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Overview

The use of social media for communication, content sharing and collaboration is growing
exponentially worldwide. The most popular social media tools include: Facebook, Google+,
Twitter and YouTube. As of May 2013, Facebook possessed more than 1.11 billion users,
Google+ had more than 500 million users, Twitter had 500 million accounts, and over 6 billion
hours of video are watched each month on YouTube.

Government organizations in many countries have been using information and communication
technologies to improve public service delivery and governance processes. With the growth in
the use of social media tools, some government organizations have leveraged these tools to
communicate and engage more closely with citizens. This trend is driven by various societal
forces such as the growing complexity of problems that call for collaborative responses; the
increased demand on the part of citizens for more personalized and accessible services; and
the opportunities presented by the Internet and these social media tools to improve public
services and increase transparency. Through social media, government organizations can inform
citizens, promote their services, seek public views and feedback, and monitor satisfaction with
the services they offer so as to improve their quality.

However, many government organizations are still reluctant to communicate and engage with
the public through social media as it requires significant policy and governance changes, as well
as specific know-how, skills and resources to plan, implement and manage social media tools.

This guide is a supplement to Module 11 of the Academy of ICT Essentials for Government
Leaders, titled “Social Media for Development,” published by the United Nations Asian and
Pacific Training Centre for Information and Communication Technology for Development (UN-
APCICT). Module 11 introduces the concept of social media and various applications for social
and economic development. It also provides guidance in developing a social media policy,
including going through the process of agreeing on why your organization wants to use social
media and for what purpose, and devising social media strategies for selecting social media
tools, creating content, and addressing issues such as those related to security and privacy.
This supplementary guide provides practical “how-to” steps for starting up and managing social
media tools and technologies. It should be used after you and your organization have finalized
the social media policy and strategy. This guide will help you decide on the social media tools
to use and how to plan and implement the different social media tools.
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Objectives and Learning Outcomes

The main purpose of the guide is to help governments—particularly those in developing
countries—to implement a transparent, open and collaborative government using social media
tools. The contents of this guide are mostly technical in nature and deal with understanding,
implementing and managing social media from a government perspective. The guide is a
supplement to Module 11 of the Academy of ICT Essentials for Government Leaders, titled
“Social Media for Development.”

After reading this guide, you will be able to understand, configure and manage:

v" Popular social media tools (e.g., blogs and micro-blogs, social network sites and content
communities) to share government information;

v' Collaborative social media tools (e.g., wikis, cloud-based tools and social tagging) to
establish mass collaboration among different government organizations, and between
government and citizens; and

v' Analytical tools to monitor and measure social media activities.

Note: All the exercises in this guide are carried out in Windows 7 professional and Google
Chrome browser environment.
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Organization

Chapter 1 is a brief introductory chapter and aims to set the theme for the rest of the guide
by introducing three concepts related to social media use in the public sector: information
socialization, mass collaboration, and social transaction. In the subsequent chapters these
concepts are elaborated in detail with practical examples and exercises.

Chapter 2 introduces the concept of information socialization—the use of social media as an
informational and participatory channel to increase citizens’ awareness and engagement. Several
practical examples on understanding, configuring and managing various social media tools are
provided. Topics covered include, setting up a Twitter account for official use, setting up an
official Facebook page, setting up an official YouTube channel, and setting up an official blog.

Chapter 3 introduces a variety of ways to establish mass collaboration and crowdsourcing
through social media channels. The chapter demonstrates different ways social media tools can
be leveraged to increase mass collaborations among different government organizations, and
between government and citizens. Several practical examples on understanding, configuring and
managing various social media tools are provided, including setting up a wiki for collaborative
projects/use, setting up cloud-based services, and setting up Google Moderator.

Chapter 4 focuses on monitoring and measuring social media activities. Several social media
analytical tools are introduced to the readers. Topics covered include understanding and analysing
Twitter data, understanding and analysing Facebook data, understanding and analysing blogs
data, and Google Analytics.

Getting Started with Social Media Tools in Government






Chapter 1: Introduction to Social
Media-Based Government

Objectives

The purpose of this chapter is to set the theme for the rest of the guide by introducing social
media-based government and three concepts related to it: 1) information socialization, 2)
mass collaboration, and 3) social transaction. In the subsequent chapters these concepts are
elaborated in detail with practical examples and exercises.

After reading this chapter you will be able to:

v' Define social media-based government;

v' Understand the concept of socializing government information through social media
outlets;

v" Understand the concept of establishing mass collaboration through social media; and

v"Understand the concept of social transaction through social media.
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Introduction

What is social media?

Social media consists of a variety of tools and technologies that includes collaborative
projects (e.g., Wikipedia and wiki-spaces), blogs (e.g., WordPress) and microblogs
(e.g., Twitter), content communities (e.g., YouTube), social networking sites (e.g.,
Facebook and Cyworld), folksonomies or tagging (e.g., delicious), virtual game worlds
(e.g., World of Warcraft), virtual social worlds (e.g., Second Life), and all other Internet-
based platforms that facilitate the creation and exchange of user generated content (Khan,
2014). See Chapter 1 of Academy Module 11 on “Social Media for Development” for a
more detailed discussion on what is social media and the different types of social media.'

What is social media-based government?

Social media-based (SMB) government (commonly
known as Government 2.0) is the concept of leveraging
social media to provide government services to the
citizens, businesses and other government agencies.
Khan? defined SMB government as, “a governance
culture of transparency, openness, and collaboration
facilitated by social media.” In other words, SMB government is not just about establishing
social media presence (e.g., creating a Facebook fan page or a government Twitter account),
but it requires or should be complemented with a governance culture of transparency, openness
and collaboration. Maio® defined Government 2.0 as “the use of information technology to
socialize and commoditize government services, processes and data.” Maio* further suggested
that socialization of information can be achieved in three ways: 1) from government to citizen,
through opening government data to the public for creating public value through aggregation;
2) from citizen to government, by incorporating user generated data/information that is relevant
to the government processes; and 3) inside government, through using internal or consumer
collaboration platforms for internal socialization of knowledge.

Social media-based
government is a governance
culture of transparency,
openness, and collaboration
facilitated by social media.

How do governments around the world use social media?

Leveraging social media tools, SMB government can provide online services at various levels,
including government-to-government (e.g., government wide collaborative projects facilitated
by wikis), government-to-citizen (e.g., dissemination of critical information and news through
Twitter), government-to-business, and government-to-employee (e.g., using YouTube as a
training medium or using Google Moderator for brainstorming). These services can be categorized
mainly in three ways: information socialization, mass collaboration and social transaction
depending on the existence of e-government infrastructure, Web 2.0 complexity, and citizens’
engagement (see figure 1).

1 Emmanuel C. Lallana, Module 11: Social Media for Development, Academy of ICT Essentials for Government Leaders, Incheon,
2014. Available from http://www.unapcict.org/academy/academy/academy-modules/english-version.

2 G.F. Khan, The Government 2.0 Utilization Model and Implementation Scenarios, Information Development (SSCI), DOI:
10.1177/0266666913502061, 2014, p. 8. Download Author’s Version.

3 A.D. Maio, Government 2.0: Gartner Definition, Columbia: Gartner Research, 2009, p. 2.
4 Ibid.
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Figure 1. Government 2.0 Utilization Model

(Source: G. F. Khan, The Government 2.0 Utilization Model and Implementation Scenarios, Information Development (SSCI),
DOI: 10.1177/0266666913502061, 2014)

Information socialization

Information socialization is the concept of using social media tools mostly for informational
and participatory purposes. Social media is used by the public sector as an informational
and participatory channel to increase citizens’ awareness and enable them to monitor and
participate in government activities. Socialization of government information can be achieved
through establishing dedicated social media pages (e.g., Facebook fan page or Twitter account)
to delivery day-to-day information or news to the citizens. Chapter 2 discusses the use of
four popular social media tools (i.e., Facebook, Twitter, YouTube and Wordpress) to socialize
government information.

Mass social collaboration

Mass social collaboration is the concept of using the collaborative power of social media to
tap in the collective intelligence of the masses. Governments use social media tools to foster
mass collaborations among different government organizations, and between governments,
citizens and businesses at different levels. Mass social collaboration enabled through social
media can be instrumental in crowdsourcing, regulation, law enforcement, and cross-agency
collaborations. Chapter 3 discusses three popular social media tools (e.g., wikis, cloud-based
services and Google Moderator) to establish mass collaboration.

Social transaction

Social transaction is the concept of providing tangible online services through social media
channels. Currently, governments around the world hardly use social media for tangible
transactions (e.g., using Facebook to provide tangible services to citizens such as renewing
driver’s license and paying parking tickets). However, in the future, once the trust over social
media develops and technology is ready to serve the citizens, governments may consider it.
Discussing social transaction over social media is beyond the scope of the guide.

Getting Started with Social Media Tools in Government
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Monitoring and measuring social media activities

Enabling SMB government is the easy part. Measuring and sustaining it is the real challenge.
Chapter 4 focuses on monitoring and measuring social media. Several social media analytical
tools are introduced to the readers coupled with practical examples. Topics covered include
understanding and analysing Twitter data, understanding and analysing Facebook data,
understanding and analysing blog analytics, and Google analytics.
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Chapter 2: Information Socialization
Through Social Media

Objectives

The purpose of this chapter is to help you leverage social media tools for the socialization of
government information—using social media as an informational and participatory channel to
increase citizens’ awareness and engagement. Several practical examples on understanding,
configuring and managing various social media tools are provided.

After reading this chapter you will be able to:

v' Understand, configure and manage a Twitter account for official use;

v' Understand, configure and manage an official Facebook fan page to keep citizens
informed and engaged;

v' Understand, configure and manage an official YouTube channel; and

v" Understand, configure and manage an official blog.
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Twitter: Inform Citizens

What is Twitter?

Twitter is an online micro-blogging service that
enables users to send and read short messages
commonly known as “tweets.” A tweet is a text
message limited to 140 characters. Governments
from around the world use Twitter to keep citizens
informed by disseminating news and information
(see figure 2).

Twitter is a great way to keep
citizens informed.

Before getting started with Twitter, we need to understand some basic terminologies related to it.

Figure 2. Uganda’s Ministry of ICT Twitter Page

Twitter terminologies

Tweet

ATweet is a 140-character message posted via Twitter. You can also include links and pictures
in a Tweet. An example of a Tweet by the Presidential Palace of Afghanistan is provided below.

Getting Started with Social Media Tools in Government



Retweet (RT)
Aretweet is a re-posting of someone else’s Tweet or message.
Direct Messages
When you Tweet or write a message on Twitter, it is seen by everyone. However, a direct
message is a personal Tweet seen only by the sender and the recipient. It can only be sent to
people following you.
Following
Following are the people who you follow on Twitter. Following someone on Twitter means:
e You are subscribing to their Tweets as a follower.
e Their updates will appear in your Home tab.
e That person is able to send you direct messages.
Followers
Followers are people who follow you on Twitter. If someone follows you it means that:
e They will show up in your followers list.
o They will see your Tweets in their home timeline whenever they log in to Twitter.
e You can send them direct messages.
Mention
When another user includes your username preceded by the @ symbol in a Tweet, it is called

a “mention.” Your Mentions tab (on the Notifications page) collects Tweets that mention you by
your username so you can keep track of conversations others are having with you.

Getting Started with Social Media Tools in Government
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Setting up Twitter for official use

Setting up Twitter is a very simple process. Below are step-by-step guidelines to set up an official
Twitter page. Alternatively, you can watch this YouTube video on how to set up a Twitter account:

Step 1: You can either go to https://twitter.com/ and click the Sign Up button on the bottom
right (see figure below) or go directly to https://twitter.com/signup to sign up.

Welcome to Twitter.

New to Twitter? Sign up

|| Centerforsocial T

|| social_tech@gmail.com

- Sign up for Twitter |

Step 2: Fill in the first field with the name of your organization and provide your organization’s
e-mail (this will be used to verify and activate your account) (see figure below). In the password
box provide a strong password. In the last field, provide your Twitter username (i.e., Twitter
handler). Be thoughtful while creating a handler, think of a name that truly sums up your
organization. For example, NASA use the term NASA as the handler.

ownload on the ANDROIG APP ON

” D
' App Store J P> Google play

View other devices

Password Tip: How to create a strong password? This link provides a helpful password guide.

Getting Started with Social Media Tools in Government
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http://www.pcmag.com/article2/0,2817,2368484,00.asp

Step 3: Click Create My Account.

-

Congratulations! Your account is created now (see figure below).

Welcome, Center for social T. [ 23U

characters and can contain links like hitp://ftwitter com.

Getting Started with Social Media Tools in Government
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@ This is a Tweet Tweets are short messages that have up to 140
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Step 4: Click the Next button. Twitter will present you with a list of popular people to follow
(optional, you can skip it). If you choose to follow the suggested people, their Tweets will start
appearing on your timeline. Click Next to move on to the next step.

Build your timeline. Preview
Follow people to get their Tweets. amples of Tweets from people you choose to follow appear here. You'll see
| timeline once you're all set up

Start by following 5

Search for...

Gohar Feroz
Khan
(@afkhan

3 Follow

Aseef Yousufi

@Aseeffousufil AR

Lza

@LUCKYHON. . o iolon

2
%01 &

i ¥ Follow
@missA_suzy

Waheed Ahmad

B awaafa
[@awaarg

W Follow

Step 5: You will be given the option to follow people you know or search the Twitter users you
are interested in using keywords such as “government 2.0” given in the figure below. Click on
the Follow button next to the Twitter user that you and your organization would like to follow.

See who's here. Preview

Find and follow we wn people. | Examples of Tweets from people you choose to follow appear here. You'll see
your full timeline once you're all set up.

Waheed Ahmad

Try 5§ more y T :
Happy Eid day to all my Muslim friends. have a good one.

I =0 @missh suz

A 2 Fol A Zr@syivzaH: @missA_suzy B AN M Z2HSH_ED
SO HRIE M SRRl e 5 MEO|F DA EHE T S S S5t
ol i2 HH ==ww hitp /it co/NESxJ4xWdI"

government 2.0

Back  Results for: government 2.0

@ Government 2.0 ¥ Follow
Camp
@Gov20Camp

=4

L= 2El =2 =0 ol 2 A pip it cofiSiUyagsZw

gas2.0 [N ¥ Follow Aseef Yousufi ciisesfoisiii
o Bgas2 lora-zombie http://ft co/RswaRZ5ays ekl 5l Ja culs cuy il saalta

< (@fn10x @RoyaMahboob @Marziiya @Massoudi51

Getting Started with Social Media Tools in Government



Step 6: Verify your Twitter account. At this stage your organization’s Twitter account is created,
but not verified yet. Open your e-mail box and click on the verification link sent by Twitter.

Confirm your email address to access all of Twitters features. A confirmation message was sent to gohar.feroz@gmail.com.

Resend confirmation | Update email address - Learmn more

Center for social T I Tweets
View my profile page

Social Media Today (@ socialmedia2day 2h
Bill George, formerly of @Medtronic, counseled companies to ook
past shareholder value as the criterion of success. ow ly/pFFWn

Expand

0 10 2

TWEETS. FOLLL FOLLOWERS

Social Media Today @ =ociaimediaZday Zh
Forbes estimates that in 2013, $3.5 billion dollars will change hands
in the #sharing #economy. ow ly/pFFFD @paul_a_barsch

01214 @oisoo Expand
o Follow F
\ H Social Media Today @ socialmedia2day t

| Mashable SocialMedia & @m = = Using #SocialMedia to Market your "Unsexy" #8828 Company
o Follow |
Expand

| Who to follow - Refresh - View all

[

[#INFOGRAPHIC] via @spotlight535 ow ly/pFEND

Jedong Kim @keumkangkyung

o Foliow Seocial Media Teday csocialmediaZday 2h
One in 5 adults online report being a victim of a cyber crime.
Confirm your Twitter account, Centerforsocial! 1 Inbox x

Twitter <confirm@twitter com=
tome |~

P Images are not displayed. Display images below - Always display images from confirm@twitter com

Center for social T,
Please confirm your Twitter account

Confirming your account will give you full access to Twitter and all
future notifications will be sent to this email address.

Confirm your account now

Qr click the link below:
https:/ftwitter.com/account/confirm_emal
44CB7-138138

/Centerforsocial/SA4F6-

Forgot your Twitter password? Get instructions on how to reset it.
If you received this message in error and did not sign up for Twitter, click not my account.
Twitter, Inc. 1355 Market St., Suite 900 San Francisco, CA 94103

Getting Started with Social Media Tools in Government
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Step 7: Upload your profile picture. Click on the empty profile photo to upload an image (logo)
of your organization.

Add character. Preview
Upload a photo and ¢ i Examples of Tweets from people you choose to follow appear here. You'll see
& your Tull timeline once you're all set up.

Social Media Today 1
Bill George, formerly of @Medtronic. counseled companies to look
past shareholder value as the criterion of success.
http:/iit.co/AP9BQIpQar

Government 2.0 Camp iCc
16 Ideas for building data.gov drwen apps Submit and vote here:

hitp:/fbit ly/datagov #gov20 #opengov (via @corbett3000)

# ind Government World @GOVworld
E‘g Wondering it https /. co’ﬂ‘leF{WhZIS will slow to a crawl in the next

few days, weeks, .

Upload image

Maximum size of TO0K. JP
GIF, PNG.

. parenf.

Step 8: Write a short bio. Click on the area below your profile photo. Write a short bio about
your organization in 160 characters or fewer. It is useful to write your organization’s mission
statement here.

Add character. Preview
Upload a photo and i f Examples of Tweets from people you choose to follow appear here. You'll see
your full timeline once you're alf sef up.

4" . Social Media Today 0
Bill George, formerly of @Medtronlc counseled companies fo look
past shareholder value as the criterion of success.
: : hitp:/it co/AP9BQtpQaf
Upload image
Government 2.0 Camp (Go2
16 Ideas for building data.gov driven apps. Submit and vote here:
hitp:/ibit ly/datagov #gov20 #opengov (via @corbett3000)

Maximum size of 700K. JPG,
GIF, PNG.

Government World /GO worlc
Wondering if hitps:/t.co/iMBRVVNRZIS will slow to a crawl in the next
few days, weeks,

Waheed Ahmad awaafg
Happy Eid day to all my Muslim friends. have a good one.

{ =0| A

| o 20 A %"@sylanH' @missA_suzy S| AL ZeFEH L =
LIDFHZFEHIM BRI 2= = M2 0] 50t éﬁ%‘ﬁl-‘-oﬂg ~H e =3t
ol & Bl = ww hitp:/it co/NESRIAWL”
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Step 9: Click on the Settings icon on the top right of your screen. From the drop down menu,
click on the Edit Profile option. When you edit your profile, you can add more information
about your organization in the following ways:

e You can change your profile picture anytime. ] i ]

e You can customize your header photo. With Twitter your ultimate

«  You can update any information regarding your | 9@l is to have a high
organization, such as name, bio, website and n.u.mber of fOIIO_WGr.S_"e"
location. citizens, organizations and

e Click Save Changes when you have finished businesses listening to you.
expanding or changing your profile.

Your profile page also indicates:

e  The number of Tweets you have sent.
e  The number of people/organizations that you follow i.e., the followings.
e  The number of people/organizations that follow you i.e., the followers.

/7

Tip: With Twitter, you want to continually increase the number of followers—i.e., citizens,
organizations and business listening to you, so that the tweets that you post will spread more
quickly as more people read and retweet your posts. One way to increase the number of followers
is to follow a lot of people/organizations with similar interests to your organization, who in turn
may follow and inspire others to follow your organization.

Getting Started with Social Media Tools in Government
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Facebook Pages: Network with Citizens

What is Facebook?

Facebook is an online social network service or site founded
in 2004 by Mark Zuckerberg. With Facebook, registered
users can create profiles, upload photos and video, send
messages and keep in touch with friends, family and
colleagues. As of May 2013, Facebook had more than
1.11 billion registered users. Due to this exponential growth,
Facebook is becoming an important marketing and outreach
channel for all sorts of organizations.

What are Facebook pages?

A Facebook page is

a convenient and
effective way to network
with citizens.

According to Facebook: “Pages are for organizations, businesses, celebrities, and bands to
broadcast great information in an official, public manner to people who choose to connect with
them.” A Facebook page (or fan page) is a convenient and effective way to network with citizens

and keep them engaged (see figure 3).

Figure 3. Facebook fan page: Bangladesh’s Ministry of Information
& Communication Technology

To create a Facebook page, you need to first sign up as a registered user. For this, you can

use your organization’s e-mail address.

Getting Started with Social Media Tools in Government



Creating a Facebook page for your organization

Step 1: To create a Facebook page, go to http://www.facebook.com/pages/create.php.
Step 2: Next, select the Company, Organization or Institution option (as shown in the figure

below).

Step 3: Select the Government Organization option from the drop down box and write the
name of your organization (e.g., Ministry of Social Media), check the | Agree to Facebook
Pages Terms, and then click on the Get Started button (see figure below).

7
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Step 4: In this step, you will provide basic information about your organization. You should
include a description, a website address, and write a unique Facebook web address (this will
be used by users to find you on Facebook) (see figure below). Next, click the Save Info button.

2 Profile Picture 3 Add to Favorites 4 Reach More People

Tip: Add 2 description and website to improve the ranking of you in search.

Fields marked by asterisks {*) are required.,

This is the official Facebook Page of the Ministry of Social Media

add Another Site

Choose a unique Facebook web address to make it easier for people to find your Page. Once this is set, it
can't be changed.

http:/ fwww.facebook.com/| sms

Is Ministry of Social organizaiton a real or
This will help pecple find this organization, school or

ion, school or government? @ Yas () No

Ernment more easity on Facebook.

Will Ministry of Social organizaiton be the authorized and official representation of this ® Yas (0 Mo
organization, school or government on Facebook?
This is a legally binding statement regarding the authenticity and representation of this Page.

Step 5: Upload a profile picture. You can upload the photo (e.g., logo) from your computer or
a website. Choose a photo/logo that will represent your organization.

1 About 1 2 Profile Picture 3 Add to Favorites 4 Reach More People

rem——— s -
Mishea K - .

ssad Upload From Import From
Computer Website

Step 6: Add to Favorites. Add the page to your favorites and click Next.

1 About 2 Profile Picture } 3 Add to Favorites 4 Reach More People

FAVORITES
News Fead
@ Messages Add your Page to your faverites to
easily access it anytime.
Events 2

" Ministry of Social organizat...

~ Add to Favorites
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Step 7: Reach more people. You may choose to advertise your page on Facebook and select
a payment method. Otherwise, click Skip to move on.

1 About 2 Profile Picture 3 Add to Favorites ] 4 Reach More People

Advertise on Facebook to raise awareness
about your business and get more people
to like your Page.

Add a payment method now so it will
be easier for you to advertise when
you're ready.

Step 8: Congratulations: Now your Facebook page is created. You will be brought to the Admin
Panel. In the admin panel you can do the following.

e Edit page. With this option you can update your page, manage permissions, add
administrators to your page, manage notifications, use an activity log, and see a list
of banned users.

e Build audience. With this option you can invite your e-mail contacts, invite your Facebook
friends, share the page, or create an advertisement for your page.
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Step 9: Improving your page.® To improve your newly created page, you can do the
following:

e First, like your page to build support.

e Postamessage to give your fans more information. You can write a post in the comment
box and then click on the Post button.

e Upload some photos of your organization. To do so click on the Photos button.

e Upload a cover photo that will appear at the top of your page. Click on the Add a Cover
button on the right-hand and then click on Upload Photo.

e Invite your friends and fans. Here you can invite any existing friends on Facebook or
important contacts from an address book to view your new Page.

e Link the page to your organization’s website.

A1) Add a Cover

Ministry of Social Media | Update Page Info B} | & Like | | 3 ~ |

2 likes

Government Organization
This is the official page of the Ministry of Social Media.

2 [

About Photos Likes

5

http://www.socialmediaexaminer.com/20-ways-to-promote-your-facebook-fan-page/ provides useful suggestions on ways to
promote your Facebook fan page.
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YouTube Channel: Keep Citizens Engaged

What is YouTube?
YouTube is a video-sharing website on which users can
upload, view and share videos. It was created in February

2005 and is owned by Google since late 2006.

What is a YouTube channel?

A YouTube channel is a public online space (or page) on
YouTube. A YouTube channel allows you to upload videos,
leave comments, or make playlists. Governments from around
the world use YouTube channels in a variety of ways. For
example, it is a great way to educate citizens by uploading
training materials, awareness videos, information about your
services, or distribute political information outside traditional
media outlets. Khan Academy is a great example of the
effective use of educational videos on YouTube. YouTube has
a dedicated page for governments that provides useful tips
and guidelines on using YouTube (see figure 4).

YouTube channel

is a creative way to
educate citizens and
keep them engaged.

YouTube for Government

Use YouTube to engage your citizens

Welcome to YouTube

© Top 5 ways to use YouTube With more than 200 million Americans online,

political information is now regularly distributed Existing YouTube
?
g et o i outside of traditional media outlets. Government Government Channels
© Create a YouTube channel that officials can use YouTube to engage Americans of
represents you all ages and demographics. © SenateHub
€ Case study: innovative channel .
Check out the playlist below © HouseHub

(5] y(nd_el_rsganldinghyour audience:
ouTube Insight :
’ YouTube helps strengthen your online presence,

increases credibility, and establishes two-ways communications with your audience. You'll be

YouTube for Advanced Users able to engage with users through full-length videos and get instant feedback, comments and
opinions from your viewers.

€ Google Moderator on YouTube o .
You can use this site to learn the basics of YouTube — what you need to know to get started

© Case study: moderator interview — as well as advanced ways to get the most out of the site.

Annotations collaboration
© Create your own channel now

© Promoting your YouTube videos

Figure 4. YouTube for Government
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Creating a YouTube channel for your organization

Step 1: Go to http://www.youtube.com and click on the Sign-in button, and then click on
Create an Account.

Step 2: Provide the information as requested: name, e-mail and password, etc. and then
click Next Step. Once you click Set Up and all the information you provided is correct, your
account will be created.
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Step 3: To create a YouTube channel, click on My Channel located on the top right corner
(see figure below) and then click Create a Channel.

-

Step 4: Since you want to create an organizational channel, click on the To Use a Business
or Other Name option, as shown in the figure below.

Set up your channel on YouTube

How you'll appear +  What you'll get
&3 A YouTube channel

Japur name will appear on your YouTube channel along with
i and playlists. Learn more.

Touse a business or other name, click here,

Add photo ofile

. - ur channel comes with a public Google+ profile. It helps
Gender Birthday £/ friends find your videos and other content you share on

Google. Learn more
Other - January ~ 1=

v Google may use my account information to personalize
+1s on content and ads on non-Google web sites. About
personalization x
1 s ks ki i i

Step 5: Choose a name for your channel (e.g., Social Media Ministry 1), check its availability,
and then click the Create Channel button.

Set up your channel on YouTube

Choose a username for this YouTube channel. How you'll appear on YouTube
The name will appear on your channel, along with public Username: Check availability
videos and playlists for your business. band. or show. e AR I L e OB By S oot

About channels SocialMediaMinistryt

Username available!

Want to create a personal channel instead? Click here. Create channel

Getting Started with Social Media Tools in Government
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Step 6: Congratulations! Your channel is created.

(T Tube J88 Q Upload | ~ SocialMediaministry1

SocialMediaMinistry1

Walch Later

Watch History | 1 | Q) Add Channel Art
Playlists | | O Describe your channel

Q Addweb links

< = - i
0 subscribers il No views B video Manager & View as public Channel Setup Checkist

O setyour channel icon

What to watch

& Add channel art

My subscriptions
Featured Channels
Social
+ Add channels
B canns SocialMediaMinistry1 Related Channels
- a: «_. MBC Entertainment
Bl «ropsTar
PSY
o LOENENT Piog  subscrive
y
2% MBCentertainment LOEN MUSIC Officia...
LOEN [+ subscribed
& MBCkpop ubscribe
All activities ~ MBC K-POP
@= Mnet
Music
o SMTOWN Official Y...
Popularon YouT... SocialMediaMinistry subscribed to a channel Subscrive
& pev Channel v
Mnet Subscribe
Sports
i @Dnet wusic
World's #1 Music Channel

YouTubeMovieskR

B voutupesnowskr g
Step 7: Customize your channel. Click on the About button to provide some meaningful
information about the channel (e.g., organization description and website).

Step 8: Other things to do:

e Add a channelicon (i.e., logo or photo).

e Configure privacy settings (found in Account Settings).

e Configure connected accounts (found in Account Settings), so that when you post
something on YouTube it will automatically be posted on other social media platforms

(e.g., blog).
Tips: If you want to educate with YouTube, consider the following:®

o Ensure that your content is engaging. YouTube not only looks at the comments, likes
and shares, but also at how active people are when they watch your video and how
long they watch it for. It is a crucial metric that YouTube looks at to help rank your video.

¢ If your education videos only include screen-capture content or slides, then you are at
a higher risk of losing viewers. You need to combine a talking head along with slides
and illustrations.

6  Michael Stelzner, YouTube Success: How to Create a Successful YouTube Channel, Social Media Examiner, 23 August 2013.
Available from http://www.socialmediaexaminer.com/how-to-create-a-successful-youtube-channel/.
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Blogs: Talk and Listen to Citizens

What is a blog?

A blog (short for web log) is a type of personal website
on which an individual (or organization) posts opinions
and information. The information posted on a blog
can be in the form of text, images, videos and other
multimedia contents. The person who keeps a blog is
called a blogger, and the act of maintaining/updating a
blog is called blogging. The most important feature of
a blog is interactivity i.e., the ability of readers to leave
comments in response to a blog post.

Blog pages VS. posts

The individual entries or articles on a blog are called blog post. Posts are listed in reverse
chronological order on the blog home page. Whereas, pages are static and are not listed by date.
An ‘About page’ of a blog is the classic example. For more information visit: http:/en.support.

wordpress.com/post-vs-page/

Who provides blogging platforms? There are several companies that provide blog services.
The most popular ones are http://www.wordpress.com and http://www.bloggers.com. This link

The most important feature
of a blog is its interactivity
i.e., the ability of readers
to leave comments in
response to a blog post.

provides a list of more than 40 free blog platforms.

This guide will provide the steps for creating a blog on WordPress. On WordPress, you can easily
build and manage a professional-looking blog without any technical know-how or programming

skills.

Creating a blog for your organization

Step 1: Go to http://www.wordpress.com and click on the Get Started button.

Sign up and start publishing now.

Watch a video

d  Already blogging? Sign in.

Signin

Discover what our top WordPress.com bloggers have been writing about Discover WordPress

Themes - Store - Features - News - Stats - VIP - TermsofService - Privacy Policy

An AUTOMATTIC App
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Step 2: Next, provide the requested information—organization’s e-mail, username, chose a
strong password, and provide a meaningful blog address, and click on the Create Blog button.

Note: If you want a custom blog address (e.g., http://www.ministryofsocialmedia.gov), you
may need to buy it. In this exercise, we chose the free option i.e., http://ministryofsocialmedia.
wordpress.com. However in future, you can change to a custom blog address anytime.

nemaiito 3

< triple theck

E-mail Address <

ministryofsocialmedia@gmail.com

Username

ministryofsocialmedia

Password
wrrseanen

-

Blog Address

ministryofsocialmedia‘

Thinking about upgrading?
‘Save some cash with WordPress.com Premium.

Free Blog
Domain Mame & Mapping

10GE Space Upgrade

beo Ads

Custom Desin

VideoPress

Create Blog Upgrade

Save 41%!

Step 3: To complete the registration process, open your e-mail and click on the activation link
sent to you by WordPress.

Themes  Support MNews Features SignUp Loglin

Now Check Your E-mail to Complete Registration

An e-mail has been sent to ministryofsocialmedia@gmail.com to activate your account. Check your inbox and click
the link in the message. It should arrive within 30 minutes. If you do not activate your account within two days, you
will have to sign up again.

Didn't get your email yet?

32 Getting Started with Social Media Tools in Government


http://www.ministryofsocialmedia.gov

Step 4: After you click on the activation link you will be brought to the page shown in the figure
below. Here, write a blog title (it will appear at the top of your blog), provide a brief description

about the blog, and select a language for your blog (check if your local language is available
in the dropdown box). Then click Next Step.

Set up your blog

Blog Title Ministry of Social Media
Tagline (optional) This is the official blog of the ministry of social media
In a few words, explain what your blog is about.
Language

en - English E|

Which language will you be blogging in

Next Step—

Step 5: Choose a theme for your blog from available options (you can always switch to a
different theme later), and click Next Step.

Choose a theme

Click on a thumbnail to choose a theme for your blog. No need to over think it; you can always switch to a
different theme later.

«— Back to previous step Mext Step —-
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Step 6: After you choose a theme (e.g., Reddle theme), you will be provided with an option to
customize it (see figure below). At this stage click Next Step. We will go through the customization
later on (see step 27).

Customize Reddle

‘You've selected the Reddle theme! Now you can customize it to make it look exactly how you'd like. If you
change your mind and want to choose a different theme, use the “Back to previous step” link below.

Customize It

Reddle
More about Reddle...

Everything about Reddle’s minimal design
elegantly adapts to how you want to use
your blog and what you want to use it for.
Want to use your blog for a simple one-
column link blog? A two-column business
a custom header and no posts?
Reddle can do that too — and look good
ittoo.

» Custom Colors

MoT oW T oF s s

* One Column

e + Right Sidebar
o » Two Columns

+ Back to previous step Next Step —

Step 7: Next, you will be provided with an opportunity to connect the blog with your organization’s
Twitter and Facebook pages (created earlier); so that when you publish a post, it will be
automatically shared on Facebook or Twitter. It is a good practice to connect your blog with
other platforms. Click on the Connect with Twitter button. Repeat the same step for connecting
Facebook and click Connect with Facebook.

Share your blog posts with family, friends, or followers

Connect your accounts so that when you publish a post it be automatically shared on Facebook or
Twitter. Blog posts that are shared get 50% more likes, comments and views.

Select an account to connect:

W Connect with Twitter Kl Connectwith Facebook

«— Back to previous step Next Step —
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Step 8: To connect the blog to your organization’s Twitter account, provide your organization’s
e-mail or Twitter account (handler) and password, and click on the Authorize App button, and
once the authorization is done click Next.

Err

3 @ Twitter / Authorize an application - Google Chrome L = |El m
savf |

Tﬁitter, Inc. [Ué]i hitps://twitter.com/oauth/authorize?oauth &,

Sign up for Twitter »

Authorize WordPress.com to use your I

account?
S
WordPress.com
@ By Automattic
E publicize wp_com/

This application will be able to: i
+ Read Tweets from your timeline.

« See who you follow, and follow new people.
« Update your profile.

+ Post Tweets for you.

e
n

ministryofsocialmedia@gmail.com

Remember me - Forgot password?

Cancel

Step 9: Next, you will be given opportunity to create your first post. Before that, it is recommended
that you configure the blog first, so click Finish.

Create your first post

Let's create the first post on your blog. What would you like to post?

-~ = i | 14 &
Text Photo Video Quote Link

Looking for inspiration? Inspire me!

+— Back to previous step
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Step 10: After clicking Finish, you will be brought to your blog’s dashboard. Here, click on the
My Blog option.

Stats =~ MyBlog  Freshly Pressed @ New Post

Welcome to your Dashb.

New posts you publish will appea, . the Reader stream below. You'll also see new posts READER
from other blogs that you are following. You can visit your blog by using the 'My Blogs'
menu above.

Done

Blogs | Follow Posts 1 Like

Blogs | Follow EDIT

Comments | Made

# Blogging Dally Prompts Inspiration Photography Post Ideas Postaday Topic Id Frechly Pressed

Recommended Blogs

Daily Prompt: Michelangelo's YOU

Your personal sculptor is carving a person, thing, or event from the last month of your Find Friends
life into the glistening marble of immortality. What's the statue and what makes it so
significant? 42 S Con ts. and 65 [ik
Lo TAGS
3 hours ago on The Daily Post JE Like ‘g5
Enter a tag.. o

Explore Topics

Step 11: In the My Blog menu, you will be able to see the new blog you have just created. In
its current stage, your blog has only one page and needs a lot of configurations.

@ Reader  Stats MyBlog  Freshly Pressed & New Post -

Ministry of Social Media

My Blog

Blog Admin - Check Sty sge Comments - Change Appearance

Here's an overview of your
blog. Don't forget that you

can create another blog at Create a New B\og

anytime. Start posting to a new blog in seconds.
GET UPGRADED DO MORE COMMUNITY COMPANY FROM G UR BLOGS
Features Support Qur Sto Daily Prompt: Michelangelo's YOU
. pp ‘- ry y p g
Store Forums Privacy Daily Prompt: Blogger in a Strange L.

Step 12: To configure your blog, click on the Blog Admin option available below your blog name.

@ Reader  Stats MyBlog  Freshly Pressed @ New Post -

Ministry of Social Media

My Blog

Blog Admin - Check Stats - Manage Comments - Change Appearance

Here's an overview of your
blog. Don't forget that you
Create a New Blog

Start posting to a new blog in seconds,

can create another blog at

any time.
GET UPGRADED DO MORE COMMUNITY. COMPANY FROM OUR ELOGS
Features Support Qur Stol Daily Prompt: Michelangelo's YOU
. e - ‘ : -
Store Forums. Privacy Daily Prompt: Blogger in a Strange L.
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Step 13: Clicking on Blog Admin will bring you to the blog’s dashboard (see figure below).
Here you can carry out several administrative tasks e.g., creating blog pages and blog posts,
and designing blog layout. To return to your blog homepage, click on the name of your blog
(e.g., in this case Ministry of Social Media) on the top left corner.

&)  Ministry of Social M.

| Welcome to WordPress.com!

You are now in your blog's "dashboard” where you can write new posts and control
lots of important settings and features.

Your dashboard address is only visible to you and it's at:
ministryofsocialmedia.wordpress.comswp-admin/

Need help getting started? Visit our zero-to-hero guide

Have any technical guestions? Qur documentation pages are open 24/7

Creating blog pages

Step 14: To create your first blog page, click on the Pages option given at the centre left of
the dashboard and then click Add New.

@ Dashboard Dashboard

Home

Commer ; viade
A custom domain name makes your site easier for |

Register indiescentblog.com for only $18 per year,
Akismet Stats At a Glance
Omnisearch PN .
52 Posts Il 4Pages
= Store B 17 Comments

WordPress.com running Blaskan theme.

A Posts
et has protected your site from 570 spam comments already.
£y Media ! !
+ There's nothing in your spam queue at the moment.
Links
Pages lowed C}J 8.71 MB (0%) Space Used

P comments
= Feedback

Recently Published

¥ Appearance
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Step 15: Next, you will be brought to the Add New Page window. Here, provide a meaningful
name (e.g., Introduction) for the new page and write some description of the page (or content
that you want to include in this page) (see figure below). After you are done, click the Publish
button available at the right middle corner (leave other options default).

N\
N\ 7

Step 16: To see the new page you just created, click on Pages and then on the All Pages
option available at the centre left corner of the dashboard.
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Step 17: Next, you will see the new page you have just created (i.e., Introduction).

Note: By default, WordPress creates the About page for your blog (see figure below).

Create more pages by clicking on the Add New option at the top left corner, next to the Pages
option.

) Ministry of Social M. ..

4 Dashboard Pages s
Store All(2) | Published (:

Posts Bulk Actions  [=] | Apply Show all dates [¥| | Filter
Media Title

Links About

B Pages

All Pages

Introduction

Add New

Copy a Page Title

B Comments Bulk Actions  [=] | Apply

Configuring Menus

In order for your readers to find these pages easily, their titles need to appear on the navigation
panel of your blog site. In this Reddle theme chosen, the navigation panel is at the top of the
blog site. In other themes it may be on the left or right of the blog site.

Step 18: For the page titles to appear on your blog site, you need to configure the Menu option.

To do so, click on Appearance and then click on the Menus option available at the bottom left
corner (see figure below).

N\
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Step 19: You will see that a menu (i.e., Menu1) is available to you by default. To enable this
menu, click on the Create Menu button.

©) mistycfsocalm.

GoPremium | Newpost M minstryofocaimedi. | Q

Screen Options Help
Edt Menus
= store
4t your meny o2lo,or cr2atea rew mznu.
Media Ty
s s Menu Structure
i Most Recent View All - 5earch
e Edit your default menu by adding or removing items. Drag each item into the order you prefer. Click Craate Menu to save your changes.
rtroducticr
Feedback About
Home Cosom v
| & Appearance Select All #edtoMeny
So—— About Page v
Links
¥ Introducton Poge v
Categories

Step 20: Check the Automatically add new top-level pages to this menu and Primary Menu
boxes available under the Menu Settings and then click the Save Menu button. After this, the
title of any new pages created will be automatically added to your blog’s navigation menu.

) Minstrycf socia

GoPremum| Newrost #  miistyofscazimedi. ] O

i Sereen Options Hzlp
el EditMenus  Wanege Locatians

ditycur menu below,or rzateanew reny

_ Mot et

Most Recent | View All  Search Menu Structure
Crag ezch item irto tha crder you prefer. Click the arrow on tha right of the item tc reveal additional configuraticr options.
ntroduction
Aoout Fome Custom v
I Adc totenu
e Aboue Pz v
Links :
Intvroduction P v
Categories
Menu Settings

Auroadd pages ¥ aomaticllyadd new top evel pages toths menu

o Privary Menu

Step 21: To see your newly created blog and the menus (pages), click on the name of your
blog appearing in the top left corner of the dashboard.
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Step 22: This will bring you to your new blog (see figure below). You can see that the blog now
has three menus (or page titles), one that you created (i.e., Introduction), and two created by
Wordpress by default (i.e., Home and About). New blog posts will appear in the homepage and
the other pages created will remain static. You can add as many pages as you want. Your blog
address is: http:/ministryofsocialmedia.wordpress.com/.

Ministry of Social Media

THIS 1S THE OFFICIAL BLOG OF THE MINISTRY OF SOCIAL MEDIA

Home About Introduction

Introduction

Welcame to the social media ministry's official blog, This blog will be used te past useful information abaut the the ministry.

Thank You

Share this: Press This | [ Twitter [ Facebook Goagle
Like this: *Like

Be the firstto like this.

Leave a Reply

Blog at WordPress.com. | The Reddle Theme.

Creating blog posts
Step 23: To create a blog post, you need to go back to the dashboard. You can do this by

clicking on the name of your blog appearing in the top left corner of the window and then click
on Dashboard.
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Step 24: Once in the dashboard, click on Posts and then click on the Add New option (see
figure below).

N\

Step 25: Write a title and body of the post (see figure below). You can include multimedia (e.g.,
pictures and videos) by clicking on the Add Media button. You may also include some tags at
the right bottom (they will be used for searching purpose).

On the top right, there are the options to Save Draft and Preview the post to see what it will look
like to readers. Once you are satisfied with the post, click on the Publish button available on
the right side. This will publish your post online and the post will be available over the Internet.

Note: Once the post is published online, you will still be able to edit and make changes to the
post.

N\ 7
\
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Step 26: As mentioned earlier, the post will now appear on your blog’s homepage.

Ministry of Social Media

THIS IS THE OFFICIAL BLOG OF THE MINISTRY OF SOCIAL MEDIA

Home About Introduction

9 Hello World

‘We have created a new blog for you. Please let us know your opinion on it.
Thank you,

Ministry of Social Media

Share this: Press This [ Twitter 1| g Facenook [Bl Google

Like this: > Like

Customizing your blog

Step 27: In its current form, your blog is in a very rough shape. To give it a more professional
touch, you need to customize it. With customization, you can do the following:

e Manage themes (overall appearances)

e Manage logo and background image

e Manage colours and fonts

e Manage widgets”

Managing themes

Step 28: To change themes, go to the blog’s dashboard. There are two ways to go to the blog’s
dashboard. 1) If you are already logged-in, follow step no. 21. 2) If you are not logged-in, go
to http://www.wordpress.com and login with your username and password; next, click on My
Blog and then on Blog Admin (for details see steps 10 to 13). This will bring you to the blog’s
dashboard.

7  Widget is a small block that performs a specific function. A widget may contain some simple static content like a newsletter
subscription form, introductory text and advertisement, or some dynamic content such as a list of recent tweets from your Twitter
account, tag cloud and calendar. Widgets can be placed in the widgetized areas of your theme, which is mostly in the sidebar,
but it can also be in other areas in your theme. The available widget areas that you have will vary from theme to theme. Most
WordPress themes are widget ready and have multiple widget areas. However, themes are not required to have widget areas.

If you do not see any widget areas, then it means that your theme does not support widgets.
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Step 29: Once in the dashboard, click on Appearance available at the bottom left side and
then click on Themes available at the top of the menu (see figure below).

Step 30: In the Manage Themes window, you can see your current theme (which in this case is
Reddle). You may choose a different theme from the available ones and click on the Activate
option available below the theme. However, changing themes frequently may not be a good
idea. It is recommended that you choose one theme that best represents your organization and
stick to it. Also, some themes require payment.

@) Ministry of Social M

Dashboard Manage Themes

Store

Posts

Media

Links | I | Everything about Reddle’s minimal design elegantly adapts to how you want to use your blog and
o what you want to use it for. Want to use your blog for a simple one-column link blog? A two-
ages

column bu

te with a custom header and no pests? Reddle can do that oo — and look
Comments

| @ mEee— » |
— s |

| Appearance

£00d doing it too. Read more about Reddle —+

Themes
i Available Themes
Trending | A-Z | Popular | Newest | Premium | Friends of WP.com
Heoder Browse themes trending right now based on Getivations, popuIarTTy, and i
d
gn
Traveler
Us:
Tools
ttings
O ©

Eventbrite Multi Event Eventbrite Single Event InfoWay Traveler
Activate | Live Preview = Details Activate | Live Preview  Details Purchase (370) | Live Preview Details Purchase (§79) | Live Preview = Details
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Step 31: To customize your theme, click on the Customize button below your chosen
theme. This will bring you to the customization window as shown in the figure below.

i©x
T

Ministry of Social Media

THIS IS THE OFFICIAL BLOG OF THE MINISTRY OF SOCIAL MEDIA

Custom
Design

Home About. Introduction Colors

BGImage

Menus

B Hello World fen
Sile Title

We have created a new blog for you. Please let us know your opinion on it.
Thank you,

Ministry of Social Media

Tagaed Ministry of social media, new blog, opinion

Edit

Blog at WordPress.com. | The Reddle Theme.

Cancel

Step 32: In the customization window, you can manage colours, background (BG) image,
menus, fonts, and site title. Make the necessary changes that you want and click on the Save

button available at the bottom right corner.
Managing widgets

Step 33: To manage widgets, click on Widgets available in the Appearance menu.

New Pq

o Premium

@) Ministry of Social ..

ehboard Manage Themes

| : | Reddle

Everything about Reddle’s minimal design elegantly adapts ta how you want ts use your blog and
se it for, Want to use your blog for a simple one-column link blog? A two-
with & custom header and no posts? Reddle can do that tao — and look

good doing it 5d more sbout Reddle —

Eventbrite Multi Event Eventbrite Single Event InfoWay Traveler
Activate | Live Preview  Details Activate  Live Preview  Details Burchase (5 Live Preview  Details Burchase (579) Live Preview Detsils
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Step 34: To add the available widgets to your blog, drag and drop it in the designated areas
(i.e., Sidebar 1, Sidebar 2, First Footer Area, etc.) available on the right side of the window
(see figure below).

Widgets

Available Widgets

Drag widgets from here to o sidebar on the right to activate them. Drag widgers back here to deactivate them and delete their settings.

About.me Widget

Display your about.me profile with

thumbnail

Authors.

Boxnet file sharing

Share your Box.net uploads with your
wisitors directy on your blog,

Contact Info

Display your location, hours, and

contact information.

authors with avatars and

Akismer Widget
Display the number of spam comments
Akismet has caught

BandPage

Display your BandPage content

Calendar

Acalendar of your site’s posts

Custom Menu

Use this widget to add one of your
custom menus as 3 widget.

Archives

Amonthly archive of your site’

Blogs | Follow
Display linked irmages for the blogs you
follow

Categories

Alist or dropdown of categories

del.icio.us

Adds 3 sidebar widget to display
del.icio.us links

Screen Options Help
Sidebar 1
Author Grid
Show a grid of author avatar images.
Sidebar 2

Blog Stats e
First Footer Area

Show a hit counter for your blog

Second Footer Area
Category Cloud

Your most used categories in cloud
format.

Third Footer Area

Display WordPress Posts Widget

Displays a st of
another Wordl
enabled blog

posts from
or Jetpack-

Step 35: In the example below, Search, Calendar and Category Cloud widgets are added
to Sidebar 1. And to Sidebar 2, the Facebook Like widget is added. Note that some widgets,
such as the Facebook Like widget requires additional information (e.g., your Facebook page
link) to work properly. Remember to click the Save button appearing below every widget.

Author Grid

Show a grid of author avatar images.

Blog Stats

Show a hit counter for your blog.

Category Cloud
Your most used categories in cloud
format,

Display WordPress Posts Widget
Displays a list of recent posts from
another WordPress.com or Jetpack-
enabled blog

Follow Blog

Add an email signup form to allow
peopleto f

Gravatar

Insert & Gravatar image

Internet Defense League
Show your support for the Internet

Defense League.

Music Player

rofsocialmed

Screen Options Help

Sidebar 1

Search

Calendar

Category Cloud

Sidebar 2

An optional second sidebor areo

Facebook Like Box: Find us Facebor ¥

Title

Find us Facebook

Facebook Page URL
httpsyivwwnwfacebook.com/smss
The Like Box only works with Facebook

Pages.
Wwidth | 200 Spx
Height| 432 {px

Color Scheme | Light El

~| Show Faces

Show profile photos in the plugin.
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Step 36: Go to your blog and check the newly added widgets (to go to your blog, click on the
name of your blog appearing in the top left corner of the dashboard). In this Reddle theme, the
newly added widgets appear on the right side of the blog (see figure below).

Adding a header image

Step 37: Click on the Header option available in the Appearance menu. This will bring you to
the Custom Header window as shown in the figure below.

il i 2
Custom Header
| Header updated. Visit your site to see how it looks,
A Posts
Header Image
Media
Links Preview
I} Pages
F e Ministry of Social Media
=| Feedback THIS IS THE OFFICIAL BLOG OF THE MINISTRY OF SOCIAL MEDIA
Selectimage You can selact an image to be shown at the top of your site by uploading from your computer or choosing from your media library. After selecting .

Images should be at least 1120 pixels wide. Sugzested width is 1120 pixels. Suggested heightis 252 pixels.
Choose an image from your computer

Choose File | No file chasen

Or choose an image from your media library

Choose Image
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Step 38: Click on the Choose File button and select a picture from your computer and click
Open.

Step 39: Next, click Upload.

Custom Header
| Header updated. Visit your site to see how it looks.

Header Image

Preview

Ministry of Social Media

THIS IS THE OFFICIAL BLOG OF THE MINISTRY OF SOCIAL MEDIA

Select Image ‘You can select an image to be shown at tl

p of your site by uploading from your computer or choosing from your mec
Images should be at least 1120 pixels wi

ested width is 1120 pixels. Suggested height is 252 pixels.
Choose an image from your computer:

Choose File | logo-netwrk.png Upload

Or choose an image from your media library
Choose Image
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Step 40: If the picture is larger than the area click Crop & Publish, otherwise click on the Skip
Cropping, Publish Image As Is option.

Crop Header Image

Choose the part of the image you want to use as your header.

[ ””m"'"“-'Efﬁn‘rﬂ.l_“-whemw}wﬂqé; ................. ’. ............................ |:|

Mishea RK. wyaraghavan '-ga.;c NS
o
H:rg;l_.'(éf T

Banenee S Ry E

R
P Khan T * Nand 7K LNy

Mashraqui SH
\a\ nmé}a 5P,

gl

Dev Bnh:mbwnmior

@ TG Skip Cropping, Publish Image as |s

Step 41: Go to the blog and check the header image you just uploaded. It will appear on the
top of the blog, below the name of the organization (see figure below) (to see your blog, click
on the name of your blog on the top left corner of the dashboard).

Ministry of Social Media

THIS IS THE OFFICIAL BLOG OF THE MINISTRY OF SOCIAL MEDIA

T R

Home About Introduction

B Hello World
We have created a new blog for you. Please let us October 2013
know your opinion on it. MoT w T F s s
1 2 3 4 6
7 8 9 10 11 12 3
14 15 16 17 is8 19 20
Thank you,
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Step 42: Go to the blog’s dashboard and click on the Settings option. Here you may configure
several things (e.g., general, writing, reading, discussion, media and sharing) according to your
requirements.

Other resources
° 16 top tips from blogging experts for beginners

e Top tips for a successful blog
e  Making your blog more visible over the Internet through SEO (Search Engine Optimization)

Getting Started with Social Media Tools in Government


http://blog.bufferapp.com/blogging-advice-for-beginners-from-16-experts
http://www.theguardian.com/culture-professionals-network/culture-professionals-blog/2011/nov/17/top-tips-successful-blog
http://searchengineland.com/guide/what-is-seo

Chapter 3: Mass Collaboration through
Social Media

Objectives

The purpose of this chapter is to introduce a variety of ways to establish mass collaboration
and crowdsourcing through social media channels. The chapter demonstrates different ways
social media tools can be leveraged to increase mass collaborations, particularly inter-agency
collaboration.

After reading this chapter you will be able to:

v" Understand, configure and manage a wiki (e.g., Google wikis);

v' Understand, configure and manage cloud-based tools (e.g., Google Docs, Dropbox
and SkyDrive); and

v" Understand, configure and manage Google moderator.

4 %

T ORI TS '(/

%,
/,

ve.

UNITED NATIONS
APCICT-ESCAP




Wiki: Collaborative Knowledge Sharing

What is a wiki?

Wiki is a type of website created collaboratively by a .
community of users allowing them to add, modify or Wikis are a_great way
delete content. Wikis are a great way to communicate and to commuplcate and
collaboratively work on projects with other people. A good CO”_aborat'_Ver work on
example of collaborative wiki is http:/www.wikipedia.com. | Projects with other people.
Wikipedia has more than 30 million articles in 287 languages

written collaboratively by volunteers around the world.

However, Wikipedia is just one type of a website built on the wiki model. There are several other
notable wikis. This link lists several websites that use the wiki concept/model.

In this guide, we will create a project wiki using Google Sites.
Setting up a wiki project

Step 1: You need to have a Google account to create a wiki with Google Sites. Go to the
http://www.sites.google.com and login with your Google account.

Google

One account. All of Google.

Sign in to continue to Google Sites

socialmediaministry@gmail.com

Stay signed in Meed help?

Create an account

One Google Account for everything Google

BEMD 2> H
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http://www.wikipedia.com
http://en.wikipedia.org/wiki/List_of_wikis
http://www.sites.google.com
http://www.sites.google.com

Step 2: Once you login, click on the Create button to start creating your own wiki.

Sites

My Sites

Thinking of creating a website?

Google Sites is a free and easy way to create and share webpages. Leam more.

Deleted Sites

Step 3: Google Sites has different templates that you can choose from for your wiki. To start
creating your wiki, select Project Wiki and then click Select (if you cannot see the Project Wiki
option then click on the Browse the gallery for more option) as shown in the figure below.

m e

Select a template to use:

Browse the
gallery for
more

Blank template Classroom site'Q Soccerteam'Q

Spring Floral
Wedding
Instructional 'Q,

Select a Site Templzte

Sublic

Q

Featured Pul allyour clsss formeton together - one

Business collaboration place. Stay connected with pa

Adtities & events Professional site template
| Give yourselfan online presence. Includes
Rl tesimonias, apizceto snowcase

Schools & education
Clubs & organizatians

Personal afamily Project wii

e @] Pul all your project inforration tegether n one
Govemment &nomarofts | place and stay comnected
2oliey Soccer team
Collectall ourteam infornation n one place.
Keep your ‘sam members and fa
_anguage
Engish US) *

Intranet Site Template
| Pul your companys information fogether into a
single place with ts intran

Outdoor club template
% Keep your 2ub connectec with this centra place
to share al types of inform.

Spring Floral Wdding Instructional
Use this template to get ajump start on wedding
planning
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Step 4: Specify a name that best describes the purpose of your wiki (e.g., Social Media Project)
and specify the site location (web address). Then click on More Options and write a meaningful
description for your wiki. Finally, type the security code in the box provided and click the Create
button at the top left of the window as shown in the figure below.

Browse the
gallery for
more

Classroom site ' Soceer team '@

Elank template Spring Floral
Wedding

Instructional '@

Fraject wiki

Name your site,

Site location - URLs can onjuse

nttpe: ot

+ Select s theme

- Mor= options

Site description

This is the sodisl media projsdt imel

This site contsins meture content only suitable for adults.

Type the cade shawn:
.

“Roon
o —

Step 5: After clicking on the Create button, your wiki will be created with some default settings
as shown in the figure below. You can use the default wiki template and customize it for your
own collaborative projects. For example, you can add a project description and information
about the teams. You can also add a time tracker, publish project updates and upload related

54

documents.

Social Media Project

Project Definition Home

The Team
To-Dos

Time Tracker
Project updates
Files

Benchmark Dates

Sitemap ] FO Ru B 05

momiide By 2950) 0

-

1109

days since
Project Due Date

Tip: How to replace these images with vour own.

Laorem ipsum dolor sit amet,
consectetur adipiscing elit. In
tincidunt nisl felis. Praesent
laoreet mollis justo id ornare
Curabitur congue, odio vel
faucibus interdum, felis magna
euismod ante, id dignissim
lectus libero id nisl. Nunc justo
arcu, eleifend in congue id,
tempus et lorem. In uliricies tincidunt posuere. Duis ut
commodo urna. Vestibulum tellus felis, faucibus eget

blandit eu, egestas eu mi. Proin posuere adipiscing

27 mollis. Nam sit amet neque erat. Nulla ac fringilla est.
Suspendisse lacinia cursus imperdiet. Maecenas id
Learn more about working with ultricies eros. Mauris lacinia nibh et nunc porta laoreet
templates. facilisis ipsum consequat Praesent id felis in ligula

vestibulum hendrerit. Suspendisse tincidunt velit ut mi
bibendum nec commodo sem consequat

 a

Image One

Join the Discussion

How to change this sidebar.

Tip: How to insert abjects like these in your page

Owner Description  Due Date Complete

Julie Survey October 28, L

Search this site

One last rally... Lorem ipsum dolor sit
amet, consectetur adipiscing sit. Cras sem
nunc, vehicula et tncidunt ac, sagittis eget
risus. Nullam ac nunc sem, non varius felis.
Prassent sleifend scelerisque urna, in

Posted 4 minutes age by ministy socis|

We're on target... Lorem ipsum dolor sit amet, consectetur
adipiscing elt. Nunc tristique fortor eget nulla eleifend feugiat.
Donec nulla felis, vulputate fringilla ultrices id, congue et odio.
Integer urna orci, pellentesgue eget...

Fested 4 minutes ago by ministry sacial

The results of our survey... Lorsmipsum dolor sit amet,
consectetur adipiscing elit. Nunc tristigue tortor eget nulla
eleifend feugiat, Donsc nulla falis, vulputate fringila ultrices id;
congue &t odis. Integer urna orci pellentssque sgat

Pested 4 minutes ago by ministry social

We only have 10 days left... Lorsmipsum dolor sit amet,
consectetur adipiscing eiit. Nunc tristique tortor eget nulla

eleifend feugiat. Donec nulla felis, vulputate fringila uftrices id,
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Customizing the wiki

Step 6: Start by clicking the Edit Page button available at the top right corner.

Step 7: The site editor lets you insert objects (e.g., pictures, links, table, charts, etc.) and
customize the site layout, colour, fonts and theme.

Insert Format Table Layout

Normal

=
N
c
>
>
b
i
i
il
I
L]
]
il

L amis

‘Search this site §

Project Definition
The Team
To-Dos

Time Tracker
Project updates

Step 8: For example, to change the header image, first remove the default image by clicking
the X button available below the picture as shown in the figure below (Note: the X button will
appear when you click on the picture).

Home

Project Definition
The Team
To-Dos

Time Tracker
Project updates
Files

Benchmark Dates

St b ; IMAGESUSED FO Re 05

1 1 09 (Meximom widthq28px)
S B, gy
i w Y

days since
Project Due Date
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Step 9: Once the default image is deleted, click the Insert menu and then click on the Image
option.

Step 10: Next, click on the Upload Images button, select an image from your computer, click
the Open button, and then click OK.

Add an Image

athe

@ Uploaded images

Web address (URL)

Upload Imag

Alt text (optional)

Cancel
— M e | =
@me Deskiop » - [3] [ Search Deskiop P2
Add an Image T
Organize v New folder C
. =] Whcrosolt Word 247 e
¢ Faverites 339KB
K\ . @ Downloads Z __ citations.jpg
S Ci B % oropbex D specimoge
@® Uploaded images s %] Recent Places | = 468 KB
& SkyDrive Copyright_Form.pdf
Web address (URL: = Dkyk‘ = | Adobe Acrobat Document
eskion 170 K8 3
cropped-logo-netwrk.png
@ Libraries 4% | PNGImage
Documents 185 KB
o Music cropped-new-logol.png
Upload Imagey; [&] Pictures o] PNG Image
B videos o5 194 K5 hd

Alf text (optional) File name:  cropped-logo-netwrk.png ~ |AlFiles -
‘

Cancel is
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Step 11: Adjust the size of the image if necessary using the option available below the image,
and then click the Save button.

Home

Insert Format Table Layout

i
Ikl

e Normal - 10pt -/ r U A- RN oo I e

Social Media Project

Project Definition Home

The Team

To-Dos

Time Tracker

Project updates

Files

Benchmark Dates

Sitemap Pnes

days since
Project Due Date Y -
Link: Y _/cropped-logo-netwrk png - Change - Remove
image: | m | & | = s ML longnal = L[ x
—— R e — :

Adding collaborators
Step 12: Adding collaborators and members to the wiki is quite simple. Click on the More tab

available at the top right corner, and then click on the Sharing and Permissions option from
the drop down menu.
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Step 13: Next, enter the e-mail address(es) of the collaborators who will contribute to the wiki.
You can invite people to collaborate on your wiki by sending e-mail invitations. Also, specify
the type of permission collaborators will have (e.g., can edit wiki).

Here, you can also change the visibility of your wiki (i.e., who has access). The default option
allows anyone on the Internet to find and view the wiki. If you want to keep the wiki hidden
from the Internet, change the visibility to Private. Once you are done, click on the Share &
Save button.

Manage Site

Link to share

< g?g;:élmemﬂ https-//sites google com/site/socialmediaproject01/
. . Share linkvia: (vl @,
Recent site activity | -‘
Pages

Who has access
Attachments

© Public on the web - Anyone on the Internet Change
Page templates " can find and view 9
Apps Scripts

Deleted items =  ministry social (you) ministryofsocialmedia... Is owner
General

Sharing and

Permissions

Web Address

Themes, Colors, and

Fonts Invite people:

I khan@smministry.goy. abc@amail.coml Can edit ~

1 Motify people via email - Discard message

Hello, | would like to add you to the social media project wiki.

Cancel Send a copy to myself
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Adding a new page

Step 14: Click on the New Page icon available at the top right corner of the wiki.

Step 15: Next, name your page, select a template to use (the default option is Web Page), and
select a location for the page. Once you are done, click on the Create button.

cance!
Create a page in Site: Social Media Project

Name your page:

Photo Gallery

Your page URL: /site/scCI roject01/home/photo-gallery change URL

Select a template to use (Learn more)

Web Page 2

Select a location:

Put page at the top level

@ Put page under Home -

» Photo Gallery

» Choose a different location
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Step 16: Now you can use the new page to add project related pictures (for help on adding
pictures see steps 9 to 11).

Photo Gallery Updated a minute ago

Social Media Project

Home | Home >

Project Definition
Tt Photo Gallery
To-Dos

Time Tracker
Project updates
Files

Benchmark Dates
Sitemap

1109

days since
Project Due Date

—

]

[3) Add files

Other things to do:

How to insert objects like the table of contents into your page
How to insert gadgets like Weather, Google clock, etc.

How to insert a calendar

How to insert your own spreadsheet

How to add and remove pages from navigation

How to customize your site logo

How to post an announcement

How to create forms
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https://sites.google.com/site/sitetemplateinfo/tips/insert-objects
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https://sites.google.com/site/sitetemplateinfo/tips/work-with-forms

Google Moderator: Crowdsource your Ideas

What is Google Moderator?

Launched in September 2008, Google Moderator is an online crowdsourcing platform that
allows you to solicit opinions, ideas and suggestions about anything that you are interested in
discussing with people. It is an easy and efficient way to manage and solicit online inputs from
any size of audience.

In summary, Google Moderator does the following:

¢ It allows you to create a series of topics for people
to submit questions, ideas and suggestions. These .
are called submissions. an easy and efficient

e Aseries can be broken into smaller, more manageable Wa_y T[O m.ar)age _and
topics of discussion called Topics. You can create | SOliCit opinions, ideas
one or multiple topics. For example, if you create a | and suggestions on an
series on “The Use of Social Media in Government,” issue.
topics could include: “Social Media Tools,” “Policy
and Strategy,” and “Privacy and Security.”

e Google Moderator also makes it possible to submit questions anonymously, taking
away the potential fear of asking questions or providing suggestions.

¢ Questions on the Google Moderator page are automatically ranked based on how
many positive votes they have.

e Series and topics can be shared with everyone over the Internet or only with the people
you choose.

Google Moderator is

Configuring Google Moderator

Step 1: Go to http://www.google.com/moderator/ and click on Sign-in (note that using Google
Moderator requires a Google account).

Google moderator

Helping the world find the best input from an audience of any size. Leam

mare

Please sign in to vote on questions and ask your
own.

Let your audience decide R P

Get to know your audience by letting them decide Goggle — et
which questions, suggestions or ideas interest them B

most. s B

Create Series
. L “ How will you use technology and open
Everyone’s voice is heard 1| formats should you become prosident?”

The voting box at the top of page focuses attention
on submissions recently added and on the rise,
making it simple and easy to participate.

Be creative

Include people in your preparation for lectures,
interviews and hard decisicns or work together to
organize feature requests and brainstorm new
ideas.
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Step 2: Login with your Google account.

Google

One account. All of Google.

Sign in to continue to Gmail

ministryofsocialmedia@gmail.com

Need help?

[ Stay signed in

Create an account

One Google Account for everything Google

BHM&OD 2> A

Step 3: Fill in the My Signature fields (i.e., Nickname and Location) and click Save. Your
nickname will be visible to everyone when you create a series.

My signature:

Your questions will be signed with...

Nickname Visible fo all

[ o s i e S Ministry
id open " "
ssident?” eg ‘Dave Y
Location Visible [o all
South Kored|
- ——c e.g "San Francisco, CA"
e v e o — Save i
w Note Fora d with Hangouts On Air,

the second Presidential

me is shown. Topics not
ir do not use your

! Create Series

Step 4: Next, click on the Create Series button to start creating a series.

SM Ministry, South Korea edit

Note: For a topic used with Hangouts On Air, your
Google+ profile name is shown. Topics not used with

ey Hangouts On Air do not use your Google+ profile

name

' 1 Create Series
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Step 5: Provide a title for your series and click Create.

Create Series

Tifle: iSociaﬁ Media-Based Government |

Create Cancel | Advanced »

Step 6: Your series is created.

Social Media-Based Government

Google moderator =l
Home

You've contributed

O otes Wow, you can be the first to submit a question!

0 questions

Please Review:
Flags to review Popular questions: Presentation view
Flags we approved
Flags we rejected

Pick a topic:
Add new topic
Questions 53}

Sorted by popularity
Sorted by date
Sorted by what's hot

Export Series 3s CSV.

Powered by
Gouogle
Moderstor

©2011 Google - 5 "
Terms of Service - Submit a question

Privacy Policy -

Hey Guys, what you think about leveraging social media tools in|
Dissble question tranclation government?

Z

SM Ministry, South Korea gdit 174 characters remaining

_ submit | | Cancel

Editing the series

Step 7: To edit the series you just created, click on the Home option at the top left of the window.
Then click on the Edit Series button.

Social Media-Based Government

Google moderator | T

Home Social Media-Based Government
Youwve contributed:

3 votes

Jideas 1 person has submitted 3 ideas and cast 3 votes

but what do you think?
Please Review

Elags to review This is how you appearto others...
Flags we approved SM Ministry, South Korea edit

Elags we rejected
Mote: For a topic used with Hangouts On Air, your Google+ profile nam

Pick a topic: with Hangouts On Air do not use your Google+ profile name
Add new topic

Social Media tools | submitanidea || Viewldeas || Edil Series
Social media polic

Questions

Export Series as CSY
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Step 8: To edit the series you can do the following:

e Provide a description about your series.

e Add administrators who can also change the series name, description and topics.

e Choose whether or not the series is public on the web or accessible only to people
with a link.

e Choose whether or not to allow users to make submissions anonymously.

e Choose whether or not to allow users to make submissions containing YouTube videos.

e Choose whether or not to hold all submissions for moderation before being published,
etc.

Make the necessary changes and click the Save button.

Google moderator I s

Home Title: *required
Social Media-Based Government

Description: (1,316 characters remaining}

This i= the Ministry of Social Media's series on social media in public sector. We
are interested to know your opinion on the challenges and opportunities
presented by social media.

Jvotes
3ideas

Flags to review P
Elags we approved Aftach a YouTube video
Flags we rejected

Series visibility: & Public on the web

Add new topic
Social Media tools
Social media policy
Questions

Owners of Series: (Any email address works. Invitations will be sent fo new users.)
ministryofsocialmedia@gmail.com

Export Series as CEY
People will be submitting | ideas E| ina |topic El

Content control:
Hold all submissions for moderation
1 Hold duplicate submissions for moderation
Phrases to hold submissions for moderation: (Separate phrases by newlines.)

Disable guestion translation

# Let people submit ideas anonymously.

# Let people submit ideas with YouTube videos attached
# Let people submit responses to ideas.
# Zhow submission responses by default.
# Dizable display of translated submission text.
Disable duplicate submission detection.

Save Cancel Delete series
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Adding a new topic

Step 9: To add a new topic to the series, click on the Add a New Topic option (as you can see
in the figure below, two topics have been added—Social Media Tools and Social Media Policy).

Social Media-Based Government

GOOSIE moderator i [

Home

You've contributed:
3 votes
3 ideas

Please Review:
Flags to review
Flags we approved
Flags we rejected

Pick a topic:
Add new topic
Social Media tools

Social media policy
Questions

Export Series as CSV

Social Media-Based Government

This is the Ministry of Social Media's series on social media in public s
your opinion on the challenges and opportunities presented by social

1 person has submitied 3 ideas and cast 3 votes
but what do you think?

his is how you appear to others...
SM Ministry, South Korea edit

Note: For a topic used with Hangouts On Air, your Google+ profile nam
Hangouts On Air do not use your Google+ profile name

Submit an idea View |deas Edit Series

Step 10: Next, provide a title for your topic and write a brief description about the topic. You
can also set a start date and end date for the topic. Once, you are done, click the Save button.

Social Media-Based Government

Google moderator | —

Home

You've contributed
3 votes
Jideas

Please Review
Elags to review

Flags we approved
Flags we rejected

Pick a topic:

Title: *required
|Social Media Security

Description: (430 characters remaining)
|What are some major social media security issues face by governments?

Add new topic IPresenled by:

Social Media tools

Social media policy
Questions

Export Series as CSV

Powered by

Google

Settopicinfo..
Set starttime forideas and votes
Set deadline forideas and votes
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Step 11: The new topic will appear on the left side of the window under the Pick a Topic menu.

Social Media-Based Government

Google moderator | e

Home Social Media-Based Government

You've contributed: o . . L . . . .
This is the Ministry of Social Media's series on social media in public se

3 votes wyour opinion on the challenges and opportunities presented by social me

Jideas

Please Review: 1 person has submitled 3 ideas and cast 3 votes
Flags to review but what do you think?
Flags we approved
Flags we rejected This is how you appear to others...
SM Ministry, South Korea edit
Pick a topic:
Add new topic or a topic used with Hangouts On Air, your Google+ profile name
. . . uts On Air do not use your Google+ profile name
Social Media Security ! -
Social Media tools

Social media policy | Submit an idea View ldeas Edit Series
Questions

Export Series as CSV

Creating another series

Step 12: To create another series, click on My Series available at the right corner of the window
as shown in the figure below.

ministry adiz ail.com -

Help

My Series ;

Step 13: Clicking on the My Series option will bring you to the Google Moderator’s main page
(see figure below). Here you can see the series you have created earlier (i.e., Social Media-
Based Government). To create a new series, click on the Create Series button and follow
steps 4 to 6 above.

Google moderator

Helping the world find the best input from an audience of any size. Lean more

Series | have recently viewed:

Social Media-Based Government
1 user - 3 ideas - 3 votes
This is the Ministry of Social Media's series on social media in public sector. We are interested to know your opinion on the challenges and opportunities presented by social media.

Featured series:

Your Questions for the Candidates

20431 users - 3,077 questions - 321,477 votes

On October 16, President Barack Obama and Governor Mitt Romney will take the stage again at Hofstra University, in Hempstead, MY, in the second Presidential election debate. This time, they will s
questions in a live town hall forum. This is YOUR opportunity to ask the candidates whe...

Social Media-Based Government
1 user - 3 ideas - 3 votes
4 topics
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Step 14: Once you share the series with people (i.e., send a link to the people through e-mail),
you can see the comments made and votes casted.

Google moderato cial edia Based Government

oogle erator | ==
Home Social Media-Based Government
;GU;E conre This is the Ministry of Social Media's series on social media in public se
P our opinion on the challenges and opportunities presented by social me
3 ideas

Please Review 1 person has submilied 3 ideas and cast 3 votes

Elags to review but what do you think?

Flags we approved

Flags we rejected This is how you appear to others._..

SM Ministry, Soutt a edit
Add new topic

Social Media Security
Social Media tools o )
Social media policy | Submit an idea l | View ldeas

Questions

Export Series as CSV

Other resources:
e How moderator works
e Google Moderator best practices
e (Google Moderator on your organization’s website
e Google Moderator FAQs
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Cloud-Based Services

What is a cloud-based service?

A cloud-based service or cloud computing is the
concept of using the Internet servers to store, manage
and process data and applications (e.g., software,
documents, audio, video and multimedia), rather than
a local personal computer. See this video for more
information on cloud computing. Some of the important
features of cloud computing are scalability (expand
or shrink services as business needs change) and
accessibility (anywhere and anytime access).

Cloud-based services

can be instrumental in
collaborative projects

that require transferring,
accessing and sharing files
with users.

In this guide, we will configure and use Dropbox— a cloud-based service used to store, manage
and process documents. Other services similar to Dropbox are SkyDrive (provided by Microsoft),

and Google Drive.
What is Dropbox?

Dropbox is a free cloud-based file (e.g., photos, documents and videos) storage service that
lets you access and share your files from anywhere and anytime. It can be instrumental in
collaborative projects that require transferring, accessing and sharing files with users.

How Dropbox works?

Once you install Dropbox on your computer, it creates a new folder on your computer called
Dropbox. Your Dropbox folder works just like any other folder on your hard drive, except
everything in your Dropbox folder automatically syncs to the web and to any other computer
and devices with Dropbox installed.

Figure 5. Dropbox Working Mechanism (Source: Dropbox)
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http://www.youtube.com/watch?v=QJncFirhjPg
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Configuring Dropbox

To get the most out of Dropbox, you need to install it on all of your computers and mobile
devices. In this guide, we will install the standard Dropbox version with 2 GB free space. However,
if you are interested in the paid business version, go to https://www.dropbox.com/business. The
business version provides more space and security for a paid subscription.

Step 1: Go to https://www.dropbox.com/install and click on the Free Download button.

Signin v
g & 5
"

Download Dropbox

Always have your stufi, wherever you are

Free download
243 for Windows

Also available for Mac, Linux and Mobile View release notes

© Bring your photos, docs, and videos anywhere © Share easily with friends, family and teammates

© Your files are always safe ® Free for windows, Mac, Linux, and Mobile

Take a tour of Dropbox to learn more

Step 2: Click on the Dropbox.exe file that just downloaded in the bottom left corner of your
browser window.

Step 3: Click on the Run button to get the installation process started.

¥ Bl Lomslstmaled ithin seconds.
Open File - Security Warning m

Do you want to run this file?

@ MName: Ci\Users\admin\Downloads\Dropbox 2.4.3.exe
Publisher:
Type:

From: loads\Dropbox 2.4.3.exe

ox Setup

Cancel Welcome to

Dropbox Setup

Insbll

|| [¥] Aways ask before opening this file

box.exe

While files from the Intemet can be useful, this file type can
patentially ham your computer. Onby run software from publishers
you trust. What's the risk?

Jropbox Installer letup Instructions
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https://www.dropbox.com/business
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Step 4: Click Yes to accept the User Account Control settings dialog.

—

Step 5: Next, click on the Install button and follow the instructions to get Dropbox set up on
your computer.

onds.
Welcome to Dropbox Setup

This wizard will install Dropbox on your computer. E

Click Install to start the installation.

taller

T Favorites i

B Desktop TRk
| & Downloads 1l Assic
17 Dropbox 1 Exarm
5l Recent PI 1 Leetn
& SkyDrive

{5 Libraries
Documents

- @t Music

> [&=| Pictures

- B videos

7% Computer
» &y Local Disk (C)
* a SAMSUNG ()

€ Network

Other resources:
e How do | add files to my Dropbox?
e How do I sync files between computers?
e How do | share folders with other people?
e How do | undelete or recover old versions of files?
e How do | upgrade to the latest version of the Dropbox application?
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https://www.dropbox.com/help/4
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Chapter 4: Monitoring and Measuring
Social Media Activities

Objectives

The purpose of this chapter is to provide tools and techniques for monitoring and measuring
social media activities. Several social media analytical tools are introduced to the readers
coupled with practical examples.

After reading this chapter you will be able to:

v" Understand and analyse Twitter data;

v" Understand and analyse Facebook data;
v" Understand and analyse blogs data; and
v' Understand and use Google Analytics.

T OEBRI IS //,

4y

~s.,

UNITED NATIONS
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Measuring Social Media Activities

What to measure and how?

One of the greatest benefits of social media is that it gives you i
the ability to track and analyse the growth of your community | | h€ continuous

on social media sites, and the activities and behaviour of the monitoring, capture
people using the sites. For example, you can find out how and analysis of social
many people are visiting your blog, or liked your Facebook | media data can

status update; what your followers talk about, and who your
key influencers are. The continuous monitoring, capture | | i
and analysis of social media data can become valuable | inNformation for
information for decision-making. Social media analytics | decision-making.
enables you to improve your social media engagement and
make good decisions by incorporating social media data into
your governance.

become valuable

Analytics tools

A variety of social media analytics tools are available. However, some tools are free and others
are subscription based. For example this link provides a list of 50 top tools for social media
monitoring, analytics and management.

In this guide, we will use HootSuite for analytics purposes. HootSuite is an easy to use online
platform that enables you to manage your accounts across the most popular social networks.
The free version supports up to five profiles and has limited analytics information. If you want
to get more detailed reports you will need to upgrade to the paid programme.

Installing HootSuite

Step 1: To start using the free version, go to http://signup.hootsuite.com/plans-cc/ and click on
the Get Started Now button available under the free version.

0 y
| SUIf@  Features | Plans & Pricing | Blag | Resources

Schedule. Manage. Measure.

Get the #1 Social Relationship Platform

S

2y  «@

Y agme -
PRO ENTERPRISE

Great for Great for Great for
Individuals essionals ~ Corporations. Organizations
Governments

Get Started Now
Plans & Pricing

Social Profiles Upto§ 50 included, up te 100 Unlimited

Enhanced Analytics Reports Basic Tincluded, upto 10 Unlimited
Message Scheduling Basic Advanced Advanced
Team Members None 1 included, upto 9 Up to 500,000

App Integrations Basic Basic Unlimited

RSS Upto 2 Unlimited Unlimited
Security Included Advanced
HootSuite University Optional Included
Vanity/Custom URLs Optional Unlimited
Message Archiving 100 included, up to 100,000 Unlimited
Enhanced Technical Support Optional v

Professional Senices s
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Step 2: Next, provide your e-mail address and name, and choose a strong password, and then
click on the Create Account button.

Start Using
HootSuite

Connect
Social Networks

You're just 60 seconds away from your new HootSuite account.

‘With HootSuite Free you receive:

« 5 Sodal Networks
" Message Schedulng

Ministryofsociaimedia@gmal.com

« Facebook/Twitter search
Social Media Ministry « App Drectory

sssssssss « Draft Messages
(GMT+9) Asia/Seoul [~] « Quick Reports
Have 5 promo code?

[¥] Subscribe to HootSuite newsletters Login or Signup with OpenID

Select one of these third-party accounts:

Google ¥rHoo! mypenD mixi™ I~ operiD

Step 3: Next, click on the Twitter button available under the Connect Your Social Network
section. Note that you can choose several social media accounts to manage using HootSuite.
Here, we will only configure Twitter.

Hhootsuite

Create your account

Connect your social networks

HootSuite helps you save time by monitoring, analyzing and posting messages to multiple social
networks from within one easy to use dashboard. Connect your social networks now:

n FACEBOOK m LINKEDIN

More social networks

Connect a social network:
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Step 4: Next, a popup window will open asking you to authorize HootSuite to access your
Twitter account. Here, provide your Twitter username (or e-mail) and password and then click

on the Authorize App button.

]

suite

Step 5: After authorization, your Twitter account will appear in the Connected accounts. Next,

click the Continue button.

HootSuite helps youl
networks from withi

Connect a social

& Twitter / Authorize an application - Google Chrome

//apitwitter.com/oauth/authorize?oauth_token=2SE

Authorize HootSuite to use your
account?

This application will be able to:
HootSuite

By HootSuite
www_hootsuite com

- Read Tweets from your timeline.

See who you follow, and follow new people.
Update your profile.

Post Tweets for you.

Access your direct messages.

The social media
dashboard which allows
teams to broadcast
maonitor and track results_

DI

centerforsocial

[ Remember Proot password?

R app.._

Cancel

This application will not be able to:
» See your Twitter password.

*You can revoke access to any application at any time from the Applications tab of your
Settings page.

By authorizing an application you continue to operate under Twitter's Terms of Senvice. In
particular. some usage information will be shared back with Twitter. For mare. see our
Privacy Policy.

Create your account

Connect your social networks

HootSuite helps you save time by monitoring, analyzing and posting messages to multiple social
networks from within one easy to use dashboard. Connect your social networks now:

GOOGLE+ PAGE FOURSQUARE

Connected:

Centerforsocial _

n FACEBOOK m LINKEDIN

Connect a social network:
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Step 6: Click on the Get Started button to complete the three simple steps (i.e., adding streams,
creating a tab, and scheduling a message) suggested by HootSuite.

Welcome to HootSuite, Social!

We're delighted to have you on board. To get
you familiar with the dashboard. we're going
to guide you through 3 simple tasks:

1. Adding streams
2. Creating a tab
3. Scheduling a message

| Getstarteds |

Adding streams

Step 7: To monitor the conversation and activities over Twitter, you need to add streams. To do
so, click on all the streams you are interested to monitor (e.g., Followers, Tweets, Mentions,
Retweets).

Metworks Apps

- Centerforsocial
Twitter :

=3

Mentions Retweets

ﬁ Start adding streams > Add 2 streams (0/3)

Dy DM Inbox Streams allow you to monitor the
conversations and activity taking Create anew fab
place across your various social

* rtl networks. Schedule a message

Favarites DM Outbox Click any of the buttons to
create your first stream.

Getting Started with Social Media Tools in Government

75



76

Step 8: Streams will start appearing on your Hootsuite.

- || Compose message...

My First Tab
| 0 ¥ || 4 Add Stream | 4 Add Social Network

’ My Tweets, Retweeted

No results found. o results found. g Meta
Sep 27, 10:33pm via WordPress.com

The Three Tribes of Social Shopping
Wwp.meip3KXcY-2q

Nasrat_Kabuli
Oct 08, 12:00am via Web %
@AbuDhabiPolice Please tell me the slotion
that what do i have to do after returning my
labor card to MOL UAE

felixyuan1

Creating a tab

Step 9: Tabs are used to group streams-based interest or similarity. To add a tab, click on the
+ icon as shown in the figure below.

Organize with tabs " Add 3 streams (313}

Streams can be grouped and
organized into tabs. For example
you could have one tab for 'work',
another for 'personal interests' Schedule a message
and one for 'all things Justin

Bieber'.

» Create anewtab

Click the 'plus’ icon fo create a
new tab

Step 10: Name the new tab (e.g., Followers) and click Next.

Managing tabs o Add 3 streams (3132)

Use tabs to swiich between
different sets of streams. Tabs can
be rearranged, renamed and
deleted Schedule a message

» Create anewtab
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Scheduling a message

Step 11: With HootSuite you can post a message to several social media platforms (e.g., Twitter
and Facebook) either instantly or for later. To write a message, click to select the social profile(s)
that will post your message (in this case Twitter). Click Compose Message, and then type
message. After writing the message either click the Send Now button or click the Calendar
icon to schedule it for later. This step will complete the initial configuration of HootSuite.

' Add 3 streams (3/3)

messages immediately or schedule ¥ cleaeadgiEh

them for later

Click "Send Now" to post this > Schedule a message

message or click the calendar
icon [3] to schedule it for later

| Don't send. Skip this step

Analytics with HootSuite

HootSuite provides two ways to generate analytics reports, 1) using pre-made templates, and
2) creating custom-made analytics reports. Note that the free version has limited analytics and
you will be able to use only a limited number of templates.

To use HootSuite’s pre-made templates, go through the following steps:

Step 1: Click the bar graph (Analytics) icon on the left-aligned launch menu (see figure below).

B .

Templates

: Tvi’itterﬁroﬁle Overview
- Twitter I;Zn'ga'gément - Summary
Twitier Engagemént  Dotiled
Twitter Aggregate : : o
 Facebook Page Overview
Facebook Insights
‘ Facebook Ag'gregc;lte---

_ Linkedin Page Insights
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Step 2: You can choose from several report templates available. For example, click on the
Twitter Profile Overview template.

| 5

Templates

Twitter Profile Overview

Twitter Engagement - 5
Twitter Engagement - Detail
Twitter Aggregate
Facebook Page Overview
Facebook Insights
Facebook Aggregate
LinkedIn Page Insights

Step 3: Next, click on the Create Report button. Note that if you have multiple social media
accounts configured, you may choose them from the dropdown list.

Twitter Profile Overview

Provides an overview of your twitter account.

Twitter Profile Overview

Prafia summery Includes follower growth over time, keyword
@YourUserName mentions and most popular Owly links.
Firgtname Lastname Foliowers B27.679
R Twitter profile
Listed 18,436 - Centerforsocial v

Followsr Growth

Twitter Profile Overview - Centerforsocial

« Back to Report List

Oct 13, 2013 - Oct 27, 2013

Profile Summary

I

o

@Centerforsocial
Center for social T Followers >

Following 11
At Center for Social Technologies (CST), we
investigate and understand strategic,
organizational, behavioural, legal, and economic Listed 0
aspects of social technologie

Follower Growth

¥
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Step 5: A report can be printed, saved as PDF or CSV, shared with others, etc. by using the
tool bar available at the top right corner of the report.

Creating custom reports
Step 1: Click the bar graph (Analytics) icon on the left-aligned launch menu.

Templates

Twitter Profile Overview
Twitter Engagement - Summary
Twitter Engagement - Detailed
Twitter Aggregate

Facebook Page Overview
Facebook Insights

Step 2: Click Build Custom Report.

Templates

Twitter Profile Overview
Twitter Engagement - Summary
Twitter Engagement - Detailed |
Twitter Aggregate
Facebook Page Overview :
Facebook Insights :
Facebook Aggregate |
LinkedIn Page Insights
Google Analytics 1
O ly Click Summary |
URL Click Stats - Ow.ly

P »EIE:A:I

|
|
|

Customize

Build Custom Re

Labels

Ho Labels found
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Step 3: Click Custom Report.

Select a Template:

Choose one of the existing templates fo get started or select 'Custom' to build your own!

[T g &
Custom Rep Twitter Profile Twitter Engagement - Twitter Engagement -
Overview Summary Detailed
Start from scra Free 50 points 50 points
. N .

Step 4: Clicking on Custom Report will bring you to the custom report page.

Brand this report by uploading your logo or
another image of your choice X .
. ! 4 Hide Personalized Header

Social Media Ministry
Ministryofsocialmeadia@gmail.com
Upload Image Example Company

(999) 999-9999
http-/fyourwebsite.com

Type a Header here

Add Report Modules
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Step 5: Next, click Upload Image to upload your logo or an image to brand the report. This is
done by locating the image file on your computer, and then click Open. You can also edit the
details of your organization and type of header in the report.

4 Hide Personalized Header

Saocial Media Ministry
.............. o xéi’}'ible Cﬁ”ﬂ‘ﬂ‘baﬁ‘;‘:
(999) 999-9999
http://ministryofsocialmedia.com

Twitter Report: istry of Social Media

Add Report Modules

Step 6: Under Details in the top left corner, type the title of your report and a brief description.
And under Email and Scheduling, click the drop-down menu and select the frequency of
distribution.

Tip: You can set the programme to send the report every month (or on the frequency you set)
to members by checking the box as shown in the image below.

Report Builder

Details

Twitter Report

Twitter summery report of the Ministry
of Social Media

Templates .

Email and Scheduling

Frequency
Monthly (sent first day of eai[=]

Email to all members sharing this
report as well: [
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Step 7: Next, click on Add Report Modules and then click to select module, adding it to your
report. Modules with ENT and PRO are only available to enterprise users.

Note: Modules added to your report can be removed by clicking Remove in the top right corner
of the module on the report.

4 Hide Personalized Header

Social Media Ministry

. Ministryofsocialmedia@gmail.com
Sis Example Company
A (999) 9999999

http://ministryofsocialmedia.com

g\“.!'ﬁ!f",ﬂm o 827678
Twitter Report: Ministry of Sociz 0 e e

' Overview of the given Twitter account such as
nber of followers, following, and lists

Profile Summary

Retweets - Count
ints

Retweets - Detailed
Retweels - Agaregate
Mentions - Count
Ientions - Detailed
Mentions - Aggregate
Fallower Growth - Count

Follower Growth - Aggregate

Step 8: Complete the information requested by that module to achieve the best results. This
may involve typing a title and/or keywords, selecting a social network profile, and so forth, and
then click Done.

4 Hide Personalized Header

Social Media Ministry

Example Company
(999) 999-9999
[Cnéﬁgef http://ministryofsocialmedia.com

Twitter Report: Ministry of Social Media

Twitter : Profile Summary
Enter a title for this module:

Twitter : Profile Summary

Select Social Network Account(s)
=

Centerforsocial v |

Clear Show all |~ |
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Step 9: Click on the Create Report button available at the top right of the page. Alternatively,
you can click Save as Draft.

Social Media Ministry 0/ O points Save as Draft

nalized Header

Other things to do:

e Sharing Analytics reports with others
e Un-sharing Analytics reports
e Duplicating Analytics reports

Monitoring and analysing Facebook data with HootSuite

Step 1: First, you need to add a new tab for the Facebook network. To do so click
the Home (Streams) icon on the left-aligned launch menu, and then click on the + icon.

. | + |{| Compose message...

’ -vﬁ" O - & Add Stream 4 Add Social Hetwork

Compose message...

b

& Add Stream & Add Social Network
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https://help.hootsuite.com/entries/21803996-Sharing-Analytics-Reports%20
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Step 3: Click on the Add Social Network button, select Facebook from the list, and click on

the Connect with Facebook button.

Add Social Network

Add Facebook Profile

f Facebook

To allow HootSuite access to your Facebook account,

you mustfirst provide authorization from the Facebook

website.

Please click “Allow” when Facebook asks for
permission in order to connect your account to

HootSuite.

Once you connect, you will be able to add your:

B3 Facebook Profile
= FacebookPages
[tz] Facebook Groups

3 Connect with Facebook |

Step 4: Type your Facebook e-mail (or mobile phone number) and password, and then click Log In.

f Facebook

Log in to use your Facebook account with HootSuite,

Email or Phone: Eministryofsocialmedia@gmail.com

Password: 1.........{

Keep me logged in

Forgot your password?

Sign up for Facebook
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Step 5: Next, read HootSuite’s access to your Facebook account message; click to read App
Terms and Privacy Policy in the bottom left corner, and then click Okay.

,

fdialog/oauth?redirect_uri=https3%3A%

Fnetwork%2Fpog

? Do you want Google Chrome to save your password? ’ Save password l I MNever for this sitel =
HootSuite will receive the following info: your
public profile, friend list, email address, News
Feed, relationships, relationship interests,
birthday. notes. status updates, checkins. -
education history. events. groups. hometown.
interests, current city, photos, religious and
political views, videos, website, personal
description and likes and your friends'
relationships. relationship interests. birthdays. =
notes. status updates, checkins. education
histories, events, groups. hometowns, interests.
current cities. photos, religious and political
views. videos, websites. persenal descriptions
and likes. HootSuite would like to access your

App Terms - Privacy Policy i Cancel m

Step 6: Read posting permission note, click to select who can see the content you post to
Facebook from HootSuite and then click Okay.

Note: Clicking Skip will prevent you from being able to post to Facebook from HootSuite.

q 2F%2Fhootsuite.co

| I} Log in with Facebook

HootSuite would like to post to Facebook for
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Step 7: Read Page permission note, and then click Okay.

Note: Clicking Skip will prevent you from being able to manage your Facebook pages from
HootSuite.

ps%3A%2F%2Fhootsuite.com%2Fnetwork%2Fpopauth-finished&display=popupi

[ Log in with Facebook

HootSuite would like to manage your Pages,
manage your ads, access your Page and App
insights and access your Facebook Pages'

Step 8: Click to select the timeline, pages and groups to import. A check mark indicates that
the content will be imported; and a plus icon indicates the content will not be imported. When
done, click Finished Importing.

Import from Facebook

Gohar, we found the following networks you're connected to that you can import to HootSuite

P Gohar Feroz Khan @
Cheanan, Korea

=] Facebook Pages:

q;“}"‘- Ministry of Social Media « ..~ Center for Social Technol... ]
5 Dlikes . 42 likes |
- Ministry of Social organiz... + | ~ Social Media Research C... + |
 Olikes || 5 ofikes |
I LR B ) -~

R T o ] e B
clozed o

Finished importing

Adding a Facebook stream

Step 1: Click the Home (Streams) icon on the left-aligned launch menu. And then click
the tab hosting your Facebook content.

= || Compose message...
|

4 Add Social Network |
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Step 2: Next, click Add Stream.

T e R R R B

Step 3: Select Facebook and then select a profile to stream content from (in this case,
Ministry of Social Media).

Facebook
f Select a profile:

J+H & i
2 7 {3 Ministry of Social Media

Click a stream to add to the current tab:
Wall Posts

Events
Scheduled Messages

Private Messages

Step 4: Click the + button across from the stream to add. This process can be repeated for
multiple Facebook streams.

Click a stream to add to the current tab:

Wall Posts Lo

Events i
Scheduled Messages

Private Messages

Other resources

e  Best social media analytics toals: 8 of the best to use
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Monitoring and analysing with Google Analytics

Google Analytics is a great tool for analysing traffic on your blog/wiki/website. With it you can
see who is visiting your site, what they are looking for, how they are getting there, how long
they are staying there, etc.

Setting up a Google Analytics account

Step 1: Go to the Google Analytics website (http://www.google.com/analytics/).

GO\;S[G An a !ytECS Features Resources Sign in or create an account

Home Why Google Analytics  Mobile App Analytics  Grow with Premium ’

Step 2: Click the Sign In button available at the top right corner of the page to continue. Next,
provide your Google’s account login and password and click the Sign in button.

Note: If you do not have a Google account, click on Create an Account available at the right-top
of the sign-in page. This will take you to a page where you can sign up for a Google account.
Google
One account. All of Google.

Sign in to continue to Gmail

ministryofsociaimedia@gmail.com

+ Stay signed in Need help?
Create an account

One Goagle Account for everything Gaogle
M&EO R B

Step 3: Clicking on the Sign In button will bring you to the Google Analytics login page. Here,
click on the Sign Up button to get started.

GQ "‘816 /—\ﬁalyticg minsiryofsoc amedic@gmailcom My Account  Sigr out

Start analyzing your site’s traffic in 3 steps

(@ sign up for Googee Aralytics {€) Add trecking code (€) Lesn about your eudience Start using Google Analytics

‘ , oA
‘ &/
8 Sign up now, its easy and free!

Still have questions? Help Center

Allwe needis some vasc irfo about what sie you'd ike to Youll et a tracking coce to paste onto your pagss so Google In'a few nours you'll be eble to start sezing data about your site.
mentor. Knows when your ste s visited
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Step 4: Provide the following information:

e Name of your blog/wiki/website (If you will be tracking multiple sites, this is especially
important);

The URL of the blog/wiki/website you wish to analyse;

Select your industry category;

Select your time zone; and

Check the data sharing options.

Once you are done, click on the Get Tracking ID button.

Setting up your property
Website Name

Ministry of social media

Website URL

http:ll  ~  http:/fministryofsocialmedia wordpress com/

Industry Category

Law and Government ~

Reporting Time Zone

South Korea ~ (GMT+09:00) Seoul

Data Sharing Settings

Data that is collected, processed. and stored in your Google Analytics
confidential. Google Analytics data is used to provide and improve seni
exceptions for legal reasons as described in our privacy policy.

The data sharing options give you more control over sharing your Googl

+" With other Google products only optional

v Anonymously with Google and others optional

v Account specialists optional

Learn how Google Anglytics safeguards your data

Cancel
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Step 5: Next, read the Google Analytics terms of service. If you agree with them, click the |
Accept button.

Google Analytics Terms of Service Agreement

To use Google Analytics you must first accept the terms of service agreement for your country / region of residence.

United States -

GOOGLE ANALYTICS TERMS OF SERVICE

These Google Analvtics Terms of Service (this "4greement ") are entered into by Google Inc. ("Google")
and the entity executing this Agreement ("Tou"). This Agreement governs Your use of the standard
Google Analvtics (the "Service'). BY CLICKING THE "I ACCEPT" BUTTON. COMPLETING THE
REGISTRATION PROCESS. OR USING THE SERVICE. YOU ACKNOWLEDGE THAT YOU

u HAVE REVIEWED AND ACCEPT THIS AGREEMENT AND ARE AUTHORIZED TO ACT ON

d BEHALF OF, AND BIND TO THIS AGREEMENT, THE OWNER OF THIS ACCOUNT. In

W consideration of the foregoing, the parties agree as follows:

1. Defij

lAccept 1 Do Not Accept

Step 6: Google will provide you with a block of code and a Tracking ID. Copy this because you
will need to insert it into your blog/wiki/website.

This is your tracking code. Copy and paste it into the code of every page you want to track.
<scrpt>
(function(i,s,0,q.r.a,mji[GoogleAnalyticsObject]=r:i[r]=i[r]|[function(}{
(i[r]-g=i[r]-all[))- push(arguments)}.i[r].I=1*new Date(}.a=s.createElement(a),
m=s_getElementsByTaghame(o)[0];a.async=1:a src=g:m.parentMode insertBefore(a,m)
Hiwindow, document,'script’, /fwww.google-analytics com/analytics |, 'ga’);

ga(‘creat e vordpress . cam’);

gal'send’, ‘pageview’);

</script=

Inserting Google Analytics code into your blog

Unfortunately, at the time of writing this guide, Google Analytics cannot be used with
http://www.wordpress.com, but it can be used with http://www.wordpress.org. For help on how
to add Google Analytics to your wordpress.org blog see this link.

Inserting Google Analytics’ code into your wiki

In this guide, we will configure the wiki we created earlier for tracking by Google Analytics.
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Step 1: Go to the wiki that you created earlier (i.e., https:/sites.google.com/site/socialmediaproject01)
and login with your e-mail and password.

C | @ httpsy/sites.googlecom/sitejsocialmediaprojectdl/ 7

miistyvisocamedie@gaicon +

DM Uscared Oct 16, 2013,81¢ 2 7

Social Media Project

rojectDenition

“ime Tacker
Projectundztes
Flles

Benchmar< Jtes
Stemap

Project Due Date

:
Tip: How to replace these images with your own

=
= - emipam caorsitaret ([

gorsectatu acpiscng et In One last rally...Lover iosum dclor st
incidunt nis fels Praese
et i ek et amet conseceur adipiscirg it Cras

Step 2: On your wiki, click the More drop-down menu and select Manage Site.

ministryofsocialmedia@gmail com ~

Page actions

Search this site

Revision History
Subscribe to page changes
Page settings

Print page

.

o

b TR ghe Ty Chakusvarl AR
g
il

"Bl i b
b, R L wmﬁna\
gﬁ%
Q\Eﬁ% T e ol g ged Preview page as viewer
B A 2 0

Page templates

BanenedS_Roy. s
“\Dhes,DA

Save as page template

Change page template

S s Site actions
Subscribe to site changes

Edit site layout

One last rally... Lorem ipsum dolor sit 2:+ Sharing and Permissions
amet, consectetur adipiscing elit. Cras
sem nunc, vehicula et tincidunt ac, sagitis Sites help
egetrisus. Nullam ac nunc sem, non

varius felis. Pragsent eleifend scelerisque Report an Issue
uma,in .

Step 3: Under the Manage Site section, click on General. Next, check the box Enable Google
Analytics for this site under the Statistics section, and then enter your Analytics Tracking
ID generated earlier in the associated box. When done, click the Save button.

Manage Site m i

Copy this Site Publish this site as a template Delete this Site

. Social Media
Project

Enable and configure search options - Learn mare
Recent site activity
Configure search

Pages

Attachments

Page templates Statistics
Apps Scripts + Enable Google Analytics for this site - Leamn more
Analytics Web Property ID - Example: UA-12345-12

Deleted items

LA45454545-1] |

General

Sharing and

Permissions Google Webmaster Tools

Web Address Webmaster tools automatically verifies Sites with sites.google.com in the URL. For custom domair

Verification meta tag - example: <meta name="google-site-verification” content="RZWTXSDFSDF"

Themes, Colors, and
Fonts

Note: It may take up to 24 hours for Analytics to start working. To check if your site is being
tracked, sign in to Google Analytics, go to your profile screen and look at the website profile
tracking status message next to the site.
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Using Google Analytics

Step 1: Log in to Google Analytics.

Google

One account. All of Google.

Sign in to continue to Gmail

ministryofsocialmedia@gmail.com

1 Stay signed in

Create an account

One Google Account for everything Google
HMGOD 2>

Step 2: Clicking on the All Web Site Data will bring you to the Google Analytics dashboard.

GOUgle Analytics ministrofsocialmedia@gmailcom  Settings  MyAccount  Sign out

~ MAccounts : i i i 0 0 i L

. Admin | Help

Sep 27,2013-0ct 27,2013 ~

o n

Visits Avg Session Time Bounce Rate Goal Conversion Rate

ik Hode

B Socailministryblog

& Ministry of social media (-
€ All Web Site Data - 0 0 0 0
Step 3: Google Analytics provides the following important statistics related to your blog/wiki/
website.

o Site traffic: At the top of the page is a chart that gives a visual representation of your
site traffic over the past hour, day, week or month.

Audience Overview Sep 27, 2013-0ct 27, 2013 -
Email Export~ AddtoDashboard  Shortout -«
Y STUFF
. AllVisits
4 Dashooards v e
[ shorteuts I
9 inteligence Events T s, seetames

Hourly | Day | Week  Month

STANDARD REPORTS © Velta
B
) RealTime
&, Audience N
Overview
D
sep29 oas ox13 oam
» Benavior =

» Technology 31 people visited this site

So B New Visitor B Retuming Visitor
» custom Visits Unique Visitors Pageviewis Pages Visi Aug.Visit Duration
Vistors Fiow 34 31 46 1.35 00:00:33
L AAN AN | AN | AN AN M A | A A
i Benavior Bounce Rate % New Visits
= 79.41% 85.29%
c
o ANVWAAYIAN | TTVVWANL Y

Language Visits % Visits.
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o Engagement: It shows how long a person is on your website. The statistics be accessed
by clicking on Standard reports -> Audience -> Behavior -> Engagement.

STANDARD REPORTS
o Real-Time

i Audience
Overview
» Demographics
~ Behavior

New vs Returning

Visit Duration
0-10 seconds
11-30 seconds
31-60 seconds
61-180 seconds

601-1200 seconds

Frequency & Recency

Engagement
* Technology
+ Mobile
» Custom

Visitors Flow

Visits
7 e
10
:
3
10

e New vs. returning visitor: This information can be accessed by clicking at Standard
reports -> Audience -> Behavior -> New vs Returning.

STANDARD REPORTS
D Real-Time

s

@ Audience

Qvenview

D

Sep28 Octé 0Oct13

v Behavior
New vs Returning
Frequency & Recency
Engagement

+ Technology

» Mobile

» Custom

Visitors Flow

= Acquisition

W Behavior

K Conersions

Prinary Dinension: Visitor Type

ydmension v | SortType: | Defaut ¥

Acquisition Behavior
Visitor Type
Visits ¥ sllew visits Hew Visits Bounce Rate
85.29% 20 7941%
Ste AV 85.29% Sie Avg 7941%
10 i
O 1 NewVisitor 9 100.00% 2 79.31%
[ 2 Retuming Visitor 5 0.00% 0 80.00%

0ct20

Q adenced B @ T | T|HT
Conversions  eCommerce

Pages/Visit  Avg,VisitDuration ~ Transactions Ecommerce Conversion

Revenue e

00:00:33 0 $0.00 0.00%

Site Site A 3 h of Totat 0.00% | % of T ite Avg: 0.00% (0.00%
13 00037 0 5000 000%

140 00010 0 000 000%

Show rows: | 10 Bem 1 t-zefz €

rated on 10/28/13 at 11:41:20 PM - Refresh Report

e Visits tells you how many visits there were to your page.
e New visitor shows the percentage of first-ever site users.
e Returning visitor shows the percentage of users that have visited the site more than

once.

e Average pages per visit shows the number of pages, on average, users viewed in
a single visit.

e Average visit duration shows how much time visitors are spending on your site.

e Bounce rate shows the percentage of single-page visits or visits in which the person
left your website from the entrance (landing) page.

o Visitor flow lets you analyse the path the users takes when they land on your site. It
can be accessed by going to Audience -> Visitor flow (see figure below).
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|—| = Starting pages 1st Interaction 2nd Interaction

34 visits, 30 drop-offs 4 vigits, 1 drop-offs 3visits, 3 drop-offs
= United States == /icea special-issus == priefeuia == absiracts-s..sed+system |
A L3 i is i |
¥ s 1_‘ar'cr! view/yahoo H |1r|.r..|.r.t..n

AT == S5COTE+Spec...ciakmedia == |cea-specialissus |

=, Soulh Korea iE % - .
7
== v/0rking+papers
(1] 1
= = Jsscore +spe.. ciol:media

m
= ndia
¥
w letherlands e [Dyri Fryita
=+, LL %

Pakistan

- : .

== /sscoresspe. guidsines

(L} 4 %
S

Other resources

e How to use Google Analytics for beginners
e Understanding Google Analytics: A simple guide to advanced terms

Other analytics tools to consider

Google Alerts is a content detection and notification service that automatically notifies users
when new content over the Internet (e.g., social media, web, blogs, video and/or discussion
groups) matches a set of search terms based on user queries. Users are alerted through e-mail.
Find out about how to use Google Alerts.

Social Mention is similar to Google Alerts, but it only focuses on social media sites, and you
can choose to focus on particular areas, such as blogs. With Social Mention you can monitor
for the appearance of particular keywords and it will give you information on related users,
hashtags and more.

TweetBeep is like Google Alerts for Twitter. Choose some keywords and receive daily search
results via e-mail.

Facebook Insights helps Facebook page owners understand and analyse trends within user
growth and demographics.

Klout measures your influence across a range of social media channels based on how many

people interact with your posts. Klout Score measure influence on a scale from 1-100 number
showing how influential you are.
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