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How to access PBWorks 

1. Start your Internet browser and type in the website address: 

pbworks.com 

2. If you have registered previously, click  

 

How to register (sign up) 

1. If you are a first time user click on   

 

2. Select Eduhub 

 

 

 

 

 

 

 

 

3. Click on Free 

  

  

  

  

  

  

  

  

  

 

4. Give your wiki an identity that will appear as part of the website address.  

5. Agree that your wiki is for non-commercial purposes by clicking in the checkbox. 

6. Enter your name, email address and password (twice) and then click on the Next 

button. 

http://pbworks.com/
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7. You see this feedback indicating that you should check your email inbox. 

 

 

 

 

 

 

 

8. The message in your inbox will be: 

 

 

9. You must click on the link to verify your email address. 
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10. Once you click on the link in the email you will returned to the site and asked to set 

up your workspace security settings. If this wiki is for a collaborative project you 

probably want only the learning circle members to have access. Click on Only people 

I invite or approve. Then click on Terms of Service checkbox and, finally, Take me to 

my workspace. 
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The View and the Edit mode 

1. Your workspace is your wiki. What you will see initially is a view of the opening 

(front) page. The content on the FrontPage (opening page) should be removed and 

replaced with content of your choice. 
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2. Click on the Edit tab and you will gain access to editing tools which are similar to that 

of any text editor. 

 

3. Top 

 

Basic pages 

1. The sidebar on the right of the page will provide you with all the page tools, 

including a list of existing pages that you may find useful. You can delete those which 

you do not want to keep. 
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How to add a new page  

1. To add a new page, click on the Pages & Files tab at the top of the page and then 

click on New and Create a Page. 

 

 

 

 

 

 

 

 

 

 

2. An alternative way to create a new page is to click on Create a page in the right hand 

sidebar (you must be in the View mode of the wiki). 

 

 

 

 

 

 

  

 

 

 

 

 

 

3. In both case you will give you page a name, specify a folder (if applicable) and click 

on Create page. 
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4. The page will appear in the list of page names. 

 

 

 

 

 

 

 

 

 

5. Clicking on the page name will open the page. 
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6. Once you have edited the page remember to click on Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding new users 

1. Click on the Users tab at the top of the page. You will see a list of existing users on 

the right hand side of the page. 

2. Click on Add more users 
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3. Select the permission level of the users that you are going to add. If they are 

collaborating they will most likely be writers. 

 

 

 

 

 

 

 

 

 

 

 

4. Add the email address of each user. Check the permission level and finally click on 

Add users. 
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5. The new users will appear in the user list and they will be marked as unverified until 

they have responded to an email message asking them to confirm their email 

address 

 

 

Workspaces and preferences 

1. Change all your workspace and profile settings by clicking on MyPBWorks. 

 

 

 

 

 

 

 

If you have may workspaces you can access them from the list on this page 
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Update your profile 

 

1. Another way to update your profile is to click on account in the top right hand corner 

of the page. 

 

 

 

 

 

 

2. This takes you directly to the Profile page. 

 

 

 

3. To upload your profile picture click on the button Upload your own picture and then 

click on Browse to select the picture from your device. 
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4. Once you have selected your picture click on Save. 
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Adding and replying to comments 

1. You will see the comment box below the contents of the page. Type you comment in 

the text field below Add a comment and then click the Add comment button. 

 

 

 

 

 

 

2. To replay to a comment, Click on Reply below the comment 
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3. Type your response and click on Add reply.  
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Upload a file 

1. To upload a file to your wiki click on Upload files at the top of the right hand sidebar. 

 

 

 

 

 

 

2. Select the file(s) you wish to upload and click on Open. 
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3. The file(s) may take a while to upload. 

 

 

 

 

 

 

 

4. The uploaded file(s) will appear in  the list of pages and files. 
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Create a new folder 

1. To create a folder first click on the Pages & Files tab. Then click on Add next to 

FOLDERS. 

 

 

 

 

 

 

 

 

 

 

 

2. Name your folder. 

 

 

 

 

 

 

3. The new folder will appear in the list of pages and files. 

 

 

 

 

 

 

 

 

 

 

Top 



16 
 

Move a file 

1. At the top of the Pages & Files list, first click on the file you would like to move, then 

click on the Move tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Select the folder to which you would like to move the file. Then click on Move. 
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Insert an image on a page 

1. You should be in Edit mode. Click on the Images and files tab in the right hand 

sidebar. If you click once on the image name it will automatically insert in the page. 

 

 

 

 

 

 

 

 

 

 

 

 

Resize an image 

2. To resize the inserted image click on the image, then find the double arrow at the 

bottom right of the selected image. 

 

 

 

 

 

 

 

 

 

 

 

3. Drag and drop the 

arrow towards the 

centre of the image 

and release the 

mouse button or 

stop the dragging 

when it is the 

required size. 
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Insert a table 

1. To insert a table click on the Table tab and then click on Insert table. This is similar to 

the word processor. You can drag across the blank table and select as many rows 

and columns as you wish.  
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Insert a hyperlink 

1. To insert a hyperlink, select the text or image you wish to link to another page or 

website. 

 

 

 

 

 

 

2. Type in (or paste) the website or page name and press the Enter key. 
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Open link in new window 

3. If you want the link to open in a new window, click on the link, then click Edit. 

  

  

  

  

  

  

 

4. Then click on the checkbox at Open in new window. 
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Change table width 

 

1. To change the width of a table, first click on the table, then seek the double arrow by 

move the cursor over the square on the right hand side of the table. Drag the table 

to your desired width and release. 
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Edit table properties 

1. Right click on the table to access the Table properties menu. Click Save changes 

after you have edited the table properties. 

 

 

 

 

 

 

 

 

 

 

 

 

Delete your account 

1. To delete your account, go to your profile page and scroll to the bottom, then click 

on Delete account and remove my email address from PBWorks. 
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