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Introduction

In today's world it is becoming increasingly difficult to conduct any activity while
remaining closed to the possibilities offered by Internet resources. In connection with the
above, it is important to learn the basic knowledge through which it is possible to actively
participate in the "virtual world". These materials are designed to provide the most
important information that will answer the following questions:

= How to set up a website.

= What a domain, server and hosting are.

= What the CMS (Content Management System) is.

= How to correctly send e-mails and what rules to follow.

= Why a newsletter is an interesting tool for contacting a client.

= Why positioning plays such an important role and how it affects the success of a specific
website.
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A.Basic information

1. Creating a website

In order to set up your own website, you need two essential things, namely a server
(hosting) and a domain. A server (hosting) is the place where the site and all its resources
will be located (this can be compared to the disk found in every computer). We must here
separate the server from the virtual server, called the hosting. The hosting is a place
separated for users located on the server. More information on the differences between
the hosting and the server will be presented later in the materials.

In turn, the domain is nothing else than the name of the site, e.g. yoursite.pl. When
buying a domain, there are many possibilities, because it can be with the ending ".com”,
".com.pl”, ".info", ".net", ".eu", ".biz", etc. The domain ".pl" is a national domain and, for
example, ".com” or ".net" are global domains. It is worth adding that a ".pl" domain is
usually the most expensive. Global domains are cheaper by even half, and the cheapest
are regional, e.g. ".waw.pl". There are also regional commercial domains, such as
".com.pl". The first registration of a domain usually takes place on promotional terms and
costs little or nothing, but every year it needs to be renewed, which costs (depending on
the domain and the service provider) from 40 to 120 PLN. The vast majority of hosting
companies offer sales of both hosting and domains. Thus, the domain will be registered
where the server is bought, although it can be done where it is cheaper and be connected
to your server?.

1https://]'akzalozycstrone.1'nfo/Wybor—serwera—i—domeny.html, on 14.12.2018
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Figure 1. What is a domain?
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Source: https://www.websitespot.com/blog/what-is-domain-name-infographic/?

Which server to choose and what to look for.

In response to the above issue, there are plenty of hosting companies on the market. The
best known in Poland are "home.pl" and "nazwa.pl’, but it is necessary to pay a lot more
for their services than in the case of less well-known companies. It should also be
remembered that not all service providers offer with a hosting account such solutions as a
page creator or an installer of popular scripts, thanks to which even an inexperienced
person will create his website easily.

When choosing a hosting site, some important points have to be followed. The first one is
what website you want to set up and what purpose it will serve. For example, there is no
need to buy a more expensive service with all possible options and unlimited parameters if
the site is to be just a company’s offer or business card. However, if business activities are
to be carried out via a website, for example in the form of a store or service, it is
worthwhile trying an extended package. If we want to run a store, we will probably need
databases, FTP accounts, the ability to add subdomains and create email aliases (several
email addresses on one domain). It is also good if the data transfer limit is at least 20 GB,
all depending on the size of the page and the number of photo or video files, which
generate a large transfer, and of course on the number of visitors. However, there is no
need to worry, if you have chosen a poor hosting plan, you can easily change it to a
"stronger” one.

Individuals who plan to put several pages on the server, must pay attention to the
databases that are needed for most applications, scripts and each page, based, for
example, on Joomla! or Wordpress. In this case, it is also necessary to be able to connect
several domains.

’ https://www.websitespot.com/blog/what-is-domain-name-infographic/, on 19.12.2018
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The key point when choosing a domain is also their prices, because for a few sites it is the
renewal of each domain that will be the largest expense. One way to solve this problem
could be buying domains where they are cheaper and connecting them to your account.

The key parameter for sites offering exchange and downloading of files, having a large
number of photos or their own video materials, which occupy many gigabytes, is account
capacity and data transfer. This is especially important when setting up a website or a
web store.

If the priority is to create a professional website with a large number of visitors, then you
should look for the most professional company. In addition, before buying it is a good idea
to test your hosting and see if everything works as it should. It is also worth paying
attention to whether the company has regular backups as part of its service (preferably
every day), which will restore the site in the event of a failure.

Interestingly, is not necessary to have hosting. Many companies offer the creation of a
website, without purchasing and administering their own hosting account. Usually, such a
service is a more or less advanced website builder. It is then possible to access your
website only through the website creator, without having to worry about hosting. These
types of applications work best if you need a company website with your company's offer,
a business card page, an advertising page, etc.

Figure 2. How does web hosting work?

=

)\

Web HOSTING wOQKS

("ﬁ

L/w
Ny > :
SElE 5 fin =
i) &L ¢ ([ INTERNET | «——>[TL_Y conpurea
\¢ < -
SERVERS St W % Users
= i <~
n[ Website files are hosted on servers. The servers , ~ L' /'&l
(&3]

"serve” those files to individual computer users, |
]_ upon request. The Internet makes it all possible, y

Source: https://websitesetup.org/what-is-web-hosting/3

* https://websitesetup.org/what-is-web-hosting/, on 19.12.2018
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Figure 3. Types of web hosts and servers

Web hosting

ealso known as a virtual server or shared hosting, this is the cheapest and the most frequently used type of
hosting account,

«the provider of this type of service provides a certain amount of disk space on your server and determines the
amount of data that can be sent to this space in a given period of time,

«the service provider also provides the client with server software and the ability to create databases, as well as
many automated applications that facilitate the creation of websites and the placement of files,

«this is most often chosen by customers who need a small amount of disk space, on which a website or several
websites with small or moderate traffic should be placed

SEO hosting

«this service is usually provided to companies or people involved in the optimization of websites,
*SEO hosting differs from ordinary web hosting in that the service provider provides not only one
unique IP address, but even several dozen or several hundred such addresses,
othe number of addresses is important when building the so-called SEO buffer site, which is a
colll)ec_:ttion of a dozen or so pages about a given topic, from which a link leads to a positioned
website,
«if each page from the buffer site has a unique IP address, and the buffer site has higher SEO value,
positioning will look more natural.

Hosting reseller

«the space is separated by the provider, as in any other hosting, but the basic possibility offered by
the hosting reseller is resale of part of the space designated by us to another user,

«this i?] often used by web developers who sell a part of their space to clients in order to place their
site there,

it has its own management panel, but apart from standard options such as regular accounts it
enables separation of individual accounts,

«the reseller account owner has the option of controlling all of his users' accounts.

Dedicated server

«this is not a separate account on a server, but a physical device,

«it is simply a separate "computer” acting as a server,

«it is maintained and kept by a service provider, and available only to one client,

«the user has full capabilities to manage and dispose of content - he can install software, share disk
space with other users, store websites, e-mail, as well as internet applications,

«such servers are much more expensive than hosting, have large disk space and data transfer, not to
mention other parameters for more advanced users

e VPS servers

ephysical servers divided into several smaller, virtual machines,
eon such a server the client has unlimited possibilities to manage his part,
«its power resources are allocated dynamically and depend on the server load,

«they are used by large Internet portals that generate a lot of traffic or sites that require a reliable
server.
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Source: https://jakzalozycstrone.info/8-artykuly/21-serwer-i-hosting.html*

In summary, there are many ways to place your files, pages, applications or mail on the
internet. Companies operating in the hosting industry try to reach every kind of customer.
Most of these companies have a very similar offer, but often with different technical and
price conditions. So before buying a hosting account or server, it is a good idea to think
about what you will need. If the service provider provides for a test period of a few days,
it is also worth taking advantage of such an offer.

Exercise
©  Check whether the domain you would like to set up is available. remote

©  Try to set up your own internet domain. remote

2. How to send e-mail marketing correctly

E-mail marketing is a great tool for building relationships and promoting sales®. A well-
prepared sales campaign, supported by a newsletter, can bring surprising results. Before
you start producing creative work and sending mailings, you should know how to do it in
accordance with the law.

Figure 4. Laws governing e-mail marketing

The Law on Protection of Personal Data

*This regulates definitions and concepts related to the collection, processing and marketing of
personal data.

The Act on the provision of electronic services

«This introduces and explains the concept of "unsolicited commercial information”. In addition, it
contains provisions on how to express and withdraw consent to receive advertising and marketing
e-mails. Its important element are sanctions that may be imposed for violation of the law.

Telecommunications law

«This contains a number of rules important for senders, but the most important one is the ban on
the use of automated systems for direct marketing purposes, without the prior consent of the
subscriber.

Source: https://marketingibiznes.pl/e-mail-marketing/abc-e-mail-marketingu-czyli-wysylac-mailingi-
glowa/

“ https://jakzalozycstrone.info/8-artykuly/21-serwer-i-hosting.html, on 19.12.2018
° https://marketingibiznes.pl/e-mail-marketing/abc-e-mail-marketingu-czyli-wysylac-mailingi-glowa/, on 14.12.2018
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The aforementioned acts are a pillar intended to ensure that advertising and promotional
content sent to customers is provided in accordance with the law. Very often, other
provisions apply, including an Act on Competition and Consumer Protection, an Act on
Combating Unfair Competition and the Civil Code, in accordance with the legislation of a
given country.

Figure 5. The benefits of e-mail marketing

e INCREASE YOUR BRAND AWARENESS BY EMAIL MARKETING

@ EASY TO SHARE EMAIL MARKETING

\ What are the

BENEFITS

oF EMAIL
MARKETING

\—Q EMAIL MARKETING CAN BE MEASURED

EMAIL MARKETING IS VERY COST EFFECTIVE

Source: https://www.iqginfotech.co.in/blog/benefits-of-email-marketing/%

Once you have read the legal requirements for sending e-mail content and all of their
conditions are have been met, you can start creating your own database.

The best and most valuable databases are "created by themselves". If a new recipient
subscribes to the newsletter that you run, it means that he sees some goal in it, something
that will bring him benefit or value.

Addresses can be collected in any way using different communication channels, not only
online, but the most common are forms that are posted on websites, e-stores, blogs, as
well as company profiles, for example on Facebook. Of course, filling out the form is
voluntary, and the person who will do it must have the opportunity to express all the
necessary consents, withdraw from subscription at any time and change their data (in
accordance with applicable legal regulations regarding the protection of personal data).

° https://www.iginfotech.co.in/blog/benefits-of-email-marketing/, on 19.12.2018
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Figure 6. Additional campaigns that allow you to obtain new, valuable records

s Discount codes in exchange for subscribing to a newsletter

*Most often they appear in e-shops, but not only there. Sometimes the code is given out to fans of
a brand on facebook, for example the code for a free month on Spotify. Thanks to the fact that
the customer must register and confirm their address, he/she is asked to buy the next month after
the promotional period, all thanks to automation.

mad Content campaigns

*More frequently used and more and more interesting. They are usually used in the B2B channel
(business to business, which means the relationship between two or more business entities), but
also B2C (business to consumer, relations between enterprises and individual clients) can boast of
several interesting actions. The principle is simple: if you want to receive a report or guide,
subscribe to our newsletter. In this way, profiled databases are created, which people interested
in a given subject join.

mem]  SUrveys

*These allow the building of very profiled databases consisting of recipients who are interested in
the products or services that the survey concerns.

s  Competitions

«In order to join these, it is required to provide an address and mark all the necessary consents,
needed for dispatch of creative content, required by the legislators. The only problem is people
who are not interested in the brand or product, but join the base only to play for the prize.

Source: https://marketingibiznes.pl/e-mail-marketing/abc-e-mail-marketingu-czyli-wysylac-mailingi-

glowa/

The purchase of a database of e-mail addresses seems to be a good solution for many
businesses, mainly because in a relatively cheap and very easy way you can increase the
volume of your recipients. If you have decided on this step, it is worth getting information
about it first, because they are not always high-quality records. It should also be
remembered that after the purchase of this type of information, we still have a statutory

duty related to the processing of personal data.

If you decide to rent an e-mail base, you have to accept the fact that the addresses will
not become your property, because you rent them for one or several shipments. In
addition, a company whose records are used can itself prepare mailing based on reported

guidelines, but this is usually for additional payment.

The figure below presents the methods of payment for renting a database. However, to
sum up this topic, keeping in mind the legal restrictions related to the protection of
personal data, the best solution for creating a database of customers who are interested in
a specific product and service related to intangible cultural heritage is the gradual

creation of your own mailing database.
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Figure 7. The methods of payment for rental of a database
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Source: https://marketingibiznes.pl/e-mail-marketing/abc-e-mail-marketingu-czyli-wysylac-mailingi-
glowa/

Before the construction of the creation (the message that will be sent to recipients) is
discussed, it is worth mentioning the types of messages that exist in the world of e-mail

marketing.

Figure 8. Types of messages in the world of email marketing

e Newsletters

It should be noted that these types of messages are not sales creations. Many companies forget
this, especially e-stores. The newsletter is designed to build relationships, inform about the
company's activities or planned events, and not to offer a product or service to the customer. In
online stores the newsletter may contain information about upcoming releases, changes to the
regulations, etc. It should be sent separately, without connecting it with the offer of the latest
products or services.

ey Catalogs

«Sales e-mails that contain goods, prices, promotions, etc.

e Mails related to transactions

*Messages containing information about the purchase of a product/service, payment, delivery.

memd  Autoresponders

*All automatic creations that are delivered to recipients. These may contain content that is
welcome or that which confirms the customer's contact, e.g. with support.

Source: https://marketingibiznes.pl/e-mail-marketing/abc-e-mail-marketingu-czyli-wysylac-mailingi-
glowa/

Each of these types of messages looks a little different, but it is worth remembering that
all have a common identification (the look of the message, logo/name of the institution,
the colours used), thanks to which the subscriber will know from whom he received the
mail.
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Figure 9. Features of a well-prepared email marketing creation
1. It is small - it has a size of around 100kb, so it does not overload customers' e-mail boxes.
2. It is branded (marked) with a company or website logotype.
3. It includes buttons leading to social media channels, e.g. Facebook, Instagram, Twitter, etc.
4. It is personalized.
5. It is not wider than 600 pixels, thanks to which it displays well in various e-mail programs.
6. It has the appropriate colours and high-quality graphics and photos that attract the attention of the recipient.
7. It has the sender's footer, informing who sent the e-mail and how to unsubscribe from the list of recipients.

8. It is adapted to mobile devices such as phones and tablets.

9. It is so constructed that all CTAs (Calls To Action - links in the form of a button, graphics, slogan that encourage
the recipient to click on them) are visible and encourage action.

Source: https://marketingibiznes.pl/e-mail-marketing/abc-e-mail-marketingu-czyli-wysylac-mailingi-
glowa/

Figure 10. Tips for effective e-mail marketing

EFFECTIVE SALES EMAILS e sixessenmiacs ror ermng resuLts

The battle for your readers attention is E-mail readers have short attention spans —

won and lost in the subject line. Craft a

long enough to digest one message, no more. If

subject line that telegraphs the content of you need to convey more than one message,
the message and promises real value if create a separate email for each one. The more
your readers open the email. simple your email, the better the result.

Nobody wants to read an email that feels like

9 PRESENTVALUE

Make sure the value you are presenting to
it's been sent to a hundred people. Use your readers is explicitly stated. Always lay
dynamic content to customize the greetings out the benefits of taking action at the
of your emails to make them feel more conclusion of your email. This works best if
personal. placed directly before your call to action.

@» TO THE POINT

CALL TO ACTION

Don't rely on your readers to know what to do.

The first few lines are not the place to be long

winded or indirect. Your readers want you to Provide a clear call-to-action in the body of
get to the point fast so they can decide if they your message to direct users to sign up,
i <ppardot g pARDOT.COM FOR MORE INFO FE Somim o

Source: http://emarketingblog.nl/2014/11/best-tips-for-email-marketing/”

/ http://emarketingblog.nl/2014/11/best-tips-for-email-marketing/, on 19.12.2018
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Exercise

o

Check your e-mail address. How many e-mail marketing messages have you received in the last
week/month? remote

Which of them do you find interesting, and which do you not? oral

What could be improved in e-mail creations that you have recently received? oral

3. Newsletter - what is it?

Figure 1

Recently, the newsletter, i.e. a type of online newsletter sent cyclically to interested
subscribers (people who signed up to receive such information) has become an increasingly
popular form of communication with the client®. It is selected by small and medium-sized
companies as well as the largest corporations and concerns. What exactly is this form of
marketing, why is it worth choosing your own newsletter and how should we choose the
perfect system for sending newsletters?

According to the simplest definition, a newsletter is a type of bulletin (usually delivered in
the form of an e-mail message) to which customers subscribe voluntarily by providing their
data. Most often they contain information about new products introduced to the company's
range, special promotions or sales, planned events or the events of other types of changes
in the products and services offered.

The newsletter is one of the most effective ways to build a relationship between the
brand/company/institution and the client, primarily because to receive it, you must
voluntarily subscribe to it. Therefore, these messages are not just annoying
advertisements for services that we are absolutely uninterested in, but rather information
material allowing the customer to stay in constant contact with a company/institution that

he is interested in, the development of its offer and changes in the services it proposes.

1. Why is it worth having a newsletter?

=] It collects a list of email addresses of potential customers/business partners

«By having your own mailing list with addresses of people who have expressed interest in particular
services or products, you ensure that all potential clients/business partners are always within
reach and can be contacted regardless of the state of social media servers or their popularity.

It ensures high efficiency of marketing

«This results from the fact that people who decide to subscribe to a newsletter really want to have
close contact with a given brand/company/institution. The effectiveness of this type of
advertising information is additionally increased by the ability to personalize e-mails sent to
customers and a detailed analysis of their interest in them and their reactions to them. Dispatch
automation is an additional advantage that facilitates the work of a company/institution and
optimizes the operation of their mailing campaigns.

Source:

Figure 1

http://www.echopr.pl/blog.php?id=26

2. Good practices in the creation of a newsletter

% http://www.echopr.pl/blog.php?id=26, on 17.12.2018
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Newsletter Publishing

=) BEST PRACTICES G

® Know your audience & speak to their pain

@ Understand your space and other experts who share your arena

B sep ea ®Remember it's not about you, write something that
W benefits others

\ette’ )

® Offer contact info and invite feedback
® Write to one person
® Personalize your email /‘

N

®Keep it simple visually

® Determine frequency and be consistent

I ®Know the length that is right for your market

®Keep it 95% information, 5% sales

® Edit!
® Appeal to skimmers

® Master the subject line

Source: http://www.amarketingexpert.com/wp-content/uploads/2014/09/Newsletter-Publishing-
Best-Practices.png’®

In order to create a good newsletter, it is necessary first of all to determine what
information we want to convey to the client in it, with what frequency and what group of
recipients we consider the target.

 http://www.amarketingexpert.com/wp-content/uploads/2014/09/Newsletter-Publishing-Best-Practices.png, on 19.12.2018
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It is also important to determine one unchanging appearance of the newsletter template.
It should be clear, contain the most important information and links redirecting to pages
where we can find more details about news, events and promotions, and should not be
changed every few weeks or months. Customers get used to the specific look of a
newsletter and often very quickly start to connect this look with the offer of the
company/institution.

It is also important to determine the frequency of sending the newsletter and the day
when it will be sent, because customers get used to the fact that messages from
companies that they are interested in come on a specific day of the week or month, and a
disturbance of this cyclicality may create an impression of chaos and poor management of
the newsletter.

Each newsletter should also contain something inaccessible to people who do not subscribe
to this type of marketing information of a given company. Most often these are discount
codes, special promotions for newsletter subscribers, information about the start of sales
of a specific type of goods, guides related to the products or services offered by the
company, or faster access to information that will later appear on the website.

Newsletters are often referred to as mailings due to the form in which they are delivered
to the customer, i.e. e-mail. However, this is not completely correct. Mailing, according to
the traditional definition, differs significantly from the newsletter.

Figure 13. Differences between newsletter and mailing

/" Itis aone-time
It serves to build a advertisement sent to the
continuous relationship e-mail addresses of a
between the brand and given company's clients.
the consumer by It is not sent regularly,
informing subscribers but is intended to
about new products and || encourage the customer
changes in the company's to take advantage of an
offer. It is sent with a ongoing promotion or
specific frequency and temporary special offer.
contains information that Usually the focal point is
will not be found on the a link to the offer,
website. leading directly to the

brand website.

Source: http://www.echopr.pl/blog.php?id=26
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The decision about choosing an appropriate mailing system through which we will send a
newsletter is very important. There are many of them on the market, so every
company/institution that starts running a newsletter should know what to look for when
choosing a system. Below there is a list of the most popular systems for sending
newsletters.

Figure 14. The most popular systems for sending newsletters

GreenSender

«cost-effective primarily for a smaller database of emails and not very frequent newsletter e-mails,
due to the first 20,000 e-mails being free of charge,,

«if the mailing list consists of less than five hundred subscribers and electronic bulletins go out less
than once a month, you can use all of the functions free of charge for up to 3 years,

«the offer is profitable, above all, for companies starting their business activity on the market

MailerLite

«the possibility of free use, if the mailing list includes less than 1000 subscribers,

«if this limit is exceeded, using the system's services to send bulletins to a list not exceeding 2.5
thousand addresses is payable,

ewith larger databases, MailerLite also offers the best prices, which makes it the most economical
option also for companies/institutions with high popularity and market recognition

Freshmail

eusing it is free when sending emails to a maximum of five hundred subscribers,

«in a case where the mailing list consists of less than 2.5 thousand addresses, payments are charged
for every month of using the system,

«it is worth taking into account when you are just starting a business in the market that it takes
time to build up a wider network of contacts that will help the company to achieve higher
turnover and thus more funds that can be spent on further actions related to promotion

Beemail i Newsletter2go

«these are based on the pay as you go principle, which means that you do not pay for a monthly
limit when using them,

«in this case charges are calculated for each email sent,

«it is profitable if the group of recipients slightly exceeds the limits of free use in other systems,
and it is planned to send longer and more extensive newsletters every two months or more rarely

Source: http://www.echopr.pl/blog.php?id=26

The most useful functions of mailing platforms for sending newsletters - what to look for.

In addition to the price, an important point when choosing a mailing platform for sending a
newsletter is to consider the additional features offered by different providers. Almost all
systems now offer intuitive creation of newsletter templates. Also, almost every supplier
offers the possibility of performing an A/B test for sending a newsletter, which consists in
dividing the mailing list into three groups - two smaller ones and one larger one. The
system sends the newsletter in different versions to the two smaller groups, usually
differing by e-mail title or sender's name. By analysing the openings of e-mails and clicks
on links contained in them, the system determines whether version A or version B of a
given newsletter is more effective and this version is sent to the largest third group of
recipients in order to get the best results in reaching potential customers.

Most newsletter delivery systems also offer basic segmentation of subscribers, consisting in

dividing the mailing list into smaller subgroups, to which will be sent specific newsletters
with offers tailored to their needs. The basic segmentation of subscribers can include,
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among others, division by sex, age, location, defined by the client himself, or selected by
way of research into the subscriber’s behaviour on our site.
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Exercise

o

u]

u]

Check your e-mail address. How many newsletters have you received in the last week/month? remote
Which of them do you find interesting, and which do you not? oral

What could be improved in the newsletters that you have recently received? oral

4, Tips for creating content on the Internet

This chapter contains advice on how to properly create materials for publication on the
Internet.

4.1. The inverted pyramid principle in the creation of texts'®

Both press and internet texts should be prepared in accordance with the principle of the
inverted pyramid. This principle consists in the fact that the most important information
that is contained in a given article should be at its beginning. This design is intended to
allow the reader to find out what the material is about, thanks to which you can hold his
attention and encourage him to read the whole text. Each subsequent paragraph should
contain less relevant, more detailed information, as well as side issues.

The appropriacy of applying the inverted pyramid principle has been proved in eye
tracking studies (following the line of sight). Internauts usually read quickly and carelessly,
directing their eyes to the first passages of texts. According to research, the key area of
articles published on the Internet is the top left corner. That is why the most important
information should be placed there - the higher and closer to the left it is, the greater the
chance that readers will get to know it.

The principle of the inverted pyramid is also relevant to the characteristics of creating and
publishing content on the Internet. The materials placed on the net are often modified
and written in an open manner, and thanks to the above principle, it is easy to change
them and find the necessary details.

10 UMW_0817

Page 19



miterreg &

European Union

CENTRAL EUROPE i

Figure 15. The construction of a text in accordance with the principle of the inverted pyramid

md  Title

*This is the element of the article that is read first. Therefore, it should be inviting, interesting,
and should contain supporting information and keywords

] Leader

«This should contain the key information in a given text, that is, it should answer the basic
questions: "who?", "what?", "how?", "when?", "where?" and possibly "why?". In addition, the first
sentence of the leader must be informative

s First paragraph

*This is more important than the other paragraphs, and therefore should contain more important
information than the rest of the text

=] The rest of the text

*The remaining paragraphs should contain the development of the subject, that is, detailed
content and side issues

s The final paragraph

«This should contain the least important information, such as supplementary information, profiles
of the characters, background of events, or historical background. The entire text must be written
in such a way that after removing the final paragraph it does not lose its meaning

Source: own elaboration based on materials from Exacto Sp. z o.0.

4.2. Formatting text in articles posted on a website'"

Using unified text formatting rules significantly increases its aesthetics and transparency.
Systematic rules applied when writing an article allow the reader to pay attention to the

most important information contained in the text.

Correct formatting is especially useful in texts that contain a large amount of detailed
information. This allows the highlighting of key issues and significantly shortens the search

time for specific information.

The basic principle of formatting is to take care of it after writing the entire content of
the text. This allows for the assessment and selection of the words, content and messages

to which the reader should pay special attention:

1. the first and easiest way is bold formatting of selected keywords or slogans - this

can be used to:

= specify the name, surname and position of the person whose statement is quoted

in the text;

= emphasize details: name, date, time, address, place, etc.;

" UMW_0117
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= indicate the most important parts in the text - the specific title, main theme,
quote, main assumptions;

2. another way is to format the text using italics - in articles we use them most often
when someone's statement or quote is cited; such a procedure allows separation of
the statements from the rest of the text;

3. important content can be conveyed in an effective way by highlighting a selected
fragment - such a procedure will effectively draw attention to the selected
fragment;

4. to format the text in the correct way, it is worth observing the following rules:

= do not insert spaces before punctuation marks (e.g. before a full stop, comma,
exclamation mark);

= make sure that you do not leave single characters and short words at the end of
the lines (e.g., and, a, in, at, to, of, etc.);

= do not insert spaces after opening brackets and before closing brackets;

= use a uniform font - too many different typefaces in the text may cause the
reader’s attention to be distracted.

4.3. Rules for creating information titles'?

The title is the second, after the leader, showcase of the article. Skilfully constructed is
designed to attract the reader's attention, to interest him and make him read the text. In
the title, in a few words, it is necessary to include the subject and specificity of the
material, while not revealing all the information disclosed in the text.

Figure 16. Features of a well-constructed title

4 ) 4 ) f )
The more interesting it

is, the more it affects
the recipient and
prompts him to think,
that's why stylistic
constructions based on
different linguistic
devices are practiced.
\_

J

A specific presentation
of the topic described in
the article allows the
recipient to get an idea
of what the text is
about.

. J

Source: own elaboration based on materials from Exacto Sp. z o.0.

\.

It announces specific
benefits desired by the
recipient and resulting

from his needs and
expectations, for which
he is seeking answers.

The perfect title is a combination of substantive value with a stylistic effect and a
promise of benefits. The title should be short, vivid and interesting, referring to the main
content of the material and formulated in the most dynamic way possible.

2 UMW_0616
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Figure 17. Types of titles

s Information title

«This contains specific information, usually without any emotional charge, besides summarizing the
whole message

Title in the form of a rhetorical question

*The reader has to find an answer to the question asked in the title, although sometimes it is
suggested; this title is about putting forward a problem to think about

Intriguing, enigmatic title

It does not explain what is contained in the text, thus encouraging you to read the whole of the
material

med  Metaphorical title referring to a play on words

«Based on ambiguity, the sameness of words or similarity of their wording - artistry is admissible if it
is not misleading and does not complicate the reception of the content

Source: own elaboration based on materials from Exacto Sp. z o.0.

It should be noted that on the Internet there is a slightly different policy for editing text,
and therefore also information titles. The main difference is caused by the fact that most
Internet users only read the title and the text header. Therefore, an internet title is in
itself a carrier of information, because whether the user clicks on a given reference link to
the next part of the material depends on it. In addition, it is subject to technical
limitations because it should contain keywords for search engines. As a result, titles
prepared by online journalists are usually significantly longer. In Internet journalism, the
inclusion of a fragment of a statement in a title is a much more frequent phenomenon
than in the printed press. These differences result from the different publishing cycle and
differing ways of meeting information needs on the Internet. Articles published in the
press come from the previous day, they consist of a deeper analysis, while those posted on
the Internet are meant to reach readers as quickly as possible and inform them about
given events

4.4. Rules for the construction of a correct leader

The leader, graphically highlighted (often in bold), is the first paragraph of the text
immediately following the title. Its purpose is to introduce the reader to a given topic,
which is why the leader usually gives the most important information in abbreviated form.
The leader should contain the quintessence of the text and present its most important
elements and should also interest the reader and encourage him to read the entire article.
On the one hand, the leader is a summary of the text, while on the other it is a lure that
cannot reveal all the details of the subject. It cannot be typical and tedious and should
not start with the date of the event.

The leader is created according to a specific construction scheme. Its volume should not
be too long, and in its contents multiple complex sentences should be avoided. Above all,
however, it should answer five basic questions: Who? What? Where? Why? When? There are
four basic types of leaders:
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Figure 18. Types of leaders

s Informative

It informs what the article will be about, it is a summary of the text

—

 This leader poses a question and immediately responds to it, it encourages reading by
addressing an issue potentially considered by the recipient

—

» A quotation of an important or controversial statement regarding the subject of the text
often allows the effective launch of an article

e Historical

« This is an anecdote or fact related to the subject of the article, its task is to arouse
emotions and interest

Source: own elaboration based on materials from Exacto Sp. z o.0.

4.5. How to create subheadings in information'3

The subheading is an internal title, which is designed to organize and increase the

readability of the text, as well as to announce what is in its next passage.

The subheading is a hook that primarily sustains the interest of the recipient and ensures
that the reader will become familiar with the whole text, not just its first paragraphs.

In a text that consists of 1500-2000 characters, headings are unnecessary; however, in a
longer report from important events published on the website there should be at least two

subheadings.

3 UMW_1217
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Figure 19. Basic principles of creating subheadings

1. The first and easiest way to prepare a subheading is a short and simple announcement of the accompanying
paragraph. Such a subheading will play a navigational role despite the fact that it reproduces content in the text.

2. Another way to create a subheading is to extract the benefits of reading information, for example, to
determine the knowledge that can be obtained by reading the material.

3. A subheading can also be a fragment of a quotation which is in the accompanying paragraph. However, it is
necessary for the quote to stand out.

4. The most interesting numerical figures in the text can be used to create a subheading.

5. The classic subheading is a question which is answered in the paragraph. Sometimes, if we want to attract the
reader, we can put a negative response to the question immediately after it.

6. In a case in which we can afford more improvisation, we can also use a play on words.

Source: own elaboration based on materials from Exacto Sp. z o.0.

4.6. Placing links in text'

Information published on the Internet is governed by its own laws. One of them is the
placing of links in their content, which, among other things, makes it easier to navigate
the network and is friendly for the Internet user. A correctly placed link in text material
allows navigation between pages, controls access to information and affects the reader's
associations, which is why, contrary to appearances, it is very important.

A link is a reference that can be placed in absolutely any element of the page - for
example in a photo, widget, button or title. The most important links, however, are those
embedded in text, i.e. the so-called hyperlinks, which are displayed in blue. They are used
to send the reader to a source of additional information, because after clicking them, the
internet user is taken to another place on the same page or on the Internet. It is
important, however, that there are not too many links, because the most important goal is
always to keep the reader with the text. For this reason, it is good for links to lead to
subpages of a given website.

There are several ways to describe links embedded in text. The most common formulas
are: "Link", "More", "Click here" or simply "Here". Such naming has one big disadvantage -
the reader is not sure where he will be taken after clicking the link. Therefore, it is a
much better solution to describe the link in a specific way, which tells internet user which
page will be displayed after clicking the hyperlink. The user needs to know where the link
will take him. Link descriptions should also be as short as possible - it is a mistake to mark
entire paragraphs or sentences.

The basic principle of placing links embedded in text says that they should be at the end
of a sentence or paragraph. This is the best solution due to the fact that thanks to this the
reader will read the sentence or a given text fragment to the end. It is very important that
the address embedded in the link is correct and will lead to an existing page. A broken link
is a very big mistake which will discourage further reading.

4 UMW_0417
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4.7. Negative comments on the Internet'®

Any activity on the Internet is associated with the possibility of negative comments. Often
the reason for negative opinions is a lack of response or downplaying reports. Therefore, in
the case of such a comment, the reaction time is extremely important - the faster the
better. The worst option is a lack of response or removal of the negative content, because
it can cause further, even more insistent attacks. Negative entries should be left in place
and responded to.

If, for example, a negative comment appears on a Facebook fanpage, the best way to deal

with it is to apply the 5P rule:
Figure 20. The SPORT Principle

maml  Say soOrry

« The first and most important step should be an apology in a positive framework. It gives the best
results and Internet users respond to it best.

mmed  Prepare

« In order to be prepared for the crisis, it is a good idea to prepare a reaction process before the
appearance of a negative comment. Therefore, one should consider which crises they are exposed
to and develop action scenarios.

sl Oppose

« When preparing a strategy to prepare for a crisis, you can certainly become aware of what may
cause it. Already at this stage, you can take action to avoid problems in the future.

= Recover

*This action is also related to the previous point. After the publication of a negative comment, you
always have to take it into account and repair what has gone awry at a given moment.

med  Take care of compensation

« In a case in which you really are at fault, it is good to compensate the person concerned for the
loss they suffered. This will erase the negative impression.

Source: own elaboration based on materials from Exacto Sp. z o.0.
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4.8. The most important issues regarding copyright'®

Copyright law is a branch of law related to intellectual property. It specifies the rights of
an author (or an entity to which rights have been transferred) use of their work, including

reaping profit from it.
Copyrights are divided into two basic categories:

Personal rights - in Poland these are indefinite and non-transferable rights. The
personal right to the work consists in the existence of an intellectual connection
between the author and the work. This is manifested, among others, in the possibility
of deciding on the first publication of the work and signing it with your name and

surname.
Property rights - these rely on the right to exclusive use of the work by the rights

holder. The author, unlike personal rights, can relinquish them, for example by way of

sale.

The work - this is created as a result of the creative work of a human being. It must be

individual and be recorded in any form, e.g. text or graphics.

Figure 21. What is copyright?

What is copyright?
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Contrary to popular belief, copyright in Poland allows the use of published works in a fairly
wide range. This does not mean that we can do whatever we like - there are a few basic
rules to keep in mind.

" https://mypad.northampton.ac.uk/09321145/2013/03/20/copyright-issues-and-internet-safety/, on 19.12.2018
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Figure 22. The basic principles of copyright

meed  The right to quote

» A quotation should always be given in double quotes. It is a literal quotation of the selected text.
Next to the quote should be shown where it came from (e.g. the name of the medium) and its
author. The detailed rules of using the right to quote are unclear and complicated: the law does
not specify, for example, the maximum length of the passage, but it is required to keep them in
proportion - quotes cannot dominate the material. In other, imprecise, issues wide use in other
materials should be followed and common sense is recommended

e Paraphrasing

«Otherwise known as describing the selected fragment in your own words. In the case of
paraphrasing, quotation marks are not used, but it is worth mentioning who the author of the
original words was, especially in the case of paraphrasing from scientific papers, which by
definition contain original content, not published previously or anywhere else. It is also worth
mentioning the source and the author in the case of journalistic articles, but also information that
only one editorial team has received, and are not a widely disseminated news item. The source and
the name of the author are therefore necessary in the case of paraphrasing content that is unique,
original and unrepeatable.

Request for permission

«In the case of the use of audio-visual elements (if they are not distributed under CC - of which at a
later point) the permission of the author for their use on our website should be requested.

e Providing the source

*As above, in the case of using audio-visual elements, at the end, the material should be labeled
with the name of the author and the source of the illustration (giving the title of the book or link to
the website). Such an action will allow not only to the following of copyright law, but also creates a
good relationship with a given creator.

Use of non-copyrighted materials

*Not all established intellectual creations are qualified as a work, and hence covered by copyright.
Examples of such materials include: simple press releases (e.g. police news, stock quotes,
timetables, cinema repertoires, simple weather forecasts, TV station schedules), regulations and
legal acts, publicly available patent descriptions, official documents.

mee]  Use of press materials

*Works sent by mail by marketing agencies are in principle intended for further distribution.

s Linking

«This applies in particular to the use of audio-visual elements. If the goal is to promote and
distribute a given creator's work, and the artist did not distribute them under a CC license and did
not give consent to their use, then a link to the material provided by the author can be added to
the article.

Source: own elaboration based on materials from Exacto Sp. z o.0.

Using works based on a CC license (Creative Commons)
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There are works whose authors renounce property rights (in some countries where it is
possible, authors may also waive personal rights). This means that their use is not subject
to such restrictive rules - certain rules exist, depending on the license used (about their
types below). A common feature of all CC licenses is the fact that you do not have to pay

for the use of works.

Figure 23. Types of works based on a CC license

mmmel CCO

«The author has waived both property and personal rights. This means that the work can be used
completely freely: copied, modified, and even sold - the latter action, although lawful, is
considered unethical. When using the work distributed on this license, you do not have to mention
who the author is.

sl CC-BY

«If a work disseminated under this license is used (it can also be modified), its authorship should be
acknowledged and respected by providing the name and surname of the creator.

mumal CC-SA

*The work (and its derivatives) should be disseminated on the basis of the same license. In the case
of using a photo based on CC-SA and creating a new, modified graphic on its basis, it must be
provided with the same license.

mmmal CC-NC

« This type of license prohibits the use of the work for commercial purposes. The work can be used
and modified for non-profitable purposes.

mmmal CC-ND

«This license does not allow modification of the work.

Source: own elaboration based on materials from Exacto Sp. z o.o.

Licenses can consist of several elements. For example, CC-BY-NC-ND allows only re-use
(without editing) of the work for non-commercial purposes, while recognizing the

authorship of the work.
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Figure 24. Actions that violate copyright law

mmd  Linking to illegal sources

« Various content is disseminated on the Internet, some of them are made available by the authors
and it is up to them to redirect hyperlinks (to official accounts, owners of property rights). For
example, when writing information about a band, be careful when adding a hyperlink to a song. It
cannot be a song shared by an anonymous person. The link must always lead to an official site, a
fanpage run by the author, the main content distributor.

= Lack of permission

« In this case, you have to give up on adding the author's work to your website. A compromise solution
is to put a hyperlink to the page with the creator's works.

= Lack of the name and surname of the author

» When placing materials with the consent of the author, his name and surname should be provided,
unless the creator wants to remain anonymous.

sl Abuse of the right to quote

 This may lead to the material being considered plagiarized. It is an abuse to quote too long
fragments and to cite without any justified necessity (e.g. in material not related thematically).

Source: own elaboration based on materials from Exacto Sp. z o.0.

Adherence to the guidelines presented in the above chapter will allow for the conscious

and lawful use of materials available on the Internet.

Exercise

©  Find a few texts about a topic you are interested in and improve them so that they become more
attractive to the reader. Remote

©  Find a few photoreports of events taking place related to a topic that interests you. Rate them in
terms of their correctness. What is good about them and what needs improvement? Remote, Oral

B Try to find an infographic that outlines the topics your business focuses on. Is it presented in an
interesting way? What catches your attention the most? Remote, Oral

5. Tips for increasing the number of visits to the website

Each website - regardless of whether it is a company website, or maybe a blog or other
online creation - needs traffic in order to exist. Why is traffic on a website so important? It
is the source of readers, clients and potential customers, which is why it is worth taking
care of acquiring constantly new, incoming traffic to our target site.
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Figure 25. Tips for increasing the number of visits to the website

Cooperation with bloggers

«By working with bloggers, for example through guest entries, you can count on increased
awareness of your personal brand. It is also a chance to for users to pass from their website to our
portal, blog or even company website. It should be remembered that today's bloggers should not
be seen as teenagers who set up diaries. Often, these are serious and respected personalities,
specialists in a given topic, so it is worth establishing cooperation with them.

Social Media

«Systematically building your brand through social media is one of the best methods by which you
can gain traffic. Of course, you cannot rely 100% on Facebook, because every social media has its
own groups, each is suitable for a different type of distribution and way of attracting traffic, and
most importantly, each of them also has different rules. An example here is Twitter and the
famous 140 characters.

Commenting on blogs

«If we find a topic-related article on blogs, you can easily join the discussion. A comment, should it
be highly substantive, can be signed with the first name, surname and address of its website. Users
often follow with full interest what is happening around the topic of the article. They also want to
read about what the authors of the most interesting comments do.

Writing in accordance with the principles of SEO (activities that

promote websites in search engines)

*Writing in accordance with the principles of positioning is of great importance in the era of
constantly changing Google search algorithms. We cannot forget that the traffic coming from the
search engine is still the most significant proportion of the traffic that our website can get.

Linking to your website

«In positioning websites, positioning links are still a very important aspect. They make our domain
more visible in search engines, thanks to which more people have a chance to find us.

Creating valuable content

«If we run a business, and the only content is the "offer” and "about the company” section, we
should not be surprised if no one comes back to our website. Only by continuously offering new
content can you count on a smooth and systematic increase of traffic on the website. If this is
lacking, it will be difficult to attract the attention of the new users and try to get the existing ones
to come back.

Sharing in forums

*The ideal tool for acquiring traffic is to show yourself on industry forums. Then all you need to do
is write comments with a footer or have information in the BIO section (a short description about
our person) about your website, and you will certainly generate interest from various people who
want to expand their knowledge of the issue.

Sponsored links

«Otherwise known as Google AdWords. This is the method of so-called paid traffic, which can
significantly increase traffic on a site - up to several hundred percent. It is enough to arrange a list
of phrases by groups that are thematically linked to our site

Creating newsletters

«In recent years e-mail communication has replaced traditional mail. For this reason, it is worth
encouraging our users or customers to subscribe to our newsletter. Skillfully conducted
communication through a newsletter gives well-personalized "entries” to the website.
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Figure 26. Tips for increasing the number of visits to the website, continued

Mailing

«This is a way of sending content via email. In general, it is of an advertising nature, but its skillful
composing allows, at least once, an increase of traffic in the site.

Work on so-called personal branding (building your own brand)

 Our personal brand is an opportunity to not only attract traffic to our website, our YouTube
channel or blog. It is also a possibility of better "monetization” (profit, earnings) of a given
venture. It is worth striving to "keep up"” our personal brand because it helps us to develop our
websites.

User-friendly interface

«If we do not take care of this, it may mean that that, despite good quality content, people will not
come back to us. Why? No one likes to become tired and usability is responsible for our perception
of a given website. We are reluctant to recommend websites that are poorly constructed, have
poor navigation, non-functioning elements, or simply contain errors.

No "hate”

*Only real opinions should be expressed. Nobody destroys interest in their website as easily as a
person who criticizes without foundation, bothers and provokes. Often, even people who are
specialists in a given industry that do not adhere to the principle of "I do not bother the less
popular, lesser known or even weaker" go down in the estimations of people who visit their
websites. This is one of the ethical foundations, but it is also important in acquiring or losing
traffic.

Appearing at industry meetings

» When we are at our first, second or third industry meeting, we can convey to several people the
fact of our initiative, our project or our website. The more people will learn about us in this way,
the easier it will be to upscale the visits to our website. It should be remembered that people who
hear about us at such a meeting can give a curious fact about a given page, gaining additional
traffic for us on our website.

The use of different channels of content creation

« Podcast (internet audio or video transmission), blog, video. These are just some of the tools that
can help you increase traffic to your website. There are as many preferences as to the materials
and forms that users like as there are people. Some prefer listening to podcasts, others prefer
reading a blog form. It is also worth trying to reach mobile users through the tools Google has
prepared - e.g. Google My Business.

Creating content for users, not for "monetization" (profit,

earnings)

« It is known that creating content for users attracts them much more effectively than if these
texts were to have a typically advertising form. Users are happy to visit places that convey a
specific value. Then they are also much more willing to share the material.
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Figure 27. Tips for increasing the number of visits to the website, continued

mmmd  Saturation of the texts that we create with key words

« This is another principle that facilitates the acquisition of traffic. If we use keywords that bring
traffic, we will increase the visibility of the content in search engines.

] Using catchy titles/headings

» Each heading is a chance for given material to be opened. It should be remembered that
nowadays there are many blogs and portals fighting for the attention of a potential reader. That's
why a catchy title is so important.

mem  Being clear

« Sharing personal experiences and knowledge allows us to show more of a "human face”, thanks to
which it is easier to encourage people to read our materials. They know then that we are natural
and sincere in what we do.

e Regularity

« Currently, many people have a big problem with this because they treat their websites not as a
business but as a hobby. Sometimes they don't have time to update information, create new
content and other similar things. This is a big mistake. Regular planning and creating of new
content ensures constant reception at least by those who have already become interested in our
activities.

Installing an RSS plugin (format for data subscription)

» At the moment, many people use blog subscriptions. It is worth installing an RSS plugin so that
Internet users can easily access new content. Keep in mind that we live in fast times and not
everyone remembers about our blog. A message on RSS suggests that the favorite author just
created a new work.

Source: https://www.whitepress.pl/baza-wiedzy/44/21-inspiracji-na-zwiekszenie-ruchu-na-stronie-
internetowej'®

18https://www.whitepress.pl/baza-wiedzy/44/21-inspiracji-na-zwiekszenie-ruchu-na-stronie-internetowej, on 14.12.2018)

Page 33


https://www.whitepress.pl/baza-wiedzy/44/21-inspiracji-na-zwiekszenie-ruchu-na-stronie-internetowej

miterreg &

CENTRAL EUROPE &

B. Further information

6. What is CMS and do | need it?

CMS stands for Content Management System. It is a website with an administration panel
that allows you to change content independently and without programming knowledge™.
Adding, modifying and deleting texts, tables, graphics, photos, videos on the website, and
even entire subpages and sections is done by clicking buttons. When writing text, you can
use buttons to format text (such as bolding, inserting a reference), which are very similar
to those in Word.

The most popular CMS systems have (usually free) add-ons, called plugins, which can be,
for example, a photo gallery, a set of accessories to assist in positioning, a discussion
forum, a hotel reservation system or even the Facebook "Like" button. Installing the plugin
is usually limited to entering its name and clicking one button, if you use a sufficiently
modern CMS system, such as WordPress. So plugins allow for free expansion of the
functionality of a website without programming knowledge.

Another great advantage of CMS is the lack of fees for modifying websites that are
equipped with such a system. You do not need to turn to an IT company, sign contracts,
arrange details and wait for an order to be carried out, because everything can be done
immediately.

Currently, there are practically no websites being set up that are not equipped with CMS.

% https://sukcesstrony.pl/co-to-jest-cms, on 14.12.2018

Page 34


https://sukcesstrony.pl/co-to-jest-cms

miterreg

on

CENTRAL EUROPE

Figure 28. What is a Content Management System (CMS)?

ADMINISTRATOR

DOMA‘N OPE_N—SOURCE

Source: http://www.motionborg.net/services/content-management-system-cms/?°

The construction of CMS (like any computer software) is very similar to the construction of
a car - it looks simple from the outside, but has a complex structure on the inside, which
in the case of CMS appears in the form of thousands of lines of programming code, called
source.

Developers can reveal such code publicly (usually for free) or make it available only for
customers to whom they have sold their software. Due to this "code openness’, CMS
systems fall into two categories, described below.

U http://www.motionborg.net/services/content-management-system-cms/, on 19.12.2018
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Figure 29. Types of CMS systems according to their source code

Systems with "open source code" (very often called "open source")

their code is publicly available, almost always for free, thanks to which a large number of people
use it,

«a large number of Internet users with access to the source code create a huge number of plugins,
templates and other additions,

eInternet users quickly also catch security errors in the code, which could threaten the hacking of a
site using the given CMS,

«for security reasons, it is necessary to update such a system on a regular basis,

«in popular CMSs the update comes down to a single click and almost never causes problems,

«in less-popular CMSs the update may require programming knowledge and entail additional costs.

Systems with "closed source code"

« they are created and developed as companies’ data products,

«the code of such CMS is known only to the clients of the company where this CMS was used,

ea small number of system users usually means a smaller number of available add-ons (created
mainly by the software producer),

«due to the fact that the code is only developed by one company, there is a greater chance that
there are security errors in it,

«this code is known to a small group of clients, so the chance of detecting and publishing a security
gap is small

eyou rarely need to update such a CMS, and sometimes an update is included in the system price,

«the limited development possibilities, however, disqualify CMSs with closed code in 95% of cases.

Source:

https://sukcesstrony.pl/co-to-jest-cms

It should be remembered that the use of a free CMS does not mean that the site will be
cheaper to set up, because in both cases you pay for its installation, configuration,
customization or connection of the graphic design. So you can expect a similar price for
the site, regardless of the openness of the code used to build it.

In Poland, reasonable prices for the creation of CMS-based websites start at PLN 3,000 and
end at PLN 9,000, depending on the needs of the plugin configuration (additions extending
the functionality of the application), the complexity of the graphic design and the quality
of the site's set-up by the contractor.

The set-up time of a CMS-based site is usually (depending on the contractor) between two
and three weeks.
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Figure 30. The 10 most popular CMS content management systems

meed  WordPress

« Built using PHP and MySQL (scripting programming languages, mainly done on the server side), it
holds first place in the popularity ranking. Over 24% of websites in the world are built on
WordPress. Pages based on this platform are compliant with W3C standards, additionally optimized
for search engines. Its huge selection of themes and plugins allows you to create virtually any type
of website.

] Joomla

« It is ranked second in the popularity ranking, especially among small and large companies, mainly
due to its flexibility and easy-to-use administrative control. It is optimized for search engines,
which greatly enhances its promotional capabilities.

« Very similar to WordPress and Joomla. It also has hundreds of thousands of extensions and plugins.
If your site has a lot of complicated and complex content, then Drupal is the best solution.

e ModX

« Its strength is utility and simplicity. It would be a good solution for people who are less
experienced in this area. ModX is well-optimized for search engines and does not need any
additional plugins to get into the website ranking.

s EXpressionEngine

« For creating a website, it offers both free and paid options. It does not provide full freedom to
design websites, but it is search engine friendly and provides assistance after the purchasing of a
license.

== 1€XxtPattern

« It is flexible, free and has a very minimalist interface, which makes it easy to use. The package
provides an anti-spam system and import tools.

mmmm Contao

« It is friendly for positioning in search engines. Its security system is at a very high level, and it is
therefore recommended for websites that value security.

mmmm DotNetNuke

« It is very flexible, almost any feature or platform function can be changed. It offers ready-made,
free templates as well as paid versions of them. Like Contao, it offers high, stringent security
requirements.

Umbraco

« It gives full freedom to the designers at the so-called front-end (or simply the appearance of a
website). Despite its flexibility in creating websites, it does not provide any complicated themes.

Concrete 5

« Its advantage is a free license and support for web applications. It is gaining popularity due to its
flexibility in coding and using themes. It also offers support for business websites, which is why it is
a great choice for corporations.

Source: https://mobiletry.com/blog/ 10-najpopularniejszych-systemow-do-zarzadzania-trescia-cms?’

! https://mobiletry.com/blog/10-najpopularniejszych-systemow-do-zarzadzania-trescia-cms, on 19.12.2018
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7. Website positioning - what is it and what does it
depend on?

In articles about online marketing, the mysterious abbreviation SEO often appears. It
stands for Search Engine Optimization, otherwise known as positioning, and thus it refers
to the pursuit of obtaining a high position for a website in a search engine. This is a key
issue for companies focused on gaining customers in the network. The best positioning
effects can be obtained by employing an external SEO agency. However, this is a costly
solution that not every company can afford, so a cheaper alternative is to independently
master the rules of positioning, which can help you get satisfactory results?2.

Positioning for small businesses

The first step in the positioning of a small business website is to analyse the current
market situation. You need to take into account other long-standing companies that are
much larger and have won and still maintain a high position in Google. After entering
general wording, such as "news”, their websites appear in the first places, so it does not
make sense to attempt to join the competition for such simple, popular phrases.

The solution for smaller companies can therefore be positioning under less popular
wording. A city news portal should not try to get the phrase "news", which is occupied by
nationwide portals. It is better to subordinate its positioning to wordings such as "black
news" or "black information”.

For online stores where location plays no role, it is a better solution to try positioning
focused on specific products/services, especially those rarely found. For example, for a
shop with folk handicraft, the design of one of the phrases may look like this: "brand name
+ store” or "name of the creation + online store". This is an approach in line with the idea
of the so-called long tail, in which the point is that statistically more traffic is generated
by low-popular phrases - that is, for example, 25 weak phrases will collect more hits than
one strong one, most often typed in Google. So it is more profitable to position yourself in
terms of many weaker, more complex phrases than to put time and money in the fight for
super-popular and simple wording.

Positioning - site design and content

The success of positioning is determined not only by well-structured phrases, but also by
the structure of the page and its content. First of all, remember the basic principles of
web usability (ownership of products that determines their usable quality) and using your
own solutions, not ready-made templates. The site must be convenient for all users,
including mobile ones.

Taking into account the content, one should remember about the principles of content
marketing, thus providing interesting and original information to Internet users. In a sense,
it is enforced by Google itself, which introduced two complex algorithms (Panda and
Penguin), whose task is to conquer the positioning of those websites that offer valuable
content, and thus reduce the position of pages that derive from someone else's
achievements.

One should also remember about proper optimization, and thus content saturation with
key words, dividing well-chosen subheadings and bolding the most important phrases. The

2 https://poradnikprzedsiebiorcy.pl/-pozycjonowanie-czym-jest-i-na-czym-polega, on 14.12.2018
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length of the article is also important, but within reason, so that an increase in the
number of pages does not result in a deterioration of their quality.

Figure 31. The main goal of positioning on the Internet

* | want to be #1
: onGoogle

Source: https://msstarkscience.weebly.com/blog/just-how-an-seo-consultant-could-expand-your-
business?3

Positioning in social media

An important activity for every company/institution is running a fanpage on Facebook. To
reach a wider range of users, you can also keep accounts on other social networks, such
as: Google+, Twitter, Instagram or LinkedIn. However, it should be borne in mind that
presence on these websites does not have much impact on positioning. The only
dependency occurs when you have an account on Google+. On the other hand, activity on
Facebook, and thus liking and sharing of our posts, does not improve the position in the
search engine at all. So it is worth approaching social media from a different angle, in
order to use them in such a way that they would help increase the number of visits to the
website of our company/institution, which will increase its popularity.

3 https://msstarkscience.weebly.com/blog/just-how-an-seo-consultant-could-expand-your-business, on 19.12.2018
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Figure 32. Nine steps to a site that is friendly to positioning on Google

Proper layout of information on the site

«this will ensure that both users and indexing bots can quickly reach the most important content,
«it is necessary to remember about internal linking and index only the most important subpages.

Friendly url addresses

«if there is such a possibility, use a keyword in the domain name,

«it's worth making sure that the most important keywords assigned to the selected subpage appear
in the address,

«the length of URL addresses and their syntax is also an important element.

Internal linking

«thanks to skillful linking it is possible to determine how to separate the flow of page ranks (the
method of giving indexed web pages a specific numerical value, indicating their quality) between
selected subpages of the website, which can ensure success in the form of high traffic on the
page,

«at the level of creating a website structure, it is worth drawing up an internal linking scheme, as
this will be helpful in the next stages of positioning.

Proper keyword targeting

«always, whenever possible, use links with anchor text (a word or phrase, which is a link) in
accordance with the most important keyword,

«you should also remember to use a keyword in the title link tag,
«if possible, you should refrain from using phrases like "read more”, "go further” or "see more".

Content optimization in accordance with positioned keywords

« it is important that the keyword that is assigned to a given subpage appears at least several times
in the content of the site, in the <h1> <h2> <h3> tags and in the page title,

« the content on the site should be adequately saturated with keywords so that Google can assign it
to the appropriate directory and that the bot can determine what topic the subpage is talking
about,

« It is a good practice in website positioning to give alternative grammatical forms and synonyms of
the keyword.

Duplication of content and positioning

«when creating content for a website, only unique content should be created, keeping in mind that
the content should not be copied from other (especially stronger) websites,

sremember that the same content should not be indexed at different web addresses (this is
especially important when there is a search engine on the page that indexes search results).

Keyword cannibalization

«a situation in which the same main keyword is used in the optimization of several subpages, thanks
to which the Google bot itself selects the page that is displayed under the selected query,

othe solution to the problem is to limit the use of keywords on subpages that should not be
displayed under a given query.

The speed of page loading and its impact on positioning

«if Google bots are able to move faster between subpages of the website, this will result in faster
indexing of the website,

eusers do not like being on sites that take a long time to load,
«the site will lose the "anchor”, which will prevent it from being properly visible in search results.

The mobile version of the website affects Google's positioning

«from April 21, 2015 adapting a site for mobile devices has had a very big impact on the positioning
of the website,

«this aspect should be given special attention.

Source: https://poradnikprzedsiebiorcy.pl/-pozycjonowanie-czym-jest-i-na-czym-polega
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Website positioning - link building

Even the best website design and optimization will not provide us with a high position in
the Google search engine if we do not obtain external links to it, and so they should be
placed on other websites and lead to our website.

Currently, quality of links counts more than their number, so before adding a link on a
selected page, it is worth checking its indicators using tools such as Majestic, Ahrefs or
Open Site Explorer.

Links should be obtained from various sources, because getting them, for example, only
from online forums or only from page directories, will be a clear signal to Google that
linking is being done in an unnatural way, which may result in the site falling in the search
results.

In the case of a local company, it is worth adding your business card to Google Maps. This
can help you get higher in the search results, and a business with a stationary
headquarters can be easily found online.

Figure 33. Frequently encountered myths about SEO

Positions, once achieved, are given forever

There is nothing more misleading, changes in search results occur all the time, the position of a
page in search results can change daily. This is due to the fact that Google introduces changes to its
algorithm and, secondly, that the competition is not sleeping.

There is one universal "recipe” for achieving the highest positions

Nobody has full knowledge of how the search algorithm works, except for Google employees.
Therefore, all SEO activities are based on tests, knowledge and observations.

Positioning is a one-off activity

Unfortunately, this does not work. In most cases, the maintenance of the site requires activities to
be carried out on a regular basis.

Guarantee of achieving a position

This wording is often found in the offer of companies dealing with positioning. Unfortunately, this is
just an ordinary marketing gimmick. Nobody is able to provide a 100% guarantee of achieving high
positions in search results.

Source: https://www.whitepress.pl/baza-wiedzy/36/na-czym-polega-pozycjonowanie-stron-
internetowych
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Where to look for help in positioning websites

Positioning work can be outsourced to specialists or you can try to do it yourself. Both
solutions have their pluses and minuses, but for self-directed activities to bring more
benefits, it is worth looking for help on the following pages?*:

1. Groups in social networks, bringing together people involved in positioning:

= https://www.facebook.com/groups/496083163758299/ - SEO/SEM Polska group on
Facebook

= https://plus.google.com/u/0/communities/111407465367186518896 - SEO Poland
group on Google+

2. Google Forum for Webmasters -
https://productforums.google.com/forum/?hl=pl#!categories/webmaster-pl/

3. The biggest Polish SEO forum - http://www.forum.optymalizacja.com/

4. New SEO Concept Group

Exercise
8 Check which websites are displayed in Google search by entering topics of interest to you. Remote

o ldentify your biggest competitors. Remote

8. Tips for creating content on the Internet

This chapter contains advice on how to properly create materials for publication on the
Internet.

8.1. Creating press releases?®

The press release is one of the basic tools for communication with journalists. It is a
message addressed to individual media in order to publish information about a given
institution. The better the material is edited, the greater the chance of its publication.

First of all, the message must be concise and meaningful. The beginning of the information
must be interesting, because this determines whether the journalist will become
acquainted with the whole text. It is also worth checking whether the message answers
basic questions such as: who?, what?, where?, when?, why? and how? However, the
correctness of the press release does not guarantee that it will be used by journalists.
Other activities are necessary to increase media interest. The text must of course be
checked and must not contain any errors. It is also necessary to supplement the material
with photos, graphics, information about the company/institution, or - if possible - charts.

The first step, before creating content, is to prepare an appropriately profiled database of
journalists. The message must get to a journalist who might be interested in the topic.

4 https: //www.whitepress.pl/baza-wiedzy/36/na-czym-polega-pozycjonowanie-stron-internetowych, on 14.12.2018
25 UMW_0816
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This is a tedious task, often requiring repeated direct contact with editors. In addition,
this type of contact database must be regularly updated.

Calling journalists after sending a press release is an activity that can increase the number
of publications. Some media representatives do not like direct contact because they do
not have time, and a conversation by itself will not make them interested in a topic. On
the other hand, it can contribute to a deepening of the relationship and will make sure
that the information has reached the recipient.

Figure 34. Errors to avoid when creating press releases

1. The information contains spelling mistakes or is saturated with professional terms and written in
incomprehensible language.

2. Lack of aesthetics and basic elements that make up a press release.

3. The subject of the information is not very interesting, it does not attract attention.

4. The information is sent to a recipient who does not deal with the subject.

5. The message was sent too late or long after the given event.

6. Sending messages that are too big or contain too many attachments.

7. Failing to hide the recipients of the message and making the contact database public.

8. The information only speaks about the institution or company and its product, it does not contain a
more like an advertisement.

Source: own elaboration based on materials from Exacto Sp. z o.0.

8.2. Reporting from events?®

The reporting of events, like other press forms, consists of a title, leader and essential
content. It is a faithful and accurate description of the course of an event. In the report it
is necessary to include answers to basic questions, such as: What happened? Where and
when did this happen? Who is the hero? What was the event related to?

The basic features of the report are objectivity, transmission of events in chronological
order and providing accurate, checked and truthful information.

26 UMW_0916
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Figure 35. Basic principles for creating reports

1. Using simple, short sentences, because in this case the content is more important than the form.

2. The style should be strict and laconic, and the words should be chosen sparingly so that the statement is as
substantive as possible, and in the shortest possible form it provides the maximum information.

3. It is important that the report is not a dry statement. Among other things, therefore, the introduction should
not start with the date.

4. When creating a report, one should always repeat someone’s statement. It makes the report credible and also
increases its attractiveness.

5. The volume (length) of the text may not be too large, as this may discourage users from reading.

6. In case the article consists of several paragraphs, it is worth adding subheadings that will draw the attention of
the recipients and increase the attractiveness of the text.

7. When describing any special event, it is necessary to post a photo gallery.

Source: own elaboration based on materials from Exacto Sp. z o.0.

8.3. Rules for the publication of photos from online databases?’

There are a few rules to keep in mind when posting photos from the Internet:

= There are photos from paid and free websites. In paid services for a certain amount it
is possible to download photos for multiple use and modification, without the need to
have their use signed off.

=  The second option is to use free photo databases. In this case, you should pay
attention to the license on the basis of which the photo is offered and comply with it.
In most cases, photos from free sites are made available under a Creative Commons
license, which allows sharing of content under certain conditions. Some of the sites
offering free photos, e.g. Pixabay.com, require attribution of the source from which
the image is taken.

= Also in the case of placing photographs, the name and surname of the author or
institution lending the photo to the article or page should be given each time. The use
of a photo without the consent and knowledge of the author may be associated with
financial and legal consequences.

27 UMW_0516
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8.4. Creating photoreports?®

Creating successful photojournalism is based on a few basic principles related to proper
preparation, observing the rules of correct shooting, as well as skilful graphic processing
and composition of the finished material.

A properly prepared photoreport enables us to present the photographed event in a way
that will allow people who were present to remember it, and those who were not to
become familiarized with it. The basis for a successful photoreport is the appropriate
selection of photos, during which photos will be rejected that are repeated, out of focus,
incorrectly cropped or raise objections in the context of image rights.

Figure 36. The basic rules for creating photoreports

memed  Appropriate preparation for the event

» Depending on the nature, location or program in which the event will take place, the priorities of
the photographer change. We should identify the most important moments that need to be
photographed, the space in which the photographer will be able to move and the rules to which
one should adjust (e.g., not taking pictures during specific moments or a time set for
photographing).

e Differentiation of the frame

» When taking pictures, it is worth following the general-detail principle, which means that when
photographing the general plan, also take a close-up of some element of the plan (e.g. a football
pitch - a goal, an audience at a concert- the vocalist, the workplace of a creator - his work) ,
etc.).

=]  The quality of the photography

» When choosing photos that will be included in a photoreport, we should delete the images that
are cropped incorrectly and take care of the uniformity of colours. In the case of difficulties with
the unification of colours on individual frames, you can change the colours to black and white
using computer programs. In order for the photoreport to have an aesthetic composition, it is
worth to deciding on a consistent framing, so choose pictures taken in only vertical or horizontal
orientation.

=] Proper preparation of technical facilities

» The photographer's equipment must necessarily include batteries for the camera, memory card,
charger and card reader.

Source: own elaboration based on materials from Exacto Sp. z o.0.

8.5. Creating infographics for publication on a portal?®

A very good way to increase the attractiveness of information and create an in-depth
explanation of a topic is to prepare special infographics, which are then published with
text materials. This is an eye-catching form of presentation of, often complex, content
which at the same time allows the reader to quickly and easily understand the problem.
This is particularly important due to the fact that not every user has the desire and time
to get to know the content thoroughly. In the case of publishing an infographic, the
person’s eyesight is automatically directed toward it, because it draws attention with its

8 UMW_0617
2 UMW_0317
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attractiveness. An additional advantage of infographics is the fact that they often have a
"viral” potential, but in a positive sense, i.e. they can be shared and passed further by
Internet users and thus can widely increase the range of recipients. In connection with
the above-mentioned facts, it is recommended in the case of complicated issues to
prepare specially designed infographics for them.

Figure 37. The basic principles for creating infographics

1. The main burden of explaining the issue lies with the graphics, and therefore it must be legible and attractive
in order to create interest for the recipient.

2. In addition to graphics, text content is also necessary because without text it would be impossible to identify
the key information; so text cannot be eliminated at any price.

3. The infographic should be used in such a way that it can function independently, that is, without the material
placed next to it.

4. The infographic must focus on the elements that are most important for the content presented.

5. Before starting to prepare an infographic, you should choose its main subject, purpose and recipients - this will
allow you to precisely determine what it should include.

6. During its creation, it is necessary to define the means by which we present key data - you can choose between
maps, charts, plans, diagrams and cross-sections.

7. Before we start to create an infographic, we should plan a sketch and colours.

Source: own elaboration based on materials from Exacto Sp. z o.0.
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