Safe e-mail for students

Advanced Features Quick Start Guide

Digital Lockers

The Digital Locker provides online file storage that can be accessed from home or school. Teachers can
store files to be accessed by students or parents, and students can work on projects at home or collaborate
with others.

Uploading and Downloading Files:
1. Choose Digital Locker from your Jump To menu.
2. Click the Add File button to bring up a window for locating the desired file, the file will be uploaded
as a private file.
3. To change the access level of the file, locate the file from the list of files in the Digital Locker and
click on Private to view and select the desired access level for the file.
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Inbox I Digital Locker EI 2nd Period Freshman English ﬂl . New Post Iﬂ

{@Add Folder ) AddFile fi] Delete (] Show Deleted

Name | Size | Date/Time | Access Status | Blocked
=1L Digital Locker
(33 English
1 Default Welcome Message (2).doc 225KB Jul 24, 2008 2:41:02 PM School Public Available false
] Science Review.doc 23.5KB Mar 27, 2007 6:02:13 AM Private Available false
1What is Gaggle.doc 245KB Apr 15, 2008 11:55:39 AM  Private Available false

4. To download files from a Digital Locker, simply click on the file name.

Viewing Digital Lockers:
1. Expand the Contacts Folder on the left toolbar and click on Directory.
2. Locate the user whose Locker you wish to access.
3. Click on the Locker link to the right of their name. If your access level is higher than the user, you
will see all their files. If your access level is the same or lower than the user, you will see only files
they have marked as Public.

User Name | First Name | Last Name | Access |

joe-max J Default Locker Profile Blog
student3 test3 Student Locker Profile Blog
web2.0beta School Master Locker Profile Blog
tom123 tom Default Locker Profile Blog
andreak Andrea 2 Enhanced School ~ Locker Profile Blog
kalex56 Kellie Alexander Default Locker Profile Blog

4. Choose the file you wish to download.

Profile Pages

Profile Pages can be used as an Gnstant homepageOfor teachers and students. Teacher Profile Pages can
be set to be accessed by parents and the public as a quick link to teacher contact information, public Digital
Locker documents, the teacher® blog, and links to recommended websites. Student Profile Pages can be
set to be accessed only within the school or district

To edit Profile Pag es: 2fe omall for student® Gagale Community > Welcome, Andrea Keith fr(
1. Choose Profile Pages from the Jump To menu. Profile Pages
2. CIICk on My Persona! PI'.Oflle to dlsplay yOUr PrOfIle Page' Gaggle Profile Pages help you find important information on districts, schools, staff and studerts.
3. Click on Edit My Profile in the upper right corner.
4. Fillin your information; add a picture, web links, and other items.
5. Click the Save button at the bottom of the page. e e
= My School's Profile Page
To view Profile Pag es: > My District's Profile Page
1. Choose Profile Pages from the Jump To menu.
2. Click on My School® Profile.
3. Use the Staff or Student drop down menu to select the profile T SeleciSiate 3
you wish to view. _
2) Select a Country > United States v




Message Boards

Messages boards are an educational tool that can be used for class discussions, test review, homework
help, and other projects. Users with an access level of School Teacher or higher can create and
manage boards.

To create a Message Board:

1. From the Jump To menu go to the Student or School Admin menu, click on Edit Message Boards.

2. Click on Add to create a new
Message Board.

3. Click OK in the popup box.

4. Name the Message Board, select a Moderator (if it is different than yourself), and select the Board
Type.

5. If you would like the Message Board to be District Wide or Read only select True.

6. If you would like the Message Board to be accessible to a specific group, click on Specified Users
from the Access Level drop down menu.

7. Click Save to activate the Message Board.

8. If you chose Specified Users you will need to click on the new Message Board from the list to
activate the Specified Users List. Click on Add Members to select Specific users.
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Inbox Edit Msg Boards I:Il
=) Add  fj Delete (‘Filter )
Board Name | Posts Last Post Last Poster Owner | Access | Type
Ask Benjamin Franklin 1 02/07/2007 4:50 AM Joe Smith Linda Hoke All Users School
Changes in the 3rd Grade Curriculum 2 03/26/2007 8:11 PM Master Maxwell Linda Stewart All Users School
College Bound Seniors 2 03/20/2008 9:17 AM Alice Teacher Alice Teacher All Users School
Comprehension-Blue 1 : Bob Teacher Bob Teacher School
Comprehension-Green 2 02/07/2007 4:51 AM Joe Smith Bob Teacher Specified Users  School
Honoring our Veterans 5 07/02/2008 8:54 AM Charles Student Bob Teacher All Users School
[&] save [ Delete
Message Board Name Comprehension-Green
Moderator | Bob Teacher T]
District Wide | False T] Apply above rule to entire district
Read Only [ False |+ Make message board read only
AccessLevel | Specified Users ?)
Specified Users
# [E] save Unchecked |qfx_Add Members | s Add Non-District Users
| User Name Full Name | AccessLevel | School | Admin
2 jacob.downing Jacob Downing Default Andrea's Training School Elizabeth Teacher
v a.borsch Allie Borsch Student Andrea's Training School Master Maxwell
v s.gunter Stacey Gunter Default Andrea's Training School Master Maxwell
2 l.dart Lacey Dart Student Andrea’s Training School Bob Teacher
v jdura58 Jerry Duran Default Andrea's Training School Bob Teacher

>

Reading and Posting to Message Boards:

[N E NN

On your Jump To menu, click on Message Boards.
Expand the folders to see a list of Message Boards that you can access.
Double click on a message board name.
Click on New Post to start a new thread.
Click on a topic line to read the post in the bottom preview pane. 6.

Clicking on the Reply icon to reply to a specific post.

Inbox Y Message Boards I:I\|
Name | Posts
#[J Andrea's Training School Message Boards
[J Training District Message Boards

[#[ Educator Message Boards (ePals, Help, ett

(2] Gaggle Wide Message Boards

=13 Specified User Boards
[1Social Studies 1
] Comprehension-Green 2
1 Spanish Discussions 4
[1Pajaro Training 1

Last Post

01/18/2007 1:42 PM
02/07/2007 4:51 AM
05/04/2007 12:52 PM
07/31/2008 10:09 AM

| Last Poster

bteacher@gaggle.net
joey123@gaggle.net
juanhe@gaggle.net
bteacher@gaggle.net

| Teacher

bteacher@gaggle.net
bteacher@gaggle.net
bteacher@gaggle.net
bteacher@gaggle.net




Chat Rooms

Chat Rooms provide an opportunity for real time communication between users, and can be used for cross-
classroom discussions, test review, homework help, and other projects. Users with an access level of

School Teacher and above can create Chat Rooms.

To Create a Chat Room

1. Click Edit Chat Rooms on your School Admin menu. Then click Add.
Name the Room, choose the Room type and the Users you want to be able to access the room.

2.
3. Click Create New Room to activate the Chat Room.
4.

If you chose Specified Users, click on the name of your new chat room and click Add Members to

select your users.

Using Chat
1. Click Chat Rooms on the Jump To menu. 5%
2. Choose the Room you want to enter. g=i

3. The Chat screen will load (your computer must have
Java installed). The large box will display the chat
dialogue as it is entered by the users in the room. The
box on the right displays all users currently logged into
the room.

,,,,,, *I] Chat Rooms for: Gaggle.Net, Inc.
Chat Room: Jeff's Room
p=ented You are in eff'
btoacher: H, how areyou? [ teacner B
e e
Black g. [Dialog. 12 -
Chat Here
| S

5. To Block, Warn, or Alert a user, highlight their name in
the list and clcik the corresponding button.

6. The Kick Off button is only available to educators, and will remove a student from the chat room.

Blogs

Gaggle Blogs are a safe venue for personal expression, and can be used for many instructional purposes.
Teachers can use their blog as an online newsletter or assignment page. StudentsGability to view and create

a blog is set by the teacher or school.

Creating Your Blog:
1. Onyour Jump To menu, click on My Blog.
2. You will see a message that you must first name your blog by
clicking on the link in the message.

User Bob Teacher
Blog Name |Mr. B's Blog

Blog URLID |MrBsBlog Hittp:fharwvw gaggle netblogsyour-url-id

Color Scheme [{[IERATEN) ¥ | Preview Color Schemes

View Blog  Click Here

3. On your Blog Setup page, type the name of your blog in the first box.

4. If you want your blog to be available to non-Gaggle users, you
can create a URL ID. The URL you type will be appended to the
Gaggle address string shown at the right, and must be unique
within Gaggle. If you choose something that is already in use, you
will see a popup after you click update.

5. Choose your blog color scheme from the drop down menu.

6. Click Update. Your blog entry screen will then open.

Adding Blog Entries:
1. Onyour Jump To menu, click on My Blog to bring up your main
blog screen.
Click Create New Blog Entry.
Type your text in the text box.
Customize your entry using the HTML text toolbar.
Add images from your Digital Locker by clicking on the Add Image
icon.

aprON

Gaggle.Net

S2felematiltorstudent™ Gagale Community >

Create New Blog Entry

[Style] v
B 7 U =

[Font] v |[Size] v

[ SubmitNewBlog Entry | [cancerl |

6. Once you have completed your entry, click the Submit Blog Entry Button below the entry box.

Viewing Blogs:

1. Expand the Contacts Folder on the left toolbar and click on Directory.
2. The Blog link to the right of the individual name will take you to that Blog.

3. Click on their Blog link and their blog will open in a new window.



Homework Drop Boxes

Gaggle® Homework Drop Boxes allow teachers to easily collect assignments from their students. A drop
Box can be created for each class/period, with sub-folders for specific assignments. Submissions to the
Drop Boxes do not count towards your storage limits, and bypass the safety filters since they go straight to
an educator.

Creating Homework Drop Boxes
1. Click on Edit Homework Drop Boxes in the Admin Menu on the Jump To.

2. Click Add in the upper left

Inbox | Drop Boxes B Social Studies ]

corner. 5 Add ] Delete (Filter)

3. Name th eD rOp Box and Drop Box Name | Posts Last Post Last Poster Owner Access Type
.
check the boxes if you 2nd Period Freshman English 2 07/31/2008 8:33 AM Charles Student Bob Teacher Specified Users
want students to be able to @ s @ s
. h th @ Drop Box Name First Period Lit & Comp
view eacn other ( =
Teacher | Bob Teacher 4
assignments, and/or you Students can see other students assignments? []
H 11 H Notify you when a student submits an assignment? [
want an email notification
of every submission. Specified Users
. @ [E] Save Unchecked s Add Members s Add Non-District Users
4. Click Create Drop Box - . .
. p . User Name Full Name AccessLevel | School Admin
H H 2 spazattackz7 Jay Keith Student Andrea’s Training School Alice Teacher
5. Click on the Box Name in ©  jacondounng Jacob Douring Defal Ancteas Training Schoo Elzabetn Teacher
. . v a.borsch Allie Borsch Student Andrea’s Training School Master Maxwell
the list , then click Add 2 j.hoke Jared Hoke Default Andrea’s Training School Linda Hoke
. . 2 student3 test3 Student Andrea’s Training School Kim Janvrin
Mem b ers to b rin g u p a I|St v ngonz40 Noel Gonzalez Default Andrea's Training School Bob Teacher

of users, and select those students allowed to submit to that box. Click Add Selected Users to save

your members.

Using Homework Drop Boxes
1. Click on Homework Drop Boxes in the Jump To menu. Then double click the desired Box Name.

2. You must create an Assignment Folder to receive any student submissions. Click New Assignment

Folder to create one.

3. Fillin your Assignment Inbox [ Homework Drop Boxes I:Il Social Studies ﬂl Algebra II UI Q New Post H|
Name in the Subject =) Submit £ Attach [S Translate (3 Cancel i‘
field. You can type a Subject: | N
message in the text
box and/or attach a [ Istyle] 4 (Font) 1#) isize) %)
file. B 7 U —EEFFAOOEBESOY
4. Click Submit to save
the Folder to your
Drop Box.
5. View submitted assignments in a Box by clicking the + next to the folder, then clicking a
submission.

Student Submissions to Drop Boxes

1. When a student clicks Homework Drop Boxes on the Jump To, they will see only those that they
are selected members of.

2. To submit an assignment, double click the Drop Box, then click the appropriate Assignment Folder
to highlight it.

3. Click Submit Assignment to bring up the message screen. Click Attach to attach the file you are
turning in, and type a message in the text box if desired. If user names are not easily identifiable,
it® a good idea to include your name in the message field.

4. Click Submit. You will receive an email message confirming receipt of your assignment.

Inbox | Homework Drop Boxes B 2nd Period Freshman English, 3| N Newpost )

'\‘x;J Submit Assignment _,v Translate

Topic | Poster Posted Latest Reply
&l Autobiography bteacher@gaggle.net 07/31/2008 8:30 AM 07/31/2008 8:33 AM
Autobiography 07/31/2008 8:30 AM

bteacher@gaggle.net 4  Access Level: School Master

Your autobiography is due Friday. Sept. 3rd.




