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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

PROJECTHub

BUSINESSHub

3. Click on Free

Campus

School Districts
College Campuses
Library Systems

Unlimited workspaces
1000 users
40GB storage
Full customization

learn more «

data export

‘849:
=D

AGENCY

WIKI

Classroom

K-12 Classrooms
College Classrooms
Libraries

1 workspace
100 users
40GB storage
Full customization

LEGALHub

EDUHub

Basic

Hobbyists & Clubs
Personal Use
Productivity

1 workspace
100 users
2GB storage
Limited customization
earn more «

FREE

Upgrade any time

LOGIN

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

Create your account
Already have an account? Log in.

button.

L

Your name |Gerald Roos

Your email address |gera|dr005@gmail_c0m |

We will send a confirmation message to this

Enter password [sesessesee ®

Confirm password |essessssss ®



http://pbworks.com/

7. You see this feedback indicating that you should check your email inbox.

PBWORKS

i Thanks! We've emailed you a confirmation.

Next step: check your inbox.

To finish signing up and continue to your workspace, click the link in the confirmation email sent to tangoman52@gmail.com
and click through the link provided.

If this email address is incorrect, change your e-mail address and resend.

Can't find your confirmation message? Check your spam folder.

8. The message in your inbox will be:

The PBworks Team Confirm Your Account To Use PBworks (digitallearning)

9. You must click on the link to verify your email address.

The PBworks Team <bounce@pbworks.com>
tome [+

Hil

Thanks for creating a workspace at pbworks.com. You're almost ready to start rolling with your workspa

TWe won' finish making your workspace uniil you confirm by clicking this Tink:
http-//digitallearning. |3hworks.com.f'\f.ra".f.r.c-,Icome'?e:tanqorn.=.\|n52%40qmail.cnm«‘i‘.[n'.f.rd='t."\’)'(>9<EII»<L=1t€j

e OpE yOU EMoy T DWOTRS o please do ettt your- friemdsatoot it

Cheers,
The PBworks Team

PS: If you have questions or comments, contact support: mailto:support@pbworks.com



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

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

Welcome to
digitallearning.pbworks.com

Choose your workspace's security settings

)
\_J Anyone

‘Who can view this
workspace? | ® (nly people I invite or approve

| Accept PBworks Terms of Service

agree to the PBworks terms of service.

Take me to my workspace

Top

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.

VIEW EDIT »

FrontPage

last edited by b PBworks 0 minutes ago +) Page history

Welcome to PBworks

This is a real workspace! Please edit this page, create new pages, and invite others to use this workspace with you.

Get Great Ideas!

+ Learn what makes a good collaboration project and ﬁe how other PBworks customers are using their workspaces.
Check out our PBworks educator community.

Need Help? We're here for you:
+ The PBworks Manual can help show you how to edit, add videos and invite users.

+ The best way to get your support questions answered is to click the help link at the top of this page. Our support
gurus will get back to you asap.

Comments (0)



2. Click on the Edit tab and you will gain access to editing tools which are similar to that

of any text editor.

VIEW EDIT

FrontPage !

B U I § X x |[:=

A v Y% v Fomat » Font
=

4

ﬂ'i

| E Table «

¢» Source | @@ Add Link

Insert «

Welcome to PBworks

This is a real workspace! Please edit this page, create new pages, and invite others to use this workspace with you.

Get Great Ideas!

+ Learn what makes a good collaboration project and see how other PBworks customers are using their workspaces. Check out

our PBworks educator community.

Need Help? We're here for you:

+ The PBworks Manual can help show you how to edit, add videos and invite users.

+ The best way to get your support questions answered is to click the help link at the top of this page. Our support gurus will

get back to you asap.

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.

PLge Tools

at] Rename this page

Insert links

Insert links to other pages or uploaded files

Pages Images and files

Insert a link to a new page

Syllabus
Blank Page
Assignments

Activity Tracking

Course v



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.

My PBworks Workspaces digitallearning

| Wiki |-~ Pages &Files| & Users . : Setting:

&d New ¥ Upload files

Create a page... 1 | Pages & Fi
o Create a folder .. Delete I
All Fages
|:| Mame
|= Al Files Meetir

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).

o Creple a

|- Upload files
&) Invite more people

Navigator ~

Starred Pages and Files »
Activity Tracking

Assignments

Blank Page

Course

FrontPage

“

No Files options | £#

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

Create a new page

Name your page || Nomty's Projec] 1] x

Ethi H fald:
P24

(no folders on this workspace) 2 W |

Create page
[orepoge 13 |




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

Mavigator
* Blank Page

+ Course
* FrontPage

* Meeting Agenda

* Nomty's Project

+ SideBar

+ Svllahus

5. Clicking on the page name will open the page.

VIEW EDIT

Nomty's Project =

B U, I § |[X; x* [i=

A v 5% rFomat + Font
4

i
Ml
]

v Size

4

i

0 @) | Table v | Insert ¢ -

ili il

<» Source | &® Add Link



6. Once you have edited the page remember to click on Save.

Nomty's Project

B U I §& X x |[= i= 1) B | Table v | Insert - i

M
)
[

il

A O Fomal » Font ¢ Size v o 7 | <» Source | @@ Add Link
Algebra Lesson PLan ]
I
N
o
Describe your changes: 0/2000 (hide this

L)
b

E‘ Save 5 Saveand Continue = gr Cancel 3 words at 12:47 PM (less than a minute age) Edit tags

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

@' Wiki ;_J Pages & Files & Users1 7 Settings

| Add more USBFSB Workspace Users Request Access (0)
ABCDEFGHI -

KLMNOPQR Manual Tango (xew
STUVWXYZ tangoman52@gn 2

User Groups
Want more control over
who can access your

content? Upgrade for
advanced security.




3. Select the permission level of the users that you are going to add. If they are
collaborating they will most likely be writers.

Add Users to digitallearning

Add people to this workspace by entering their email addresses.

;JT If your students don't have email addresses, create accounts for your students.

Users to add
Administrator
|Fditor
Permission level learn more
Rdddﬂl
Page-level only or cancel

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

L PATIHIRE T AT AT IR T - TTRT

. Add Users to digitallearning

Add people to this workspace by entering their email addresses.

:j’ If your students don't have email addresses, ceate accounts for your students.

Usersto add |makhonab@omail.com
thethela3d4@live.co.za 1

Permission level | \riter Learnjnore 3
Add users |or chnce




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
Workspace Users Request Access (0}
a Manual Tango (ou

Administrator

3 minutes ago

(this is you)
thethela34@live.co.za o b4
makhonab@gmail.com o b4

Workspaces and preferences

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

My PBworks Workspaces v digitallearning

[&j wiki ~ | ] Pages &Files [ Users - Settings

VIEW EDIT

FrontPage

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

My PBworks T PEWORKS
My Workspaces

A list of 2l the workspaces that you have created or can access. You can't leave workspaces that you have created, but you can delete workspaces
you no longer need from the workspace's Settings page.

Enable
‘Waorkspace Last Changed Notifications
@ |digitallearning.pbworks.com 9 views, last was 13 mins ago 1 hrago
Preferences

Join a workspace
Notify me when my workspaces change

Enter the name of the workspace
At most once per day

10



Update your profile

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

L;J_ d Manual Tango | account logout  help

2. This takes you directly to the Profile page.

My PBworks

PEWORK

Your Profile

Informmation about you that is displayed to other users.

Basic Information

* Name  Manual Tango B

Primary Email Address tangoman52@grmail.com  Chanae this h

Let registered users see my email address

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.

Frofile Picture

X

(@) Upload vour own picture

Browse... | Ho file selected.
Save

11



4. Once you have selected your picture click on Save.

Profile Picture

i® Upload your own picture

Browse... | Manual Tango.jpg

Save

3

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.

Add a com
is front page will have to be deleted and replaced with your own text and images. Who is volunteering to do this?|

2. Toreplay to a comment, Click on Reply below the comment

Need Help? We're here for you:
® The PBworks Manual can help show you how to edit, add videos and invite users.
* The best way to get your support questions answered is to click the help link at the top of this page. Our support gurus will ¢

C Comments {1)

Manual Tango said

op Mar 29, 2018

This front page will have to be deleted and replaced with your own text and images. Who is volunteering to do this?

Add a comment

Add comment

12



3. Type your response and click on Add reply.
L) Comments (1)

Manual Tango said
at 9:1% am on Mar 253, 2018

Rephy Delete

This front page will have to be deleted and replaced with your own text and images. Who is voluntes

I will doit -any ideas for a grnu@

Top

Upload a file

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

o Create a page

|_c) Upload files

Invite more people

2. Select the file(s) you wish to upload and click on Open.

7
Y File Upload

- v 4 « Framework > Database > images v (‘_;l

Search images P ‘

Organize v New folder

DigitalLiteracy4T ~

images
-
¢@ OneDrive ||!‘ — \m Wi
——
[ This PC . Lemamtiene .
= . Main Image Thumbnails Final Read Logo IMG_1999 =
_J 3D Objects | high res_NO
I Desktop BORDER
(ﬂ Documents
& Downloads E
\ {
[&] Pictures e " ‘ 3 -
o’ IMG_2201 IMG_2352 IMG_2644 Microsoft
B videos Classroom
05 (C) b . 24
File name: ‘ v| lAII Files vI

|| Open ||[ Cancel |

13



3. The file(s) may take a while to upload.

, Uploading Files

IMG_2352.0PG
Uploading...

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

My PBworks ‘Workspaces v digitallearning

[ Wiki L) Pages&Files [ Users 7 Seftings

) New ¥ Upload files

1 Pages & Files Pages & Files
Delete Move

[T name
Meeting Agenda

All Pages
(=] Al Files
s  Unfiled Items SideBar
FOLDERS o add Course

FrontPage
Blank Page
Activity Tracking
Assignments
Syllabus

Nomty's Project

|| 2] MG_2352.0PG hs.mms

14



Create a new folder

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

@' Mew ¥ Upload files
| Pages & Files
h All Pages

|=| Al Files

s Unfiled Ttems

FOLDERS M add

2. Name your folder.

FOLDERS i 2dd

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

[ Wiki 5] Pages &Files = [ Users . : Seftings

.\-j) New ¥ Upload files

] Ppages & Files Pages & Files
All Pages Delete | Move
- O] _name
[=] Al Files = Images
= el - Meeting Agenda
FOLDERS d add SideBar
| Images o FrontPage
Course

Ascinnments

15



Move a file

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

Pages & Files

Delete Move 2

[0 Name

Images

Meeting Agenda
SideBar
FrontPage
Course
Assignments

O Blank Page
Activity Tracking
Sylabus

Nomty's Project

E | 1MG_2352.0PG 1

2. Select the folder to which you would like to move the file. Then click on Move.

Choose a Folder

|| Images

| ng\g| Cancel |

16



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.

Page Tools

3t Rename this page

Insert links

Inzert links to other pages or uploaded files

Pages | Images and files 1

Uplozd files

||Z| IMG_2352.1PG 2

Insert image from URL

Resize an image

2. Toresize the inserted image click on the image, then find the double arrow at the
bottom right of the selected image.

- v —

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.

349 x 233 (-20, -13)

17



Insert a table

1. Toinsert 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.

|| Table = | Insert =
) Insert table b 4x4 Table

| InsertTable...

Top
Insert a hyperlink

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

website.

| & E_| D | Table = | Insert +

& | 4¥ Source | @@ Add Link

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

cctionline.org

Insert Link

Enter part of a e name, web address, or file

ttp: Ectionline.org

| Browse Pages & Files »

18



Open link in new window

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

cctionline.oﬂg

Open URL: http:{foctionline. org - ﬁ -femove

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

Edit Link

| Pages & Files URL:  http://cctionline.org

@ Web Address Open in new window
L]

L

4 Email Address

Top

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.

E|| O
e
O O

19



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.

O C
| Edit Table C
| C
Alignment a
Wwidth | |[pixels v
Background I:l ')
Color:
Border |:| ]
Color:

Has Border

Allow Sorting [

Save Changes | or cancel

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.

e

Skype

Profile Picture

(O Upload your own picture

Browse... | No file selected.

Delete

Delete account and remove my email address from PBworks

3
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