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Introduction to the 
project 
What is iAfrika? 
•  A digital public libraries project  
•  Local people create and add information to the iAfrika 

website in local languages, e.g. isiZulu, Kiswahili, 
Setswana 

•  The website has been built using WordPress  
 
What type of information is added to iAfrika? 
•  Local knowledge from communities, e.g. clan histories 
•  Information about cultural practices, e.g. the customs 

around marriage 

 



What are you going to learn? 
 
! Tips on writing an article. 
 
! The 6 steps you need to follow in 

order to create an article for the 
iAfrika project. 

 
! How to use digital tools in 

WordPress, for example formatting 
tools. 

 
! Types of information to include in 

your articles and sources. 
 
 
 

How will learning these things 
benefit you? 
 
•  These are transferable skills that you can list 

on your CV. 
 
•  30% of all websites on the internet are built 

using WordPress. So knowing how to use the 
digital tools in WordPress will help develop 
your digital skills and improve your digital 
literacy levels. 

•  You will be an African content producer, not 
just a content consumer. 

•  You can be your own publisher - use what 
you know to build your own website for 
free! You can write about whatever you want 
– food, nature, business, soccer etc. This 
could broaden your audience and network. 



African content online 
• Users of iAfrika can access:  

" Articles about their local history and culture 

" This information on a phone, tablet or computer  

• Articles are grouped into: 
" Dreams and their interpretation  
" History and clan praises 

" Traditional use of plants  

" Customs  



Writing an 
article for 

iAfrika 

Is this a different version of something 
that already exists on iAfrika?  
E.g. there is a version of Umlando 
wakaShembe (History of the Shembe 
people) but you have a different one that 
you would like to add.  

Are you adding a small piece of 
information to an existing 
article? 
E.g.  uMalandlela was never 
brothers with uNtombela  

Write a new 
article 

Add a 
comment 

to an 
existing 
article 

Is this on a new topic that does not currently 
exist on iAfrika?  
E.g. there is no Amaphupho ngezinzwane (Dreams 
about toes). 

New article or comment?  



Tips for 
planning and 
preparing 
your article  

1. Decide on a topic 
Ask: Does it fit into a category? 

2. Plan your writing 
Think about the structure: You need a title and then you need to decide what 
information you will include (this will be the ‘body’ of your article). 

3. Organise your writing 
List all the main points you want to include. Use paragraphs. A paragraph is a group 
of sentences about one main idea.   

4. Make it just right 
Use short sentences and simple language. Keep to the point and avoid having more 
than 300 words. Not too long and not too short! 

5. Consider adding a relevant picture or sound file 
This makes your article more interesting and engaging for the reader! 

6. Layout 
Add sub-headings to make it easier for the reader. Headings break up text and give 
space between your ideas. You can also use bulleted lists, for example to list clan 
names.  



Which article looks easier to read? 
 Umlando Wesibongo SakwaNtombela 

Okuphakathi:Umlando wabo Izithakazelo zabo Umlando wabo:Abantu 
bakwaNtombela baphuma kuNtombela ongumnewabo kaMalandela bezalwa 
nguLuzumane kaMnguni. ULuzumane ubenamadodana amaningi kuwo 
kubalwa, uMcineka, uMchunu, uKhanyile, uMahaye nabanye abaningi. 
UNtombela ubekhonze umnewabo uMalandela ngoba nasemuva 
kokukhothama kukaMalandela nguNtombela obambele indodana 
yomfowabo. Leyo ndodana bekunguQwabe yena yedwa uQwabe wodumo 
emlandweni wakwaZulu. Ibilanywa nguZulu.UMalandela ukhothame 
besebancane oQwabe noZulu. Bebezalwa ngundlunkulu kaMalandela 
uNozidiya wakwaZungu. UNtombela uzalwa uLuzumane kaMnguni wesibili, 
kaGumede kaQwabe wokuqala, kaYeye kaMnguni wokuqala kaLufenilwenja 
kaNtu. 
Umuzi kaMalandela oDwini wawakhe eMandawe eMlalazi ngaseShowe, 
wabuye wayokwakha oNgoye.  

Izithakazelo zabo: Mahlobo!,Mpangazitha!,Nin’ enipheka ngembiz’ ende, 
Isibong’ esibi, 
 

Umlando Wesibongo SakwaNtombela 
 
Okuphakathi: 
•  Umlando wabo 
•  Izithakazelo zabo 
 
Umlando wabo 
Abantu bakwaNtombela baphuma kuNtombela ongumnewabo kaMalandela 
bezalwa nguLuzumane kaMnguni. ULuzumane ubenamadodana amaningi 
kuwo kubalwa, uMcineka, uMchunu, uKhanyile, uMahaye nabanye abaningi. 
UNtombela ubekhonze umnewabo uMalandela ngoba nasemuva 
kokukhothama kukaMalandela nguNtombela obambele indodana 
yomfowabo. Leyo ndodana bekunguQwabe yena yedwa uQwabe wodumo 
emlandweni wakwaZulu. Ibilanywa nguZulu. 
 
UMalandela ukhothame besebancane oQwabe noZulu. Bebezalwa 
ngundlunkulu kaMalandela uNozidiya wakwaZungu. UNtombela uzalwa 
uLuzumane kaMnguni wesibili, kaGumede kaQwabe wokuqala, kaYeye 
kaMnguni wokuqala kaLufenilwenja kaNtu. 
Umuzi kaMalandela oDwini wawakhe eMandawe eMlalazi ngaseShowe, 
wabuye wayokwakha oNgoye.  
 
Izithakazelo zabo 
Mahlobo! 
Mpangazitha! 
Nin’ enipheka ngembiz’ ende 
Isibong’ esibi 



Overview of 
steps 
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Step 1: Log in 

•  Go to: www.iafrika.org/wp-admin  (This is where you 
log in). 

•  Write your username or email address in the first box. 
•  Write your password in the second box. 
•  Add “jtc” in the third box.  (This is a security measure 

to avoid spam logins). 
•  Tap the “Remember Me’ box (a tick will appear here 

when you do this) and then tap on the “Log In” box. 

 
 
 



Step 2: Write an article 
(post) 

•  Once you have logged into your account, you will see 
that a black bar appears at the top of the page. 

•  WordPress calls articles ‘posts’. To add your post tap 

on the + sign. 

•  To start a post, tap on the word “Post”. 
•  You will be taken to a page where you can add the 

heading and the text for your post.  
 



Step 2: Write an article 
(post) 

•  In the first box (where is says “Add title”) you will type 
the title of your article (post). 

•  Your title should describe the content of your article. 



Step 2: Write an article 
(post) 

•  In the first box, you can see the title has been added. In 
the example, the title is ‘Umqombothi’.  

•  Now you are ready to add your text (also called the body 

of your article or post) in the second and larger box. 

•  In the example, the text that has been added is 

‘Umqombothi utshwala besintu obudume’.  

•  This is just the beginning of the text. You can write as 

much or as little as you would like.  



Step 3: Format your 
writing  

Another word for formatting is layout.  
You can make your post look better by using some basic 
formatting tools: 
•  Use sub-headings  
•  Use bulleted lists 



Step 4: Add media files 
•  You can add media files to illustrate your article or to 

make it more interesting and engaging for your 
readers. 

•  Media files can be images such as photographs or 
pictures or audio (sound files). 

•  To do this tap on the “Add Media” button. 
 



Step 4: Add media files 
•  You can upload media from your own phone. This is 

like uploading a photo onto other platforms or websites 
such as Facebook, WhatsApp and Instagram. 

•  You tap on the “Upload files” tab and then the “Select 
Files” button. You will then be able to choose the 
image or audio file from your phone, computer or 
tablet.  

•  Once your media file (image or audio) has been 
uploaded it will appear in the “Media Library”. Tap the 
‘Insert into post’ button and the image will be inserted 
into your article.  

•  Once you have uploaded a media file other users will 
be able to use it in their posts. You can also use media 
that others have uploaded to the Media Library. 

 



Step 5: Categorise and tag  

•  Each post must be added to one of the categories listed below: 

"  Dreams 

"  Customs 

"  History 

"  Plants 

 

•  Next add in more specific tags. Tags describe the key ideas in your 
article. 

"  ALL tags must begin with a capital letter and must be written in plural 
form, for example, “Abantu” (People) and not “umuntu” (person). 

"  One tag is fine. If you add in more than one tag, separate each by a 
comma. 



Step 6: Save your work 
•  When you have completed your article or post save 

your work so that the content editor can check it. To do 
this tap on the button “Save draft”. 

•  After checking your post, the content editor will 
schedule it for publishing. This means it will be posted 
and made public so that other people can read it when 
they visit the iAfrika website. 

 



      Quick Quiz: True or False? 
• An article is called a ‘post’ in WordPress. 
•  It is not important to plan your writing before you post an article. 
• Your article should have a title that describes the text. 
• To format your writing, you can use headings or make lists. 
• The following is a good example of a tag: umuntu 
•  It is important to save your work.  
• You cannot use any of the media files in the Media Library as 

these belong to other people. 



Can I change something after I have 
saved my work? 
•  If you want to change something in 

your draft or edit your work once you 
have submitted it, you can go back to 
it before it is published. 

• For example, you may want to add 
some more information or you might 
want to correct something that you 
wrote. 



Editing your post 

•  To edit your article you need to go to the dashboard. 
•  To get to the dashboard you can tap on the three lines.  

•  You will tap on the word “Dashboard”. 
•  Next, tap on the word “Posts”. 
•  Finally, tap on the words “All Posts” 
•  This will take you to a list of all the posts. 
 



Editing your post 

•  Look for the title of your saved work (draft). 
•  Tap on the “Edit” box below your title (on the post you 

want to edit). 
•  You can then edit your work to include additional 

information or add something that you want to correct.  
 



Trouble shooting: what to do if you tap on 
a ‘wrong’ button 
Let’s say I want 
to edit my work. 
I want to add a 
media file. 
I know I need to 
tap the “Add 
Media” button in 
order to do this. 
But, by mistake, 
I tap on the 
“Add Contact 
Form” button. 

After tapping the 
“Add Contact 
Form” button, a 
form will appear.  
But I don’t want 
this. # 
To get rid of it - 
gently tap on the 
Contact Form. 



Trouble shooting: what to do if you tap on 
a ‘wrong’ button 
When you lightly 
tap on the 
Contact Form, 
another little 
button will 
appear.  
 
Tap on the X. 
This will delete 
and remove the 
form that you 
did not want. ☺ 

You will see that 
you are now 
back to the 
article/post you 
wanted to edit. 



Step-by-step: 
 
Detailed steps 
for adding 
content to 
iAfrika 



Step 1:  
Log in 

1.  Go to www.iafrika.org/wp-admin  
(This is where you log in).  

2. Write your username or email    
address in the first box. 

3. Write your password in the second 
box. 
 

4. Add “jtc” in the third  box. 

5. Click on “Remember Me”    √ 

6. Click on “Log In”. 



Step 2: 
Write your 
article/post 

You will land on this page after you have logged in: 

1. Tap 

the + 
2. A drop 
down 
menu 
will 
appear. 
Tap on  
“Post”. 



 
 You will land on this page after tapping the word “Post”: Step 2:  

Write 
your 

article/
post 1. You are now ready to start 

writing your article or post. 
2. You will begin by writing a title 

and then the ‘body’ of your 
article/post. 



1.  Start writing your 
article by adding in 
a title. 

2.  Use the block that 
says “Add title”. 

3.  In the example 
“Amaphupho 
ngomsebenzi”  
(Dreams about 
work) has been 
typed into the box. 

Insert a title for your 
article or post: 

Step 2:  
Write 
your 

article/
post 



1.  In the second larger text box 
below the title, start typing in 
your text. 

2.  In this example the following text 
has been added: “Uma uphupha 
ukuthi unikezwe umsebenzi 
omkhulu”. 

3.  You can add more text! 

Use this button 
to delete text. 

Use this button 
to go to a new 
line. 

Type your text in 
this box. 

Write the body of 
your article or 
post: 

Step 2:  
Write 
your 

article/
post 



Step 3:  
Format 

your 
writing 

Formatting is about 
making your text look 
better. 
For example, you can use 
sub-headings or lists. 
These are the formatting 
tools in WordPress. 
 
The next few slides will 
show you how to format  
text like this!  



1.  First, decide on the 
heading (before 
you type). 

2.  Next, tap on 
“Paragraph”(above 
the big text box) 
and then tap on 
“Heading 2”. 
Headings should 
always be set as 
“Heading 2”. 

3.  Type your heading. 
It will immediately 
format as ‘Heading 
2’. 

Step 3:  
Format 

your 
writing  

The easy way to add a heading: 

4. When you tap “Enter” button, 
the next line will revert to normal 
text (i.e. Paragraph text). 



1. Use the 
cursor to 
highlight the 
text you want 
to make into a 
heading, for 
example 
“Introduction”. 
Tap the 
“Paragraph’ 
box. 

2. A menu will appear. 
Click on the heading 
level you want, in this 
case, Heading 2. 

3. In the example below, 
you can see the word 
“Introduction” is now 
formatted as a Heading 2. 

When you want to make existing text into a heading: Step 3:  
Format 

your 
writing  



Step 3:  
Format 

your 
writing  

Use bullet points to make a list: 

Tap on this button to 
format your list. 

1.  You can change text to bullet 
lists. Highlight the text you 
want to make into bullet 
points and tap the bullet 
button. 

2.  Or you can tap the bullet 
button before typing your list.  

3.  Each time you add a new 
item by tapping “Enter” and 
going to the next line, a new 
bullet point will be created. 



Notice the difference 
between the article 
on the left and the 
one on the right. 
 
The one has text that 
has not been 
formatted and the 
other has text that 
has been formatted 
to include a heading 
and a bulleted list. 



Step 4:  
Add media 

files 

•  Add a  media file from your 
phone, computer or tablet.  

•  This is the same as uploading a 
photo or sound (audio) file to 
Facebook or WhatsApp. 

1.  Tap the “Add Media” 
button. 

2.  This will take you to 
two tabs: “Upload 
files” or “Media 
Library”  



Step 4:  
Upload 
media 
files 

3. Tap “Select Files”. 
You will then be able to 
choose the image or 
audio file from your 
phone, computer or 
tablet.  

4. Once uploaded, tap 
“Insert into post” and 
your media file will be 
inserted into your post. 



•  Once your media file (image 
or audio) has been uploaded 
it will appear in the Media 
Library.  

•  You can also search through 
existing media files in the 
Media Library. 

•  If you find an image or sound 
file that is suitable for your 
post, select the file and then 
tap “Insert into post”. 

Step 4:  
Add files 
from the 
library 



Step 5:  
Categorise 

and tag 

Add your post to a category: 
•  Customs 

•  Dreams (and their 
interpretations) 

•  History (and clan praises) 

•  Plants 

 

 
1.  Scroll down to the box that 

has the heading 
“Categories”. 

2.  Tap the box that matches 
the relevant category. A 
tick will appear here. 

3.  In the example 
“Amaphupho nezincazelo” 
is shown 

 



Step 5:  
Categoris
e and tag 

 
1.  Scroll down to the box that has the heading “Tags”. 
2.  Type in key words that describe your post. 
3.  Make sure you make the first letter a capital letter and 

that you write the word in plural format, e.g. “Abantu”, 
not “umuntu”. The example that has been added here 
is “Umsebenzi”. 

4.  One tag should generally be enough. If you add in a 
second, it should be separated by a comma. 

5.  Then tap on the “Add” button to add the tag. 

Add more specific ‘tags’: 
 
These should be words that 
describe the key ideas in your 
post. 



Step 6:  
Save your 

work 

You should save a draft when 
your article/post is complete 
so that the content editor can 
check it and schedule it for 
publishing. 

1. To do this scroll down to 
the box that has the 
heading “Publish”. 

2. Tap the “Save Draft” 
button. 



Edit your work 
 If you want to 
change or add 
something to  your 
post once you have 
submitted it, you can 
come back to it and 
continue editing until 
it is published.  

1. Tap the three 
lines in the menu 
on the top left-hand 
side.  

2. Tap the word 
“Posts”. A menu will 
drop down. 

3. Next, 
tap the 
words “All 
Posts”. 



Edit your work 

4. Find the title of the post you want to 
edit. 
5. Select this and then tap on the “Edit” 
box. 
6. This will take you back to your post 
and you can begin editing your work. 
 



Some ideas for sources of information 
• Talk to and interview older people in your community who may 

have information on clan histories, ancestral stories, interpreting 

dreams, customs and traditional knowledge. 

• Talk to and interview traditional healers and poets. 

• You can also find information on the internet. E.g. some 

Facebook groups have lots of information about different topics 

including dreams and their interpretations. 



Plagiarism and copying 

Avoid plagiarism and copying texts by following these steps: 

1.  Read the text that interests you (as you would an 

newspaper, book or article) 

2.  Put the text aside and write the story as you understand 

it (the same way you would tell friends about stories read in 

newspapers/books) 

3.  What will come out will be in your own words, order and 

voice. You will question some parts, add more info or 

emphasis where it will be natural for you to do so. This will 

produce original and engaging articles.  Poor quality article writing – the red 
text is copied from another article 



How did you do? 

!  I can log into WordPress. 
!  I can write a post with a title and text. 
!  I can format my post. 
!  I can add a media file. 
!  I can categorise my post.  
!  I can add tags to my post. 
!  I can save my work. 
! I can edit my work. 


