for the business community. The
goal of the site is to allow registered members to establish and document networks of people
they know and trust professionally.
A LinkedIn member's profile page emphasizes skills, employment history and education has
professional network news feeds and a limited number of customizable modules.
Basic membership for LinkedIn is free. Network members are called "connections." Unlike
other free social networking sites like Facebook or Twitter, LinkedIn requires connections to
have a pre-existing relationship.
With basic membership, a member can only establish connections with someone he has
worked with, knows professionally (online or offline) or has gone to school with. Connections
up to three degrees away are seen as part of the member's network, but the member is not

allowed to contact them through LinkedIn without an introduction. Premium subscriptions
can be purchased to provide members with better access to contacts in the LinkedIn database.
The site, which was launched in May 2003, currently has 460 million members from across
the globe, representing myriad industries.
Google+:
(pronounced Google plus) is a social networking project by Google. The Google+ design
team sought to replicate the way people interact offline more closely than is the case with
other social networking services, such as Facebook and Twitter. The project's slogan is "Reallife sharing rethought for the web."
Google+ features- Circles are like categories for your connections, so that you can share
updates selectively with different groups. Examples of such groups might include family,
friends, office colleagues and people that you share a particular interest with. Circles may be
discrete or have overlaps, so that, for example, someone you work with who is also in your
book club will get updates for both groups. Users outside a circle can see a list of member
names but not the name of the circle.
Hangouts are an option for video chat for up to 10 people at any given time. Google's
emphasis is on creating the kind of space that replicates casual ad-hoc gatherings in the real
world.
Huddle is an option for text message group chats, for Android, iPhone and SMS devices.
Instant upload is an option to automatically send pictures and videos taken with a cell phone
to a private photo album. Users can then decide whether to share them and which circles to
share them with.
Streams are similar to Facebook news updates but you can see updates for particular circles
rather than updates for everyone at once.
Sparks are topics that you want to discuss with others. The interface is an adaptation of
Google search. Google describes it this way: "The friends you have are the ones that allow you
to geek out about what you are absolutely passionate about… and they have enough of a
commonality to let you explore it." Google+ is integrated with other Google applications, such
as Gmail, Google Maps and Google Calendar.
YouTube:
YouTube is an American video-sharing website and one of Google's subsidiaries,
headquartered in the United States. The site allows users to upload, view, rate, share, add to
favorites, report and comment on videos. Available content includes video clips, TV show
clips, music videos, short and documentary films, audio recordings, movie trailers and other
content such as video blogging, short original videos, and educational videos.
Most of the content on YouTube has been uploaded by individuals, but media corporations
including CBS, the BBC, Vevo, Hulu, and other organizations offer some of their material via
YouTube, as part of the YouTube partnership program. Unregistered users can watch videos
on the site, but registered users are permitted to upload an unlimited number of videos and
add comments to videos. In July 2016, the website was ranked as the second most popular
site by Alexa Internet, a web traffic analysis company.
YouTube earns advertising revenue from Google AdSense, a program which targets ads
according to site content and audience. The vast majority of its videos are free to view, but
there are exceptions, including subscription-based premium channels, film rentals, as well as

YouTube Red, a subscription service offering ad-free access to the website and access to
exclusive content made in partnership with existing users.
Instagram:
Instagram is an easy-to-use mobile application that lets you capture and edit photos or videos
on your tablet computer or smart phone. You can then share your creations on Instagram or
other various social media websites, such as Facebook (which is currently Instagram's parent
company), Twitter, and Foursquare.
Instagram was initially designed to support social networks, but as its popularity skyrocketed,
it became a social network all its own. Instagram users can follow what other users post or
leave a "like" or comment on a photo or video that they find interesting. Or, if they feel like
being more private, Instagram users can require approval before other people are allowed to
see their posts, or send posts privately to specific other users with the "Instagram Direct"
feature. Instagram supports the use of hashtags, short words/phrases/abbreviations
preceded by the "#" sign that you can add to your posts or comments to help categorize them.
This not only makes them easier to find for you, but it also helps other people find them as
well! Blogger:
Blogger is Google's free tool for creating blogs. The main advantage to using Blogger is that
Blogger is completely free, including hosting and analytics. If you choose to display ads, you
share in the profits. You can use blogs for everything from updating your friends and family
about your life, giving your own advice column, discussing your political views, or relating your
experience in a topic of interest. You can host blogs with multiple contributors, or you can run
your own solo show. You can even use Blogger to make your own podcast Feeds. Although
there are fancier blog tools out there, the mixture of cost (free) and flexibility makes Blogger
a fantastic option. Setting up a Blogger account takes three easy steps. Create an account,
name your blog, and choose a template. You can host multiple blogs with the same account
name, so you only need to do that part once. This way you could separate your professional
blog about your business from your personal blog about dogs, for instance. You can also
upload pictures from your desktop and post them to your blog. Just drag and drop them from
your desktop into your post as you're writing it. You can also use Google Photos to embed
Pictures.
You can also make money directly from your blog, by using the tool AdSense to place ads
automatically onto your Blog page.
The amount you earn depends on your subject matter and the popularity of your blog. Google
puts a link to sign up for an AdSense account from within Blogger. You can also opt to avoid
AdSense, and no ads will appear on your blog, unless you put them there.
These are some of the most widely used social media platforms. There are several others as
well that have a large user base but offer pretty much the same services that the
aforementioned platforms do.2 Social Media Outreach: Key Stats
Here are a few statistics that help you understand the usage of Social Media platforms and
the outreach of Social Media on a global scale.
This is a bar chart describing the leading social networks worldwide, ranked by number of
active users (in millions).

Social Networks Penetration Rate by Global Regions
59
%
Penetration rate based on population

59%

