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Chapter 4

Writing for Electronic MediaWriting for Electronic Media

All material will be adapted from Botha, 

D. et al. 2007. Public Relations: Fresh 

Perspectives. Pearson Education SA



The Course Blog

• Marketmanage.wordpress.com 

• Student Blogs

– On the “Blog” page on the Course Blog

– A list of all the students names and blog names– A list of all the students names and blog names

– Please ensure that your Name, Wordpress

username, Blog name, and Blog url is up there. If 

it is not, please reply to the page so that I can put 

it up. 



Introduction

• In Public relations, as in any media field, 

electronic media cannot be ignored.

• Electronic media refers to digital channels of 

communication such as the Internet, email, communication such as the Internet, email, 

and SMS.

• Electronic media has become very important 

in communicating with stakeholders. 



Before we start

• You probably use electronic media as part of your 
daily life. 

• You send emails to friends, surf the internet, and 
communicate my SMS (bbm, mixt, whatsapp, etc)

What kind of style of writing do you use?• What kind of style of writing do you use?

• Is it different from the way you would write a 
letter?

• Is what you read on the internet written in the 
same way as a textbook?



Before we start

• If you have thought about these questions, 

you will know that writing an email and as 

SMS is much more informal that writing other 

texts.texts.

• You may have noticed that the style of writing 

on different websites is also different from 

formal writing. 

• Why do you think so?



Writing for the Internet

• In writing for the internet you have to combine 

skills from writing for print and broadcast media 

into a new form to suit the nature of the Internet. 

• What makes the Internet different from other • What makes the Internet different from other 

media is that it is possible for users to interact

with the author of the text and with the text 

itself. (commenting)

• The users can become co-creators of the content 

and not simply just a reader receiving info. 



Inter-active features of the WWW

• Examples of interactivity:
– Replying to a discussion

– Combining text, graphics, video, audio

– Online polls, where users vote on specific  issues

– Online chats, where users can chat one-on-one or in a group.

– Diagrams, usually with interactive elements so that clicking on a – Diagrams, usually with interactive elements so that clicking on a 
specific area gives the user more info

– Q&A (FAQ’s) where users can view questions that others have 
asked and read answers from the org, and can even ask their 
own question. 

– A timeline, which is an interactive diagram showing dates. 

– A map, also interactive giving into on a geographical area. 

– A photo essay, which is a slideshow of photos.

– Video: embedded footage users can watch and comment on. 



Inter-active features of the WWW

• A website is often used as a means of promoting 
something as well as for giving info. 

• It is a valuable tool in the PR toolkit. 

• A company website has to satisfy the needs of a 
range of different stakeholders: customers, range of different stakeholders: customers, 
investors, media, etc. 

• Some websites are divided into separate sections 
addressing each individual stakeholder.

• Internal Portal: for employees only. 

• Online newsroom: for media people. Media 
releases. 



Understanding your audience

• Identify the audience so that you know how to approach the 

writing. 

• Users usually visit company websites for info about products and 

services. 

• Journalists or editors usually visit sites to get  background info, the 

latest news, contact info, and public photos and videos. latest news, contact info, and public photos and videos. 

• One of the unique things about the Internet is that it is non-linear. 

• If you read a beek, you will generally start at the beginning and 

read through the middle to the end and finish with the conclusion. 

• The Internet is not so, the user can choose to read wherever they 

like. You have no control over how they read your content. 

• This means that you need to structure the site and copy (writing), 

so that no matter where users start, the content will make sense. 



Understanding your audience

• Because we read more slowly on the screen than 
on a printed page, most online users scan content 
rather than read online. 

• So you need to write concisely and clearly. 

• You also need to organise the content so that • You also need to organise the content so that 
users who scan can easily find what they need.

• The online environment consists of many 
different  users, all with different strategies for 
accessing info and all from different places. 

• You are writing for an international audience with 
different needs. 



Understanding your audience

• The audience also has different levels of technical ability. 

• When you are creating content for the online 
environment, you should use some of the interactive 
options mentioned earlier because they add value and 
interest to the site and allow for user interaction in ways interest to the site and allow for user interaction in ways 
not possible in most traditional media. 

• But not all users will know how to use these interactive 
elements and so it is important to give the option from 
simplest, usually just text and maybe some graphics, to 
most complex, using many different interactive options. 

• You then need to allow users to choose what they want 
to interact with. 



Organising your writing

• Now that you understand how users read 
online, how they access info and the different 
reasons they have for doing so, you need to 
know how to organise your writings so that 
users can get the most out of it and find users can get the most out of it and find 
information they want. 

• The general principle that applies to online 
writing is to chunk it.

• Chunking simpley means breaking the content 
up into smaller (bite-sized) pieces)



Organising your writing

• Chunking options:

– Use HEADINGS and Sub-Headings to break up 

the text. 

– Use visual elements, such as bullets and lists. 

– Use highlightinghighlighting to emphasize important info.– Use highlightinghighlighting to emphasize important info.

– Use diagrams and graphics with and inbetween text. 

– Divide up info into separate pages so that users do not 

have to scroll down too far. 

– Include a site map - a page that shows the structure 

of the site with all page links on it. 



Tips for Writing Well

• In general, online writing is the same as writing 
for print. 

• The differences lies in the structure and the way 
in which users interact with the content. 

• But there are a few principles to keep in mind. • But there are a few principles to keep in mind. 
– Know your audience: Target a select group and write 

for that specific group. 

– Create specific sections for specific audiences: Put 
together sections for journalists, investors, partners, 
suppliers, employees, customers, etc.

– Chunk your content: Divide the info up into small 
sections using the techniques mentioned. 



Tips for Writing Well

• Principles to keep in mind (cont):
– Write tightly and in a living style: Your writing should be 

concise, clear and interesting. Because users generally scan, 
you need to keep their attention. Make sure you use an 
interesting, lively style. 

– Use hyperlinks: Hyperlinks are the clickable, highlighted links – Use hyperlinks: Hyperlinks are the clickable, highlighted links 
that allow you to move from one page to another online. 
Using them in your writing will allow users to get more info 
from other section of the website if they want to. 

– Complement your writing: Use graphics, audio, video and 
interactive elements to complement (add to, accentuate) 
your content that adds value to readers. 

– Design for non-linear use: Make sure your content is easy to 
understand, no matter where or when the user accesses it. 



Tips for Writing Well

• Remember the basics of good writing: 

– Good writing is simple.

– It carries info in a way that is easy to understand.

– Use techniques you have learned in “Copywriting” – Use techniques you have learned in “Copywriting” 

to make your online writing even better.

– Remember to check your spelling and grammar.



Writing for Email

• Email is an important communication tool in 
business. 

• It is immediate, yet it allows for the message to 
be read carefully. 

It is a means of sharing documentation easily and • It is a means of sharing documentation easily and 
working on projects in a group without having to 
be together face to face. 

• It takes on some of the characteristics of formal 
correspondence while allowing for casual 
informality. 



Writing for Email

• Email also has its disadvantages.

• It is easy to misunderstand someone without the usual 
non-verbal cues we get from face-to-face 
communication. 

• The use of emoticons ����, ☺☺☺☺ is often encouraged in order 
to address the lack of non-verbal communication. to address the lack of non-verbal communication. 

• Because email can be less formal than other forms of 
communication, an email sender is also more likely to 
write things that he or she would not ordinarily say in 
formal correspondence – This may cause offence. 

• Another point is that digital info, including email, now as 
the same legal standing as written documents do, 
meaning that contracts made via email are legally 
binding. 



Writing for Email

• Regardless of the nature of email, writing an 
email is still about writing. 

• It therefore requires a level of accuracy and 
precision unlike that needed in speech. 

In writing an email, remember that the signals • In writing an email, remember that the signals 
and non-verbal cues we give in face-to-face 
communications are not there.

• So they need to pay special attention to clarity. 

• Do not think that you can write an email as you 
speak, as this is likely to cause misunderstanding. 



Writing for Email
• Unlike a formal business letter, you do not need to format an 

email. 

• A simple greeting followed by the body of your email is enough. 

• Include a relevant, short, informative subject in the subject line.

• Your tone is likely to be more casual than in a business letter, as 
email is a more spontaneous form of communication. 

• Still, be careful not to use too conversational a tone, particularly • Still, be careful not to use too conversational a tone, particularly 
if you are emailing a person in authority or someone you do not 
know very well. 

• Get to the point quickly by giving the reason for the email early 
on. 

• Email is about fast, immediate communication, so it is 
unnecessary to have a formal introduction. 

• End with a casual greeting and request for a response of action. 



To whom it may concern

My name is Dylan Cromhout. I am a part time lecturer at the Cape Peninsula University of Technology in Cape Town, 

South Africa. http://www.cput.ac.za/ I teach a range of business and marketing subjects. 

This year, I have been assigned Visual Merchandising as a subject for 3rd year Food and Nutrition students. I have 

found some books on the subject, but they are mostly related to Fashion. As I was searching the web for food-

related Visual Merchandising material I came across your website. 

I noticed that you did training in the area of visual merchandising. I would really appreciate any information or 

material that I could use to lecture with. Would you by any chance be willing to send me some? It would really help 

me and my students. 

Subject: A Request: Visual Merchandising Material Professional Email

me and my students. 

Any support would be greatly appreciated. 

I look forward to your reply.

Kind Regards

Dylan

PS: The reason I am not sending from a CPUT web address is because I am a part-time lecturer. I work full time and 

am lecturing on the side to help the university. You are welcome to email Linda du Toit from the Applied Sciences 

faculty at dutoitl@cput.ac.za to confirm. 

CONTACT DETAILS



Hey everyone

I have started a blog. 

What will it be about? 

Please feel free to join. www.blogurl.com

Subject: I’m starting a blog... Casual Email – To Friends and Family

Please feel free to join. www.blogurl.com

You can subscribe via email to the blog on the right hand side of the page. 

If there is anyone else whom I did not add to this email list whom you think will enjoy the 

blog, please go ahead and forward this to them. 

Love you all

Name...



The rules of Netiquette

• The following are some rules for ensuring the 
correct etiquette is maintained when sending 
business emails:

– Do not use ALL CAPS in emails, as this is the online 
equivalent of shouting. If you write in capital 
Do not use ALL CAPS in emails, as this is the online 
equivalent of shouting. If you write in capital 
letters only, the recipient might think that you are 
angry or aggressive.

– Only send attachments to recipients who request 
them or who accept attachments. Attachments 
are a source of viruses and can take a long time to 
download. 



The rules of Netiquette

• Etiquette rules (cont):

– Remember that email is instant and not private, so 
proofread and make sure that what is in the email 
is what you want the reader to receive and others 
to have access to. to have access to. 

– Do not quote the entire original message when 
replying to an email. Rather quote specific 
sections you are replying to. 

– Do not use work email to send jokes or chain 
letters or any superfluous info that is not work 
related. 



Writing for SMS

• Promotional messages sent via SMS reach the 
user wherever he or she is and allow you to 
communicate with your stakeholders casually and 
regularly.

• You may use SMS to announce a new product or • You may use SMS to announce a new product or 
a sale or to launch a promotion. 

• You might use it as part of a customer loyalty 
programme. 

• For example, the Infinity card for purchases at 
stores such as Hi-Fi Corp and Mugg and Bean 
uses SMS to send special offers and promotions 
to their customers. 



Writing for SMS

• With the Infinity programme, you might receive 
an SMS on your birthday, wishing you a happy 
birthday and offering you a free cup of coffee at 
Mugg and Bean if you show the SMS and your 
Infinity card to your waitron. Infinity card to your waitron. 

• It is an effective, low-cost means of 
communication and has a greater reach than 
either email of the Internet, as more people have 
access to cell phones than to computers. 

HAPPY BIRTHDAY! Show this SMS and your Infitnity card to your waitron

to claim your free coffee. Thank you for your support. With 

Compliments from Mugg&Bean.



Writing for SMS

• SMS has a language of its own. The language is derived 
from the early forms of netspeak.

• Netspeak communication is usually informal and quick 
and does not follow the usual formal rules of written 
language. 

• Despite this, most SMSs sent by organisations still use • Despite this, most SMSs sent by organisations still use 
correctly spelled, grammatically correct language to 
reflect the org positively. 

• You may use the conventions of SMS if the market you 
are aiming at can relate and understand the shortcuts 
and abbreviations you use. (lol, lomb, brb, wud)

• On the whole, though, stick to standard language to 
make sure everyone understands what you mean.  



Writing for SMS

• The nature of SMS means that messages must be short 
and to the point and that all unnecessary content is cut 
out. 

• In writing an SMS, you do not have the space for 
lengthy messages without reading it. 

• Tailor your SMS to the market you are aiming at by • Tailor your SMS to the market you are aiming at by 
understanding who your target audience is and what 
they want from you. 

• Remember that you are intruding on them with an SMS 
they did not ask for, so offer them something of value 
in return. 

• Always make sure that the customer knows who sent 
the SMS.



Assignment

• Complete your About Page of your blog. Example: 
http://adashofcinema.com/about-a-dash-of-cinema/

• Write: 

– an email telling your friends and family members about 
your blog. (to be sent via Facebook)your blog. (to be sent via Facebook)

– An email telling your lecturers, colleagues, employers, etc, 
about your blog (sent via email) 

• Print all three of these documents and hand them in 
next week with your name and student number at the 
top of each. 

• I need the subject line you will use for each email as 
well as the relevant contact details at the bottom. 


