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Creating a Wikii    by Liz Golden 

1.  Go to http://www.pbworks.com 

2.  Once there, click on “PB works for education”.  A scroll down menu will appear. On the scroll down 

menu choose “Sign Up Now”. 

 

3.  The following screen will appear and choose the following free version and click on “Select”. 
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4.  The following form will appear and fill it out to create your PBworks.  

 

Be sure to check the box that says “I agree that this workspace is for non-commercial use only.” 

5. The following message will be sent to you at the address you provided. 

  

6. Go to PBworks.com and log on with your address and password you provided. The following screen will                                                     

appear.  
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7. The following screen will now appear. 
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8. Click on “Take me to my workspace” and following screen appears. 

 

 

 

 

9. Now you get to customize your page.  Click on the Edit tab and highlight and delete the information 

found on the above page. 
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10.  If you forget to save and try to leave the page the following screen will appear. 

   

Click on cancel.  Hit save. 

 

11.  Once you have your front page done, you will what to add pages.  On these pages you can add 

information, images, tables, YouTube videos, webpage links etc.  At the bottom of each page, you can 

insert a link to the next workspace page. 

(a) Highlight the word you wish to use as the link to the next page. Be sure you are on the Edit Tab. 
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(b) Click on the “Add Link” tool in the toolbar. 

    

(c) The following screen will appear. 

    

(d) Key in the name of your new page and then click on OK.  Remember to save as you are on the edit tab.  

This will return you to the front page and now you will see that the highlight word(s) (in this case “Click 

here”) is underlined. 
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(e) The following screen will appear. 

 

12.  On this Library News page, I want to provide a link to the Ontario Library Association’s website. 

(a) Highlight the word you wish to use as a link to this site. Be sure you are in the Edit tab. 

  

(b) Click on the “Add Link” tool on the toolbar. 
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(c) Select “URL” in the “Link type” dropdown menu. 

    

(d) Type the URL you want inside the URL field.  In this case, the URL for the OLA website is      

http://www.accessola.com/ola/bins/index.asp 

  

(e) Remember to save as you are in the edit tab.  This will return you to the Library News page and now 

you will see that the highlight word (in this case “news”) is underlined and if you click on that word, it will 

take you to the Ontario Library Association’s home page. 
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13. A new page “To Read or Not to Read” has been created. (See # 12 instructions)  On this page, a 

plugin is going to be embedded to this page. 

A plugin is a small widget or program that can be viewed and displayed.  You can insert YouTube clips, 

TeacherTube clips, Voki Speaking Avatars etc. 

A YouTube clip called “Gotta Keep Reading” is going to be embedded on this page. 

 

(a)  Click on “Insert Plugin” button.  Be sure you are in the Edit tab. 
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(b) Several different available categories will appear.  If you place the mouse over each category, a list 

of available plugins will appear.  To embed a YouTube Video, click on Video and Photo. 

 

    

(c)  Click on YouTube video and the following screen appears. 

   

(d) Click on next.  The Following screen will appear.  Click on the Insert Plugin Button. 
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(e) The screen will default back to the page where you want to insert the plugin. 
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(f) Hit the save button  and the video you copied will be converted to a picture on your page. This makes 

the video live. 

  

 

 

14. If you would rather insert the http address for a plugin such as a YouTube video, follow the same 

steps as found in #12. 

 

 

15. On the page Pictures, pictures and more pictures , we are going to create a table.  Several pictures 

then can be drag to this table. Click on the Edit tab. 
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(b) Click on the add/edit table button.  Highlight the number of rows and columns you want (in this case 

I chose 2x3) and click. The table will be placed on the page. 

  

(c)  Copy and paste pictures and save them to your Desktop, My Pictures etc.  To upload a picture, image 

or a file, click on “Upload files” tab on the top of your workspace pag 
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(d) The pictures you uploaded for the wiki will appear below “Upload files”. 

   

 

(e) Insert your image.  Now you can change the size of the picture by clicking on the image and then 

right click. 
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15.  Whatever workspace page you are on, you will see the following tabs at the top. 

    

16.  To allow students to access the wiki, click on Users. 

 

 

(b) Click on Add more users. On this screen you want to create user accounts. 
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(c) The following screen will appear.  Step 1:this is where you edit the number of students and their 

permission level. 

Writer: students can add text/pictures/videos to wiki (use if you want them to create their own page on 

wiki) but also get rid of text written by other students  

Reader: students can read text on wiki, can add a comment but can’t change the comments of others, 

can’t add to the wiki etc. 

Editor: teacher 

 

(d) On this page (Step 2) , you can enter the students’ names and give them a different password.  Since 

this is a private wiki (only people invited and approved by the editor), you can add student names (first 4 

letters of first name and first 4 letters of last name).  Also the editor (you) will know who is 

commenting. 
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(e)  Here is an example of some changes . When done hit the Continue button at the bottom of the page. 

 

 (f)  The following screen which is Step 3 now appears. 
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If these usernames and passwords are correct, click on the Create Accounts button. 

(g)This screen which is Step 4 appears. Be sure to print your account list of students for your daybook. 
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(e) An email will be sent to the address you provided and it will look similar to this. 

 

17.  You can also add links to the SideBar.  Click on “Edit the sidebar”. 

      

 

(b) Once you are in the edit mode for this page, you can add links to web sites etc. just as you did in #12. 

 



 20

 

 

These sheets provide you with the steps to create the basics components of a 

wiki.  Be sure to experiment and enjoy your wiki. 

     Liz Go 


