
Creating your own web log community with 21Publish
Below are directions for setting an online community (for free!) with 21Publish 
(www.21publish.com). 

Signing up for a free account - Begin by clicking...

• When registering, use school username and password for easy remembering & carefully 
choose your portalname, it will become part of your URL address.

• After registering, use the SETUP ASSISTANT to help you.
• During setup, keep all of the user layouts checked--this will allow your students to make 

their web logs more personal.
• When setting up registration for your users (which will be your students), make sure 

you check “registration requires clicking a link in an e-mail” only if you know that all of 
your students have e-mail accounts.   

Setting up your web log – The Administration Page
• Here you will learn about each of the buttons below.

• Portal Content – Begin by clicking on the PORTAL CONTENT button. Here you edit the 
content of your portal (main web page) by clicking on the links below.  



¥Images and files allows you to upload images and files from your 
computer.

• Click 
• Click BROWSE.  Find the file on your computer and click UPLOAD.
• Clicking on the image name allows you to edit the image.

¥Edit entries allows you to edit any posts you make to your blog.

¥New entry allows you to post an entry to your blog.
• Give your entry a title in the Entry Title box.

• Create your entry in the large Entry text box.  Above the box is a 
collection of formatting tools that will allow you to do far more 
than just enter some text.  In addition to many of the tools that you 
see on your word processor, there are also tools that you can use 
to add links, images, documents, and more to your entry.  
Following are directions on how to use each of these tools. 



• Adding links to the post – click on ADD LINK. When the window 
below appears, type in the full URL address of the web site as 
seen below.  You can also type in an e-mail address.  Just click on 
the drop down menu and choose EMAIL.

 

• If you choose to type in a description, the entire description will 
appear as the link.   If not, the URL will appear as you typed it in 
the Address box. 



• Adding images – Click on ADD IMAGE. You can now upload an 
image from your computer by using the window below.  After you 
have loaded the image it should appear in the large Entry text box.

• Adding images (cont’d) – If you know the location of an image on the 
Internet, you can also add it in the box below.  You can copy an 
image’s URL by right-clicking (Windows) or CTRL-click (Mac) 
and selecting COPY IMAGE LOCATION. Paste the URL into the 
box and click SEND.  The image will appear in your entry text box. 

• Adding images (cont’d) – You can also add an image that you have 
already uploaded by clicking on its link.



• Adding documents – Click on ADD DOCUMENT.  A window similar 
to the one for ADD IMAGES will open and allow you to browse 
your computer and load the document.  When you load the 
document it will appear as a link in the Entry text box.  Your 
students will be able to download the document by clicking on the 
link in the post. 

• Formatting Text –  (see toolbar below) All of the functions above are 
also available in button form.  In addition, you’ll notice that you 
have the option to format your text by changing its size, font, and 
making it bold, italics, or underlining it. 

• Posting the entry – When posting you will be given the option of 
deciding who will view it.  If you are interested in security, make it 
visible to the members of your community only.

• Posting the entry (cont’d) – You will also get to choose who can 
comment.  Once again, choose only your community members.



Posting the entry (cont’d)

When you are finished, click POST ENTRY or SAVE AS DRAFT if you would like to finish it 
later.  

¥Categories allows you to create categories for your entries.  There is a lot to 
this, please explore on your own.

¥Links allows you to add links to the side of your portal.
• Click on LINKS

• Create a new list by clicking on  
• In the text box next to Name this list type a category name that you 

want the link to go under.  
• Find your list and click the icon that allows you to add a link to the 

list.

• Title the link and add the URL.  Click SAVE SETTINGS.  The link 
will appear under the folder for the list you created.

• Community and Members – This is where you determine who can publish to the portal 
and who join the community.   

¥Manage allows you to create and manage accounts for students.
¥Co-Authors allows you to invite additional authors to publish to your web 

log.  This would work well if you were team-teaching with another teacher.   
Please explore on your own.

¥Newsletter is a feature that allows you to send a newsletter to portal members.  
This only works if your students have actual email accounts. 

¥Registration allows you to define what information you want when your 
students register. 

• Stats – Tells you how many people visit the web log in a given period of time.



• Layouts – Here you can change the layouts, colors, fonts and more of your portal and your 
students’ web logs.

• Choose another layout gives you the option of changing the layout and colors 

of your portal.  Click 
• Display lists allows you to display web log lists with links to student blogs on 

your portal.

• View Portal – After you have made any updates to your portal, click this button to view 
the changes.

• Dashboard – Check here for new members and user activity.

Section 5 – Adding Student Blogs. With 21Publish you can have your students register for their 
own blogs.   Imagine giving students their own web page!  The blog becomes a place where 
students can publish their original work and because it is on the Internet, it is viewable by the 
entire school community.  

• To register student blogs:
• Logout of your blog.  This will take you to your portal. Click SIGN UP 

NOW!
• On the registration page, enter a dummy email address (21Publish does not 

check to see if it is authentic), unless your students have email accounts. 
• Choose a username that will not give away your student’s identity since it will 

become part of the URL address. 
• Enter the rest of the required information and check the box that says “I am 

older than 14 years.”
• Once they have registered, you will have to confirm the registration. Do this 

by clicking on the Community and Members button on the administration 
page.  You will see all pending registrations on this page.  Click the button 
next to each and then the ACCEPT ALL button. 

• After this, your students can login to their accounts and begin posting.


