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Why is this called Gaggle?

Email has made a big impact on my professional and personal life. This simple technology has
made it much easier to maintain my friendships, and it has greatly contributed to the success of the
businesses I have started.

The Gaggle service came about after many discussions with teachers, technology coordinators and
principals. I was bothered by the fact that virtually no schools were offering email accounts to
students. Everyone said that it was just too hard to keep an eye on what the students were doing.
I wanted to remedy this situation, so I decided to give teachers a way to monitor and control their
students' use of email.

People are constantly asking me how we came up with the name for Gaggle.Net. As you may know,
gaggle is the name for a large group of geese. Our goal was to give teachers an easy way to watch
over their gaggle of students. Hence the name Gaggle.

It's also easy to remember.

Jeff Patterson
Founder of Gaggle.Net, Inc.
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Chapter 1 Using the Email System

Signing into the System

To sign into the Gaggle website, users will need to have their login information. This information should have been
received from a Gaggle representative or the School Master. If not, please contact us.

On the Gaggle homepage, each user should enter a username and password in the login field and then click the
Login button. After logging in, users may be able to their password by clicking on the My Account link in the up-
per right hand corner of the page.

If users forget their passwords they can select the password link below the login button. Enter the email address and
the verification text in the text boxes that appear and click submit. For students the new password will be sent to the
student’s teacher. For teacher access and above the password will be sent to the outside email address assigned to the
account.

Some schools use their own domain name with their Gaggle accounts, such as user@burkisd.org or user@ehs.
gaggle.net. If a school uses a custom domain name, users will need to login with their full email address on the
Gaggle homepage.

for service. maore
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Thousands of schools use the Gaggle Announcing Gaggle's Curriculum pRarNarme: é b= here

Metwork to provide safe, Contest Password:
teacher-controlled email accounts for
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2. Subscription Version

3. Licensed Server Version

| Gaggle Blogs
Click here to view Gaggle Blogs.

Why Choose Gaggle?

Click here to compare our features and
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" Gaggle.Net is eligible for E-rate
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Chapter 1 Using the Email System

Inbox or Main Screen

Using the Gaggle system for reading and writing email is very simple. The program is intuitive and easy to use. On
the following pages are explanations of all the basic screens in Gaggle.

After logging into the Gaggle website, the first screen is the Main Screen or Inbox. This is the folder where all new
mail will appear. Users can view their email by clicking on a message and viewing the message in the bottom read-
ing pane or by double clicking the message to view as a full screen in a separate tab. The Deleted, Drafts, and Sent
folders, as well as any personally created folders, will all look and function the same as this screen.

From the Inbox, users can choose to read any message, move a message by dragging and dropping into the appropri-
ate folder, translate the message to another language, click on the audio feedback button, and sort email by the From,
Subject, Date, and Size headers. To delete a message, right click on an email subject and select delete or highlight

the message and select the delete button at the top of the page.

Click on the top pane
to sort by subject,
sender, date, or size.

Click message to read
or double click to
view in full screen.

Click to translate
message to a different
language. More info on
page 49.

/

Click to delete a
message.

Gaggle.Net
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Chapter 1 Using the Email System

Creating and Deleting Folders

Users can create and delete personal
folders for their Gaggle account.
These personal folders can be given
any name and are a great way to store
messages that relate to specific topics.
To create a folder, right click on the
My Folders link located in the left
pane toolbar. Select New Folder and
the new folder will appear and allow
you to name the new folder. Once
the folder is named, the user can also
right click to create a subfolder or
empty, delete, and rename that folder.
When a user deletes the folder, all of
the messages from the folder will be
moved to the Deleted folder.

Right click to create a /

subfolder or empty, delete,
and rename that folder.
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Search Feature

Gaggle provides users with an advanced search feature to easily search all email messages by keyword, address, etc.
To use the search feature, simply enter text in the box provided in the upper left hand corner next to the magnifying
glass icon. Hit enter to generate results in a new tab. Gaggle’s search feature provides many different search options
to give users optimal search results. The following sections describe the various search options.

Advanced Searches

The Advanced search feature allows users to select more information on their searches such as dates, subject, body,
to, from, and attachments in an email. To select Advanced search, click on the magnifying glass in the search box
and select Advanced Search. School Administrator and Masters can choose to search either their own mail, or the
messages of all the users in the school. This can be done by clicking the All Users or Your Mail button in the search
window. District Administrators and Masters can search mail in any or all schools within the district by highlighting
a single school or checking the All Schools box.

Click the magnifying
glass

|Gaggle.Net

Click Search or hit return
after criteria is entered to
complete the search.

I‘I:!"I Lheck Mail "-{‘*_J Bampdsn Achanos] Seanch P,
e — Users 1 Users L1 vour Mail & Dt
o ] From Diaie
End Dae
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4 P Body
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& Sant From
 Deleted Alachmants
i
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My Folders ‘> [ Search ) To
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Chapter 1 Using the Email System

Wildcard Searches

Gaggle’s search feature supports the use of single and multiple character wildcard searches. To perform a single
character wildcard search, a user should use the “?”” symbol in the term. To perform a multiple character wildcard
search, a user should use the “*” symbol in the term. The wildcard search symbols cannot be used as the first char-
acter of the search criteria.

The single character wildcard search will yield results that match the term provided in the search field with the
single character replaced. For example, to search for “small” or “smell” a user can use the search: sm?Il.

A multiple character wildcard search will yield results that match the term provided in the search field with O or
more characters replaced. For example, to search for the words “party” or “parties”, a user can use the search: part*.
Multiple wildcard searches can also be used in the middle of a term if necessary.

Boolean Operators

Boolean operators allow users to combine terms in a specific search. Gaggle’s Search feature supports the following
Boolean operators: AND, “+”, OR, NOT, and “-.” When using a Boolean operator, it must be entered in all capital
letters in the search field.

OR:

The OR operator links two terms and finds matching emails in which either of the terms exist. The OR operator is
the default operator in any search. For example, to search for an email that contains the word “test” or “exam,” use
the search: test OR exam.

AND:
The AND operator finds matching emails where both terms exist anywhere in the text. For example, to search for an
email that contains the words “music” and “program,” use the search: music AND program.

+:

The “+” operator requires that the term following the “+” symbol in the search field must exist somewhere in the
text of an email. For example, to search for an email that must contain the word “internet” and may contain the
word “safety,” use the search: +internet safety.

NOT:

The NOT operator excludes all email messages that contain the term after NOT in the search field. For example, to
search for emails that contain the word “computer” but do not contain the word “lab,” use the search: computer NOT
lab.

The “-*“ operator excludes all email messages that contain the term after the “-“ symbol in the search field. For ex-
ample, to search for emails that contain the word “principal” but do not contain the word “meeting,” use the search:

principal-meeting.

Grouping

The grouping function allows users to group together two or more Boolean operators using parentheses to further
control the results of their search. For example, to search for an email message that contains either the word “test”
or “exam” and the word “science” use this search: (test OR exam) AND science.



Chapter 1 Using the Email System

Fuzzy Searches

Fuzzy searches allow users to search for words that are similar in spelling to the term entered in the search field. To
perform a fuzzy search, use the “~” symbol at the end of a single term. For example, to find words that are similar
in spelling to the word “cat,” use this search: cat~. This search would yield results for words such as cats, hat, and
mat.

Proximity Searches

Proximity searches allow users to find words that are within a certain distance from each other in a single email.
To perform a proximity search, use the “~” and a number at the end of a phrase in the search field. For example, if
a user wanted to search for the words “school” and “achievement” within a certain distance from each other in an
email, he or she would use the search: “school achievement”~10. This would search for these two words within 10
words of each other in an email message.

Boosting a Term

There are two types of terms users can utilize when performing a search: single terms and phrases. A single term is
simply a single word such as “computer” or “email.” A phrase is a string of words enclosed in quotation marks such
as “district policy.” Boosting a term allows the user to control the relevance of the search results. To boost a term,
use the “A” symbol with a number at the end of the term in the search field. The higher the number used, the more
relevant that particular term will be in the search results.

For example, if a user was searching for emails containing the words “district” and “policy,” and wanted to boost
the relevance of the word “policy,” he or she would type this into the search field: district policyA7. This will make
emails with the term “policy” appear seven times more relevant in a user’s search.

Escaping Special Characters

When a user is performing a search that contains a special character which is also part of one of the searching
methods described above, a user can neutralize the character by placing a “\” in front of it. For example, if a user
is searching for an email that contains the word “a**,” he or she can use this search: a\*\*. By placing the “\” in
front of the “*” it allows this character to be included as part of the actual search rather than as a wildcard character
described above.

10



Chapter 1 Using the Email System

Read Mail Screen

After selecting a message to read from the Inbox, the user will have the ability to view the mail in the bottom pane
of the screen or can double click the message to view on a full screen in a new tab. Users can see the text of the
message, the sender, the subject, the date and time the message was sent, and any attached files. There are also sev-
eral controls that allow users to perform various tasks, which are described in the picture below.

Click the Reply button to write a mes- Click the Print button to Click to translate mes-
sage to the person who sent the email. print an email message. sage to a different
The Reply button will also quote the language.

original message back to the sender.

Welcome, Bob Teacher |
Switch Back , My Account , Log Out
2, Check Mail \] Compose box . Compose v
Jump To Menu i{"r‘Reply _@}'\‘_Reply All ﬁFomard | EaPrint [ Spam | i Delete  [&57 Translate
From Subject Date Size
Q- Kirk Leman Attachment Tue 1:09 PM 137
sys_admin@gaggle.r Password reset request for - joey123@gaggle.net May 6, 2009 1. |
EL] bteacher's folders sys_admin@gaggle.r Password reset request for - cstudent@gaggle.net May 5, 2009 1.
~3m admin@gaggle.net Questionable AFS Text by user: cstudent Apr 23, 2009 0
“@ Blocked Andrea Keith Fw: Tech Apps-Wednesday-2/25/09 Mar 6, 2009 8
% Drafts Charles Hola Jan 8, 2009 1k
g Sent ) ) . _— ) A
[ Deleted admin&gaggle.net Questionable File Notification For: cstudent®gaggle.net File ID#25 Jan 2, 2009 138 +
=[] Contacts t________"___'_'________'__"_ ______ — = | R
=L My Folders
[ 1st period math | Attachment Tue 12 May 2009 01:09:24 PM -0400 Gompast Header
[ Educators Kirk Leman <klrk@gaqgle.net?ﬁ To: bteacher@gaggle.net
[ Homework What is APl.doc (135 kb)
[1 ™ath E
#L] Science
L1 Social Studies
B Testing Pleasqsee attached
I Writing Kirk Lefan
L lists kirk@gagle.net
B00.288F 750
\ /
Click on the attach- Click to hear email
ment link to open or read aloud

download the file.
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Chapter 1 Using the Email System

Compose Screen

There are several ways to get to the Compose screen; however, the most common method is by clicking on the
Compose button in the upper left hand corner of the screen. The Compose screen allows users to compose mes-
sages to be sent over the internet. Users can add a recipient by clicking on the To button and selecting an address
from the Contacts box or by typing an email address in the To field. Complete the email in the message field and
click Send in the upper left hand corner. Users can enter more than one address in the To field if they are separated
by commas.

There are several controls on this screen that are worth explaining in detail:

To: Clicking on the To button will display a Contacts box with a drop down menu containing several dif-
ferent categories. Users can show names from My Contacts, which will display both their individual
contacts and any groups they have created: User Groups, Built In Address Groups, or the school’s
Directory. Select a name from the menu and double click to see the address in the To field or click on
the name and click the To button to see the address populate in the To field.

CC: This button allows users to create a carbon copy list for the email. This is simply a list of additional
recipients. Users at the Staff access level and higher also have the option of using the BCC. This op-
tion allows users to send a blind carbon copy of a message. BCC means each recipient will not able
to see who receives the email. The BCC option is not available for student users.

Subject: It is recommended users give a subject to all outgoing messages, which should be typed in this field.

HTML: The HTML toolbar allows users to compose messages with different fonts, colors, bold, italics,
input images, conduct spell check, etc.

Save Draft: This button saves the message to the Drafts folder to be modified later before sending it out.

o, Cheock Mail €5 Compose Inbox %, Compose

L= v LJ
Add an attachment Jump To Menu & <] Send© [ Save Drat |

_ﬁ & Attach a:-=_“r>‘ Translate & £ Print Iﬂi Cancel |
o=

> To:

Click the To button to e or S TolderS

display a list of contacts. B Inbox (2) | Ce:

g Blocked
= Bcc:

Select CC or BCC. —_— L Sent Subject:

Lff Deleted
@[T Contacts _
= .1 My Folders | Istyle]
HTML Bar | | 1st period mgth

DDESS‘; B I
Homework
Math
New Folder
Region XI
Science
Social Studies
Testing

-
Lt

" [Font] 5] [ isize] 5]

=
]
M
1]

|

|
111
fil
i1
>
@
®
[
o

PP DE
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Chapter 1 Using the Email System

Attaching Files/Uploading

Attaching files is a simple process. Click the Attach button at the top of the screen. A pop-up window will appear
displaying files available on your computer. Locate and double click on the file, or click it to highlight and then
click the Open button to start the upload. You will see a progress bar as it uploads. The name of the file will then be
displayed with a paperclip icon and a link to remove the attachment.

Educators have the ability to turn off the attachment option for students. If attachments are not allowed, all incom-
ing or outgoing messages with attachments will be sent to the Administrator’s Blocked folder for review. The School
set up page will allow you to block specific file types, as explained in Chapter 2.

Spell Check

To check the spelling in an email, click the Spell Check button on the HTML toolbar. A new window will open
showing a user each misspelled word, one at a time, in the Word Not Found field. The spell check will then suggest
a replacement for the misspelled word and other spelling suggestions.

Welco
Make this my default, M
3, Check Mail 5] Compose Inbox . Compose
Jump To Menu O == Send O Save Draft |
# Attach a5 Translate €  iPrint [ZF Cancel |
=
To: Allig Borsch <a.barsch@gaggle.net=,
= [ bteacher’s folders
BN inbox ()] &
¢ Blocked
(4, Drafts = ~® O O Spell Checker &
{ |
g Sent Subject:
[} Deleted Word Mot Found: Replace | Click to Activate
Hel
[ Contacts [ Ee ’ Replace All | d Spell
=] [ 1 My Folders [Style] Replace With:
[[1 1st peried math ] Hole Ignore | B -
.1 DDESS B r U= Suggestions: tgnare Al |%’ a O ¥
[1 Homework Helo, :D:IE i
el Learn |
L0 Math | |Hei 1
[1 Mew Folder How do you lil |pep v Finish |
1 Region XI Y
Hid Sgence

A user can click the Replace or Replace All buttons to replace the misspelled word with the chosen suggestion and
move on to the next word. The Ignore or Ignore All buttons can be used to ignore the misspelled word and skip to
the next word. By clicking the Learn button, users can add a particular word to their personal dictionary. Finally,

the Finish button will exit the spell check and return you to your email.

Contacts

The Contacts folder is shown in the left toolbar section. The Contacts folder allows users to add any number of ad-
dress listings for friends and colleagues. To add a contact, click on the Contacts folder and select the Add Contact
button in the upper left hand corner of the screen to populate new address information. Users can also drag and drop
names from the directory page or drag and drop names from received emails into the contacts folder. These ad-
dresses will appear in the section titled “My Contacts” when the To button is selected on the Compose screen. The
To button is a fast way to find a recipient’s address. If a new message or reply is sent to an address that is not already
in the Contacts list, the user will be asked if the address should be added.

13
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Make thig
Click here to add a
new contact. L, Check Mail 5] Compose Inbox &g Contacts
Jump To Menu G > ) Add Corta% SIEdt <=] Send Email [ Delete  Z4Print @5 Import
Click here to edit . 5
S SR |t Edit Contact
contact. ra
First Name:

/ Adam Melson )
List of contacts 2] bicachar Em@ dming |__ppiddle Name:
admin g
already entered. e Blocked K Last Name:
¢ Blocked Teacher Email:
Entel‘ the infOl’ma- * Allie Borsch Other Email Address:
—

tion for the new Allison  Benning Business phone:

contacts in these ETFIE%?;:E Andrea  Keith Home Phone:
fields 5 [1 My Folders Andrea 2 Mabile Phone:
|1 1st pericd math andrale o
[ DDESS Andrew  Harper Website:
[1 Homework Ashley  Maxwell Company Name:
1 Math Ashley  Moran Job Title:
[[1 New Folder Ashley  Summer Business Address:
1 Region XI Bianca  Wiles . Business City:
HL 1 Science Blog Student Business State:
|1 Social Studies Bob Teacher Business Zip:
1 Testing Brad Holk: Business Country:
L1 Writing - Home Address:
L klein , Home City:
L] test San | Harper Home State:
C student ]
Home Zip:

Carlos Hernande

Larter Coaith

Home Country:

My Groups

A user can click on the “+” symbol next to the Contacts folder to view My Groups. My Groups are personalized
distribution lists. By selecting one of the groups from the To button on the Compose screen, users can quickly send
an email to multiple recipients.

My Groups are a grouping of the individual addresses from the Contacts folder. There is no limit to the number of
addresses that can be put into My Groups.

To create personal Groups:
1. Right click on My Groups, then click Add New Address Group. A New Address Group icon will appear. Type
the name of the Address Group in the box to the right of the icon.

2. Users can choose addresses from their Contacts List and/or the Directory. Click the Contacts or Directory link to
open that list in a new tab.

3. Drag and drop names into the folder from the Contacts list or Directory list. Users can select several users at once
by holding the control or the shift key while clicking on names.
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Users can add addresses to an existing Group by selecting the Group icon and clicking on the Add Contact button.
Populate the information in the text fields accordingly. Addresses can also be added to an existing group by dragging

and dropping names from the directory into the correct group.

IQI Check Mail \'\] Compose

Inbox

& Contacts

Select multiple users
by holding down

shift and clicking. A
Ctrl + Click will add
individual users to a

Right click to add Jump To Menu % Add Contact  §S7Edit  <=] SendEmail  fjjDelete  SiPrint
a new address - selection.
Q- First Last
group. -
EL] bteacher’s folders Adam Nelson |
L Inbox (11) admin@gaggle.net J‘
L@ Blocked Alice Teacher / I
\ L%, Drafts Allie Barsch e ™
obile
4} Sent Allison Benning * B !
L5 Deleted , | usiness
Andrea Keith Wel
Andrea 2 | Company N
[ Di rectory |
3] e T TP andrezkeith@gaggle.net | Busi ﬁ:
usiness
B0 N i Harper I Buaincas
[ 1st period math |  Ashley Mazewell | Business
L1 DDESSs Ashley Moran | Busines
L1 Homework Ashley Summer .L Business Co
L1 Math Bianca Wiles Homs Add
ome
L1 MNew Folder Blog Student B

Once a group has been created, users can click on that group to view options, to add contacts, edit, delete the group,
change the address group type, or send an email to that specific group. The following describes the available Ad-
dress Group options:

Address Book — BCC Recipients

Address Book — CC Recipients

Mailing List

Restrict Email from Non-List

Members

The individual recipient addresses will not be visible. A Reply from the
recipient will go just to the sender. (A Reply All will also only go to the
sender.)

A reply from a recipient will go just to the sender. A Reply All will go to all
members of the group, whose Addresses will be visible in the To field.

By marking a group as a Mailing List, the user will be able to create a
name for the group, such as ScienceTeachers. When replying

to an email sent to this Group, the individual addresses will not be visible.
The reply will be sent to all the members, shown as
groupname@addresses.gaggle.net or as in the example above
scienceteachers@addresses.gaggle.net.

Only users that are members of a particular group will be allowed to send
email to that specific group.

15



Chapter 1 Using the Email System

Built-In Address Groups

The To button on the compose screen includes several built-in Address Groups. Users will see different built-in
Address Groups depending on their access level. Student users will only have the group, My Class, in their Menu,
which would let them send an email to all of the students assigned to the same administrator in Gaggle.

The following is a list of all possible built-in Address Groups:
My Class

All Students

All Teachers and above

All School Admins and above
All Users in School

All Users in District

All Students in District

All Staff+ in District

All Teachers+ in District

All School Admins+ in District
All District Admins+ in District

B, Check Msd <] Compoas Inbox = % Compose
Jump Te Meru O ] Send L) :—i Save Draf
& mmch S Transle D CiPrint (3 Cancel
L*
1 T
bteacher's folders
B Inboo (0) | Lo Select Names -
i Sutject Show Names From: [ My Contacts =l
Drafts mmr—
4 Sent
= 5 8 15t period math
q Deleted {Sryte| *
-~ 88  2rd hour English
(3 Contacs B S 01 E =
My Folders A Jrd peviod
15t period math ] dth period stisnce
Homework il Sth period
Math 88 7th hour Sdence
Schence a3 ELL growp
Social Studies 38 English Teachers
Testing ah B fickiecs Bock

Exploding Address Groups

The Exploding Address Group feature allows users to send a message to multiple addresses without logging into the
website. Users can send mail to one Gaggle address and the system automatically sends out a copy of the message
to multiple recipients.

Listed below are two types of Exploding Address Groups:

1. Sending mail based on user access levels. — xxxx@users.gaggle.net

The general format is:

criteria_schoolID@users.gaggle.net — The school ID can be found at the top of the School Setup page, which is
located under the School Admin drop down menu through the Jump To link.
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criteria_district_districtID@users.gaggle.net — The district ID can be found on the School Setup page.

admin_adminID @users.gaggle.net — Mail is sent to all users who share the same administrator. The admin ID is the
Gaggle User ID for which can be found on the User Data page for that educator.

Here are some examples:

all_30116@users.gaggle.net Sends mail to all users in school ID 30116

staffplus_30116@users.gaggle.net Sends mail to all users in school ID 30016 who have access level of
staff or higher

students_30116@users.gaggle .net Sends mail to all student users in school ID 30116

all_district_1006120@users.gaggle.net | Send mail to all users in district ID 1006120

admin_93120@users.gaggle.net Mail is sent to all users who share the administrator with user ID 93120

School ID Can be found on the School Setup Page

The criteria definitions are:
all - all users
students — student level and lower
teacherplus — teacher level and higher
schooladminplus — school admin and higher
staff — all staff level users
staffplus — all staff users and higher
admin - users who share the same administrator

2. Sending to My Groups in the personal Contacts folder — xxxx@addresses.gaggle.net
Each personal group has an ID number. Users can find the Group ID Address by clicking on the group folder and
viewing the number at the top of the page.

For example:
23981 @addresses.gaggle.net — Any email sent to this address would be sent out to all addresses listed in Address
Group ID #23981.

Users can also send to a personal Group of other users at the school or district if the original creator of the group
shares the group ID number with other users.

Security for Exploding Group Folders

As a security precaution against spammers, this feature only works with mail sent from the Gaggle website or from
Gaggle’s SMTP servers. In addition, there are some access level restrictions that prevent certain users from sending
to an Exploding Address Group. Users with Staff level access or higher must belong to the same district as the user
who owns the personal group. In addition, Staff plus users can send to the built-in Address Groups for their school
or district. Student users can only send to their own personal group or to the built-in Address Groups for their
school.

Using a Custom Domain with an Exploding Address Group

The Exploding Address Groups can be setup to work with custom domain names. If a school uses a custom do-
main name for the Gaggle accounts, users can send to address groups either as students_2302@users.gaggle.net or
students_2302@users.northwood.org.
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Directory

The Directory screen is a quick way to find email addresses for Gaggle users in the school. The Directory link is
located on the left hand toolbar on the main page under the Contacts folder. Users can quickly email anyone on the
list, drag and drop names into their Contacts folder or their Group folders and access other users’ Digital Lockers,

Profile Pages, and Blogs.

AN

Click on a name to send a message,
right click to add to Contacts, or
click and drag to another folder.

Click View to sort users
by other criteria.

) Check Mail €5 CompNe

Jump Te Menu L)

] E*ctt}ry

e

L Inbox (1}
¢ Blocked
L4, Drafts
4 Sent
g5 Deleted
= [I Contacts

Region XI

= [ bteacher’s folders

Inbox %, Compose
[ Andrea's Training Schoal

User Name First

-max ]

student3 test3
testp parent
web2.Obeta
tom123 tom
andreak Andrea

kalex56 Kellie
alltraindist Train
julieanders Julie
shelliann Shelli
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a.borsch Allie
rlbrown Randy
d.coulter Darin
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User Groups
Administrators

Enhanced School Teacher
Student
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r-] 1] TR

Click to access Directory
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Setting Personal Account Options

The link in the upper right hand corner of the screen labeled My Account is where users can change various param-
eters for their own accounts. Depending on the access level of the user, different settings can be changed. These
options include, but are not limited to, user name, full name, and password.

The following sections explain some of the more common fields and settings on the My Accounts page. There are
several other items on this page that provide additional settings or account information. They will be more thorough-
ly explained throughout the following chapters of this guide.

Inbox My Account

Changlng a Password Save | |'_"F Cancel More Settings L2
Student access
To change a password, enter the Basic || Advenced || Blog || Auto Reply || Signature || Lif and below will not
desired password into the two text - be able to modify
fields: New Password and Retype User1D 2193913 / name and user-
Password. Click the Save button First Name Bob name fields.
. Middle Mame
in the upper left hand corner of the L
ast Name Teacher
screen. Passwords are encrypted User Name braacher | Change password
for security reasons, therefore they New Password < here.
cannot be retrieved. They must be Retype Password
reset. Outside ErTan
't .
o8l Mailbox storage
Access Level | School Master = limit and amount
MallbOX Storage Administrator : / . u
currently being
Human Monitor used
Each user on Gaggle is allocated Attachments (-aliowed—— 1R :
a specific amount of storage space StudentStaf i '
for email messages, attach- Graduation Year r]/ Adiust il
. - . ust spam filter
ments, and Digital Locker files. Mailbox Storage Limit3.928 MB used of  100.0 MB (4%) Justsp
All 1 Ji— here.
emails and files are counted Spam Level [ Medium [5
against your total storage space Color Scheme | Gray &) Preview Colg| .
. : : Set up Mail for-
except messages in the Deleted Allow Seasonal Color Schemes ¥ / dine h
and Blocked folder. Creation Date 07/01/2006 warding here.

Last Login 02/26/2009
Compose Messages as HTML | Default 5]
Forwarding Email Address andrea.gaggle@yahoo.comr

Mail Forwarding ': Do not copy or forward messages

If a users’ accounts reach 80% of their total storage space, they will receive a warning notification via email and a
notice will appear at the top of their Inbox. They will still be able to send and receive email as long as they are not
over their limit.

Once users have reached their storage limit, they will no longer be able to send or receive email. All email sent to
their account will be bounced back to the sender. A new warning message will appear at the top of the Inbox indi-
cating the account has been frozen. To unfreeze an account, users needs to clean up their account by moving some
of the old messages from the Inbox, Sent, Drafts, Spam, and any custom folders to the Deleted folder. All folders
and the Digital Locker should be checked for old messages or files that can be deleted. On the My Account screen,
users can view the storage space they have used at any given time.
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Mail Forwarding

Mail Forwarding allows users to have their messages forwarded or copied to another email account, such as a dis-
trict address or personal account. Users can forward just the blocked mail or all mail that comes into the account.
Only users set at the College Student access level or higher can forward their email. When choosing this option, a
confirmation email will be sent to the forwarding address entered. If the users agree with the action of the email
and wish to continue forwarding the email, no response is needed. Clicking the link provided in the email will stop
forwarding.

The address to be used must be listed in the Forwarding Email Address field. Be careful when entering the forward-
ing email address because an invalid email address may cause serious problems.

Forwarding Options:

Do not copy or forward messages
Mail will not be sent to any outside address even if there is an address listed in the Forwarding Email Address field.
This is the default setting.

Copy blocked messages to forwarding email address
Only mail that gets blocked will be sent to the forwarding email address. A copy of the student’s blocked message
will be sent to the forwarding email address and the message will also stay in the user’s Gaggle Blocked folder.

Copy all mail to forwarding email
address

This option handles the blocked messages o) Check Mail €] Compose Inbox | My Account

in the same manner as above. In addition, save | [2f Cancel More Settings
a copy of each message received in the
user’s Gaggle account will be delivered to e
the forwarding email address. The mail

Jump To Menu (2

Basic Advanced Blog Auto Reply Signature

received will remain in the user’s Gaggle El [ bteacher’s folders User ID 2193913
Inbox. L Inbox (0} School Name Andrea's Training School
L@ Blocked First Mame Bob
. . X L€, Drafts Middle Mame
If this option is selected, users should (4 Sent Last Name Teacher
check their Gaggle account regularly, as (5t Deleted User Name [breacher
their Inbox may get full, and their Gaggle = [7 Contacts Mew Password
account may become frozen. i) Directory | Retype Password

®H[T My Groups
= |1 My Folders

Outside Email|andreakeith@gagale.net

Forward all mail to forwarding email B 1st period math Note r _
address B3 DDESS Access Level [ School Master e
All mail sent to the user’s Gaggle account [0 Homework Parent Account [ No 5]
will be forwarded to the forwarding email 3 Math Administrator
. . New Folder
address. The mail sent will be moved to - Region XI Human Monitor
. . —
the Gaggle Deleted folder and will remain @mEl Science Attachments [ Allowed %)
there for 30 days. This is the best method [] Social Studies Student/Staff ID
for mail forwarding. [J Testing Graduation Year [ = 121
Writin ) N )
- Anting Mailbox Storage Limit4.684 MB used of  100.0 MB (5%)
. [ klein ’
To set up forwarding: [ test Spam Level [ Medium (3]
1. Click on the My Account link and Color Scheme |: Cray | :] Preview
scroll about halfway down the page. Allow Seasonal Color Schemes /™

Creation Date 07/01/2006
Last Login 04/08/2009

Compose Messages as HTML [ Default 15
Forwarding Email Address andrea.gaggle@yahoo.corr

2. Enter a forwarding email address and
choose a forwarding option.

all ®orwarding ': Do not copy or forward messages

3. Click the Save button. //\r? /

Enter the Forwarding email Chose the desired
address here. forwarding option. 20
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Auto Reply Setting

The Auto Reply setting gives users the option to set an out-of-office reply message when they are not checking their
email for a period of time. It allows users to choose the date range when it should be active and type a personalized
message. When Auto Reply is enabled, it will automatically send a copy of the message to everyone who emails the
user during the specified dates. This option is only available to Staff access and higher.

To set up Auto Reply:

1. Click the My Account link and select the tab listed as Auto Reply.
2. Check the box next to the Auto Reply Enabled.

3. Choose the start and end date by using the two drop down calendars.
4. Type the message in the Auto Reply Message box.

5. Click the Save button in the upper left hand corner.

To turn the Auto Reply Setting off, uncheck the Auto Reply Enabled box.

Gaggle.Net

(i Chock Mudl 5] Coenpenie Inbox My Account

Check this box to turn
Auto Reply on or off.

Jump To Menu G [ Bave | [ Cancol Mo Satings O
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5 Inbeo: (0 Instructions:
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Al Contacts ) At Rieply Enabled )
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Deleted Mail Policy

Deleting an email on the Gaggle website does not actually delete the message. This is a safety feature for both stu-
dents and educators. In particular, the system prevents students from hiding their activity by deleting messages that
are inappropriate. Students cannot purge mail from the system by using the Delete button. However, access levels
of Teacher and higher do have the ability to purge mail from either their own account or from a student’s account,
including a student user’s Deleted folder.

When a user deletes mail on Gaggle, the message is moved to the user’s Deleted folder. The mail is then kept in the
Deleted folder for at least 30 days so students and teachers can retrieve these messages as needed. After approxi-
mately 30 days, messages in the Deleted folder are moved to a hidden Archived folder which is only accessible by
Gaggle personnel. Messages are kept in the Archived folder for an additional 30 to 60 days. After this time frame,
the messages are no longer retained by Gaggle and are purged from the system. For more detailed information about
our Archiving Policy for free and subscription users, please contact a Gaggle Representative.

Virus Control

The virus libraries on the Gaggle servers are automatically updated every hour and all files and attachments are
scanned twice.

Every message is scanned for viruses when it is received by the Gaggle mail servers. If the message contains a
virus, it is immediately deleted and not added to the user’s Inbox. In addition, each attachment is scanned a second
time before the file can be downloaded by the end user. This second scan helps to catch new viruses that may get
past the initial check before the latest virus update is released.

Outgoing attachments added to the Compose screen are scanned during the upload process. Files in the Digital
Locker section of Gaggle are also scanned during both the upload and download process.

Spam Control

Unsolicited Commercial Email, or SPAM, is a huge problem on the internet. Please be assured that Gaggle does
not provide any information on user accounts to any companies that send SPAM. In fact, Gaggle has many systems
in place that are designed to defeat spammers. Each day the Gaggle system rejects hundreds of thousands of spam
messages.

Gaggle uses a multi-layered system to protect users against unwanted and inappropriate email. The initial line of
defense is the anti-spam system detailed below. Mail must first pass through the anti-spam system and is then sub-
ject to Gaggle’s specialized student filters for offensive text, images, URLs and more. The ultimate ability to restrict
offensive email is the ability to block specific outside domains or even all domains except for a select few.

As a first line of defense, Gaggle uses a proprietary anti-spam appliance that blocks spam messages using a sophis-
ticated rule set. This anti-spam rule set is maintained 24 hours a day, 7 seven days a week by a team of dedicated
programmers. As spam threats are identified, rules are created to block these new sources of unsolicited mail. Using
a human created rule set allows Gaggle to effectively block 98.5% of spam while maintaining a false positive rate
less than 0.1%.

If you do receive a message, which you believe is spam, you can forward this message to the programming team for
review. Please click the spam button on the Gaggle interface or forward the message with the full mail headers to

spam@gaggle.net.
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Personal Spam Filter

Users have their own personal Spam Filter on Gaggle. The Spam Filter works in conjunction with the Blocked
Word List and Blocked Address filters that are part of Gaggle’s overall safety system. The Spam Filter can be
thought of as the last line of defense against offensive or annoying email. Users can determine their own level of
filtering for spam.

Every message that enters the Gaggle system is analyzed for the likelihood the message is a junk mail advertise-
ment. The Spam rating for each message is based upon many criteria, such as the use of all capital letters, the pres-
ence of words and phrases such as “Free Offer,” “Buy Now,” and “Viagra,” as well as other rules.

If a message is determined to be an unsolicited commercial email, then it is placed in the user’s Spam folder. This
folder will be created when the first spam message is received. Messages in the Spam folder are kept for 7 days and
then automatically purged from the system. While this system will catch most spam, it can also make mistakes. If
a friend sends a message with all capital letters about a free concert, it might be mistaken as spam. If this happens,
the message will end up in the user’s Spam folder. For this reason, we suggest users check their Spam folder at least
once per week to see if it has caught any legitimate emails by mistake.

Because one person’s junk mail is another person’s valuable offer, users can set their own personal Spam Filtering
Level for their Gaggle account. The Spam Filter Levels are:

High - This level will catch almost all junk messages, but it is also more likely to mistake
real mail for spam.

Medium - This is the default setting. It will catch most spam and make few mistakes.
Low - This level will let some spam get by and will rarely make a mistake.
Off - This option provides no personal spam filtering and all messages will be delivered

to the user’s Inbox.

The settings for the spam filter can be found on the My Account screen.

How did they get my student’s address?
If students are receiving a plethora of unsolicited email, the cause can usually be traced to one of three sources:

1. The student has unknowingly given out his or her email address to spammers. Every time an email address is
entered in a drawing or provided on a website, that user is inviting spam. In addition, posting to newsgroups or
mailing lists are also frequent sources of spam.

2. Students will sometimes sign each other up for spam as a practical joke. Unfortunately, there is no way to prevent
someone from entering another person’s email address on external websites.

3. The user name assigned to a student may have been previously used by an individual at another school. If the
prior user was receiving spam, then the new user will now receive those spam messages as well. If this happens,
change the user name to something more unique.

Preventing False-Positive Spam

From time to time, the system may incorrectly identify legitimate email as spam. This is particularly true of news-
letters and email that contains spam-like phrases. To ensure that mail from certain senders is received in the Inbox
instead of the Spam folder, add the sender’s email address in the Contacts folder. This entry in the Contacts folder
will override the personal spam filter.
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POP3/SMTP and IMAP Access to Email

If a school has purchased the subscription version of Gaggle, then users have the option to use an email client pro-
gram such as Outlook, Outlook Express, or Eudora to access their email account.

Users can use any POP3 or IMAP compatible email program to download their mail and read it on their local com-
puter. Most people find an email client program is much faster than using a web based system. Users can use both

a client program and the web based system depending on their daily needs.

If users see any banner ads at the top of the Gaggle web pages, then their school is using the free version of Gaggle
and will be unable to access Gaggle’s POP3 or IMAP servers.

Below are instructions for setting up POP3 and IMAP access with an email client program. The first set of instruc-
tions are for Windows users, and the second set of instructions are for Macintosh users.

We recommend starting by upgrading the email client program to the latest version of the software. This will
ensure maximum compatibility.

POP3 Access Using Outlook 2003 (Windows)

1. From the Tools menu, choose Email Accounts.
2. On the Email Accounts screen, select the radio button for “Add a new e-mail account” and click the Next button.

IE-maiI Accounts E.I

Add a new e-mail

This wizard will allow you to change the e-mail .
accounts and directories that Outlook uses. L~ account OptIOH.

E-mail

(%) add a new e-mail account

) Miew or chanige exdisting e-mail accounts

Directory

() add & new dirsckory or address book
(3 Wiew or change existing directaries or address books

> < /Next button

l Mext = J| Clase |

3. On the Server Type screen, select the radio button for "POP3" and click the Next button.
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IE-maiI Accounts

Select "POP3" as
the server type. ~

Server Type

T~ G5

Wou can choose the bype of server vour new e-mail account will wark: wikh,

-’.:'_Z- Microsoft Exchange Server

Conneck to an Exchange server to read e-mail, access public falders, and share
documents,

Conneck to a POP3 e-mail server to downlaad vour e-mail;

O IMAP
Cornect to an IMAP. e-mail server to download e-mail and synchronize mailbo
Folders,

TIHTTP
Connect toan HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders.

) Additional Server Types
Cornect to another workgroup or 3rd-party mail server,

| < Back ” Next = J| Cancel |

4. On the Internet E-mail

Setting screen, fill in the User Information, Logon Information, and Server Information

sections with the following information:

Your Name
Email Address
User Name
Password

Incoming Mail
Server (POP3)
Outgoing Mail
Server (SMTP)

The full name to be displayed in the From line on all email messages

Full Gaggle email address (example: fakeuser@gaggle.net or j.brown@abcisd.k12.il.us)
Full Gaggle email address (example: fakeuser@gaggle.net or j.brown@abcisd.k12.il.us)
Password for Gaggle email account (Passwords in Outlook are case sensitive even
though they are not in Gaggle.)

pop3.gaggle.net

smtp.gaggle.net

Leave the box for "Log on using Secure Password Authentication (SPA)" unchecked.

L-mail Accounts 2 x|

Leave this box

unchecked. \

Bl eneel B ovvsail St g (POPSE)
Each of these sebtings ane requined o get your e-mall acnount wnrking

User Infenmativn Server Inlurmalion
Yeir MU m i mall server (POFI): W L Enter p0p3.gaggle.net
Eomad Ackdrerss: |::nh'1 rerdgagoe.net Cutgning mad server (MR Lrpy maggie w\

Enter smtp.gaggle.net
Lagon Infarmation Test Settings ~ P-gagg

Lmer e Fakeserdigagole. net] Aftrr Fillrg ook the: infremation on this soreen, we
reconmiierd you best wour Sccount by cicling the

Pasrnd;  [reeeees w bastton helow. (Remquiens nebuork connection)
[+ Remember passwond
[est Account Sattings ...
I Locsg o iy Secare Passwerd - More Settings

BEEA T e

<pk | e | come |
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5. Click the More Settings button.

6. Under the Outgoing Server tab, click the check box for “My outgoing server (SMTP) requires authentication”.
This option should also automatically select the radio button for “Use same settings as my incoming mail server”.

Internet E-mail Settings E.I

General | Qubdoing Server 'Connectio!_ﬂ Advanced

[#] My outgoing server (SMTP) requires authentication
CheCk thls Option / (%) Use same settings as my incoming mail server
under the Outgoing Otogonusig
Server tab. &

1 Log on b incoming mail server before sending mail

|_ (273 ] | Cancel |

7. Under the Advanced tab, make certain the server port numbers are set to 110 for the incoming server and 25

for the outgoing mail server (Gaggle's Alternative POP3 port is 10110 and alternative SMTP port is 2525. The
secure IMAP port is 993).

Internet E-mail Settings I

Genera_l_ Qubgaing Seryver Connectio_n: Advanced |

Server Port Nurnbers
Port numbers

Incorming server (POP3): 110 | Use Diefaults |
110 and 25 A q’s an encrypted connection (55L)

Qutgoing server (SMTEY: 25
[ This server requires an encrypted connection (SS5LY

Server Timeouks

Shart Long 1 rinute
Option to leave a Delivery
Copy of messages [¥] Leave a copy of messages on the server

on the server. "1 —> [Pl remove from server after | 7 15 days

[CRemove from server when deleted from 'Deleted Ttems'

I ok ] | Cancel |

8. As an optional setting, users may choose to leave a copy of their messages on the server by checking the
appropriate box under the Advanced tab. If a user does choose this option, we recommend also selecting the
option to remove messages from the server after 7 days.

9.

As another optional setting, users may choose to fill in their appropriate account information under the General
tab.

10. After selecting any optional settings, click the OK button, then click the Next button, and finally click the Finish
button.
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IMAP Access Using Outlook 2003 (Windows)

1. From the Tools menu, choose Email Accounts.
2. On the Email Accounts screen, select the radio button for “Add a new e-mail account” and click the Next button.
3. On the Server Type screen, select the radio button for “IMAP” and click the Next button.

Server Type
You can choose the type of server wour new e-mail account will worl with,

Select IMAP as

the server type Connect-toan Exchange server toread e-mail, access public folders, and share

docurments.
\ CpoP3
\ Cannect toa POPE e-mail server ta download your e-mail,
= IMAP

(JMicrosoft Exchange Server

Connect to-an IMAP e-mail server to download e-mail and synchronize mailbox
Folders,

(_'HTTP
Connect to-an HTTR e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders,

() additional Server Types
Connect to-anether workgroup-or Srd-party: mail server,

¥

< Back ”_ et = ‘l Cancel

4. Continue to follow steps 4 - 10 under the POP3 access instructions to finish setting up an IMAP account,
EXCEPT set the Incoming Mail Server to imap.gaggle.net.

Troubleshooting
Error: “The message could not be sent because the recipient was rejected by the server.”

Go back to the Email Accounts screen, select "View or change existing email accounts," select the new account
from the list, and click the Change button. Click the More Settings button, and under the "Outgoing Server" tab,
make sure the box for "My outgoing server (SMTP) required authentication" is marked (See step #6 on previous
page).

Error: “Unable to log on using Secure Password Authentication.”

Go back to the Email Accounts screen, select "View or change existing email accounts," select the new account
from the list, and click the Change button. Make sure the box for "Log on using Secure Password Authentication
(SPA)" is NOT checked (See step #4 above).

POP3 Access Using Apple Mail (Macintosh)

Under the Mail tab, select Preferences.

On the Preferences box, click on the Accounts button.

Under the Accounts box, click the plus sign (+) to add a new account.

On the General Information screen, select POP from the Account Type menu. Fill in the following additional
information on this screen and click the Continue button:

bl S

Account Description Select a name for the new account, such as "J Brown's Gaggle Account."”

Full Name Enter the full name as it should appear in the From line of an email message.

Email Address Enter the entire email address (example: fakeuser@gaggle.net or j.brown@abcisd.
k12.il.us).
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General Information

| Cancel )

Account Type:

5 Account Description:

& POP

Joe Gaggler's Gaggle Account

T |

Full Name:

Email Address:

joe Gaggler

user.namefigaggle.nat

Continue

\

Select POP as
L~ server type.

Fill in additional
[~~~ fields here.

5. On the Incoming Mail Server screen, enter "pop3.gaggle.net" in the Incoming Mail Server field. Then enter

the user name and password for the Gaggle email account. Make certain to enter the full email address in the
User Name field if using a custom domain, i.e. j.brown@abcisd.k12.il.us. Also make certain to enter the pass-
word exactly as it appears in Gaggle. Click the Continue button.

Inceming Maii Server

I Cancel )

Incoming Maif Server:

: User Name:

Password!

pop3.gaggle.net

Example: mail.example.com

user.name@gaggle.net

-«

[ GoBack

Caontinue

|__Enter pop3.gaggle.net

Enter exact
— Gaggle user name
and password.

6. On the Outgoing Mail Server screen, enter "smtp.gaggle.net" in the Outgoing Mail Server field. Check the
box for "User Authentication" and enter the Gaggle User Name and Password as on the previous screen. Click

the Continue button.
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Outgoing Mail Server | Enter smtp.gaggle.net
Outgeing Mail Server:  smip.gaggle.net _L /
A B Example: smip.example.com Check the User
. ' Use Authentication <

- Authentication box
User Name: user.name@gagale.net

' Password: sssess \ Enter exact
‘_ (Gaggle user name

and password.

@ (__Cancel ) (__GoBack ) (_Continue

7. On the Account Summary screen, review the information entered to make sure it is correct. If it is not correct,
click the Go Back button to re-enter information on the previous pages. If it is correct, click the Continue button.

Account Summary

Account Description: Joe Gaggler's Gaggle Account
A Full Name: Joe Gaggler
. Email Address: user.narmeifgaggle.net
' User Name: user.name@gaggle.net

Incoming Mail Server: pop3.gaggle.net
55L: on

Dutgoing Mail Server: smip.gaggie.net
SSL: off

(" Cancel | I Go El.a_c_k_ Co.ﬂtmue_

8. On the Conclusion screen, click the Done button.
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IMAP Access Using Apple Mail (Macintosh)

Under the Mail tab, select Preferences.

On the Preferences box, click on the Accounts button.

Under the Accounts box, click the plus sign (+) to add a new account.

On the General Information screen, select IMAP as the Account Type by clicking on the blue arrow.

Continue to follow steps #4 (second half) - #8 under the POP3 access instructions to finish setting up an IMAP
account.

Nk =

General Information Select IMAP as
Account Type: | (& IMAP ;| <1 server type.
Account Description: ,l.o_é. Céégl.e.('-s_i%\iﬂé. ﬂccount a
Full Name: joe Gagaler ] Fill in additional
1 [~ fields here.
5 Email Address: user.name@gaggle.net
| _? __Cancel | ~ Continue
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Access Levels

Every account on the Gaggle system is assigned an access level. These access levels impart certain restrictions or
privileges to the account holder. Gaggle’s access levels are a hierarchy, so administrative users can edit settings,
reset passwords, and read email of any users at a level below their own.

The most common account types are School Master, Enhanced School Teacher, School Teacher, and Student. A
school can have more than one account assigned to each of the access levels.

Below is a detailed description of each access level.

District Master-This access level is the highest in a district and enables the user to control multiple schools. They
can allocate their subscription accounts to schools, create users, edit school and user settings, reset passwords,
monitor mail, etc. Only a Gaggle representative can create the first user in a district with this access level. Please
contact Gaggle Customer Service if an account at this level is needed.

District Administrator-This access level has the same privileges as the District Master but can be edited by the
District Master. A District Administrator account can be limited to accessing only a specific subset of schools using
the Group List feature. (For more details, see the chapter on District Controls)

School Master-This access level is the highest in a school and is appropriate for the principal, school technology
coordinator, or the teacher who initiated the Gaggle service at a particular school. It allows users to set the options
for the school, create accounts, monitor mail, and control all aspects of the email accounts for its members.

School Administrator-This access level has the same privileges as the School Master but can be edited by the
School Master. It is appropriate for an educator who is allowed to edit the school settings and monitor all students.
For instance, a principal may give this access to the school technology coordinator or the teacher in charge of the
media lab.

Enhanced School Teacher-This access level can access and edit all student accounts in the school but cannot access
the School Setup page and blocking rules. This is the recommended level for most teachers, especially at secondary
schools where students have multiple teachers.

School Teacher-A School Teacher can only access and edit the accounts of students assigned to them specifically.
This access level works best for self-contained classrooms, such as an elementary school.

School Staff-This access level works like a regular email account. School Staff email is not automatically filtered by
the system, however, it can be if an administrator is assigned to the accounts. School Administrators and above can
access and edit Staff accounts. This level is ideal for teacher’s aides and office personnel.

College Student-This level works like the School Staff level. If an administrator is assigned, the regular student
filters will apply. Unlike regular student accounts, this level has the option to forward their mail to another address
and use the auto reply feature.

Student-This is the most recommended access level and is the most open as it allows the student to communicate

with any address on the internet. It is also the most flexible because it is the only level governed by the Blocked
Address list. The Blocked Address List can be set to allow or deny specific addresses or domains.
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All incoming and outgoing messages are filtered by the Blocked Address List, the Blocked Text List, Blocked
Attachment Types, and the Anti-Pornography Scanner.

Send to Gaggle Users-This access level can only communicate with other Gaggle accounts, including those that
use a custom domain name. Keep in mind that there is no global Gaggle directory, so students would have to know
someone’s Gaggle address in order to communicate outside of their school or district. Messages to or from non-
Gaggle addresses are diverted to the assigned administrator. All messages also pass through Gaggle’s other filters.

Send to District Users--This access level can only communicate with other Gaggle accounts within the same
district. Messages that are not to or from district Gaggle addresses are diverted to the assigned administrator. All
messages also pass through Gaggle’s other filters.

Send to School Users- This access level can only communicate with other Gaggle accounts within the same school.
Messages that are not to or from school Gaggle addresses are diverted to the assigned administrator. All messages
also pass through Gaggle’s other filters.

Send to Class Only - This access level can only communicate with other Gaggle accounts that are assigned to
the same administrator. Messages that are to or from anyone else are diverted to the assigned administrator. All
messages pass through Gaggle’s other filters. This level is not recommended for secondary schools since students
have multiple teachers but only one assigned administrator.

Send to Admin Only -This access level can only send to Educators’ Gaggle accounts in the same school. Messages
to or from anyone else are diverted to the assigned administrator. All messages pass through Gaggle’s other filters.
This is the preferred level to use when restricting a student’s Gaggle access as a disciplinary tool.

Read Only- This access level can read mail but not send any mail. Any mail sent will be diverted to the assigned
administrator. Incoming mail will pass through Gaggle’s other filters.

Suspended- These users cannot access the Gaggle system. Incoming messages are still received and stored in the
Inbox after passing through Gaggle’s other filters.

Reserved- These users cannot access the Gaggle system, but the account is reserved. Old mail is kept on the system,
but new mail is rejected and bounced back to the sender as undeliverable. This level is commonly used during
extended school breaks and summer vacation when administrators may not be monitoring blocked messages.

Passwords

Every account on the Gaggle system has a password. Users should keep their passwords private. Users can change
their passwords at any time by clicking the My Account link, entering and then retyping the new password, and
clicking the Save button. Users will not be able to see the current password, but they can change the password to
something new. This prevents a rogue user from hijacking a person’s account. Even School Masters and School
Administrators cannot see a person’s password. The School Master or School Administrator can choose to change a
user’s password, but they will not be able to see the current password.

Gaggle is only secure if all passwords are kept private!

We suggest users change their password frequently and choose passwords that are not obvious. Good passwords
combine a familiar word and a sequence of random numbers and letters. For example, “dog78b,” or “m7target.”
Strong passwords are especially important for School Teacher level users and above. If students gains access to an
educator’s password, they can log in to that account and cause all kinds of malicious mischief. The passwords for
School Teacher level users and above are required to have at least six characters, two of which must be numbers.
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Forgotten Passwords

If a user has forgotten his or her password, it will need to be reset. Any user from the school or district with a higher
access level than the other user can reset a password. Higher level users cannot see the existing password, but they
can create a new password for the user. To reset a password, select his or her name from the User List screen of
the school’s account by double clicking on the name. On the User Data screen, enter a password in both the New
Password and Reytpe Password fields and then click the Save button.

We also provide a reset password link on the homepage. Users can click on it and enter their username to be assigned
a new password. For students the new password will be sent to the student’s teacher. For teacher access and above the
password will be sent to the outside email address assigned to the account.

If users cannot find someone to reset their passwords, they should call Gaggle at (800) 288-7750 or email at admin@
gaggle.net and explain the situation to our customer service staff. If we can verify the teacher’s identity, we can reset
the password. Gaggle will never provide or reset a password for any student users. Students asking for password
assistance are directed to contact their teacher or school administrator.

School Setup Page and Default Levels

The School Setup page allows teachers to establish various features and default settings for the school. Only users
with the School Administrator level or higher can access this screen. To access the School Setup page, click on the
Jump To menu, scroll over School Admin, and select School Setup from the drop down menu.

The items on the School Setup page determine the default settings for the school and its student users. The default
settings allow teachers to quickly set and change various aspects of the school’s Gaggle service. New student
accounts will be created with all settings at default unless otherwise selected, so the School Setup page will apply to
the majority of students. Each setting can also be overridden for a specific student should the need arise.

For example, the Default Access level determines the access level for all user accounts that are set to Default.
When a school first begins using the Gaggle service, the teachers may want to set the Default Access level as Send
to School Only. As new users’ accounts are created and set to Default Access, the users will automatically be
restricted to the level Send to School Only. When the teachers feel more confident with the student activity, they
can change all of the users by simply resetting the Default Access level on the School Setup page.

The School Setup page also allows for a Default Administrator. The Default Administrator will receive any blocked
messages in the case a student account is not assigned to a specific administrator. Using the Default Administrator is

an easy way to reassign responsibility for all the accounts in a school.

Below is a list of the items that can be modified from the School Setup page:

Basic Tab

Default Administrator Determines which educator will receive blocked messages in the case a student
account is not assigned to a specific administrator. It is important that someone is
selected. Do not leave this field blank.

Default Attachments This feature determines the students’ ability to send and receive attachments.
If attachments are allowed, specific file types can be restricted using the Blocked
Attachments described later in this chapter.

Default Access Determines the access level for all user accounts set to default.

Time Zone The local time which is displayed on all date fields for users from the school
received messages, sent messages, login dates, etc. will all reflect the local
time zone.
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Advanced Tab

Default Message Board Access
Default Chat Room Access
Default Calendar Access
Default Digital Locker Access
Digital Locker Filter

Email Display Name to
Outsiders

Outbound Mail User
Identification

Default Max Sent Messages
Per Day

Default Spam Level
Directory Access

Language Translation
Compose Messages as HTML
Enable Audio Feedback
Audio Voice

Image Filter Sensitivity
Passwords Changeable
Usernames Changeable

Add Users

Remove Filtering Between
Student and Teacher Email

Flagged Mail Handling

Alert Students to
Blocked/Flagged mail

Determines which message board access applies to users not set to a specific level.
Determines which chat room access applies to users not set to a specific level.
Determines the Calendar access for users not set to a specific level.

Determines the Digital Locker capability for users not set to a specific level.

Determines whether locker files will be processed with notifications or processed
as blocked files when caught by Gaggle’s filters.

Determines what part of a user’s name the recipients will see in the “From” field
in an email

Determines what information will be displayed in the identification tag at the
bottom of each email. (Example: This email was sent by a student at North Middle
School in Northwood School District.)

Determines the maximum number of email messages each user can send per day.

Determines the level of personal spam filtering for all users.

Determines which users are displayed in the Directory.

Determines if Language Translation is turned on or off for users.

Determines if the HTML toolbar is turned on or off for users.

Determines if the Auditory Feedback System is turned on or off for users.

Sets the default voice for the Auditory Feedback System.

Determines the sensitivity level of the Anti Pornography Scanner.

Determines which access levels will be allowed to change their own passwords.
Determines which access levels will be allowed to change their own usernames.
Determines which access levels will be allowed to add new users to the school.

Determines if mail between students and teachers will be filtered.

Determines if messages caught by the filters will be blocked or just generate

a notification that is sent to the student’s administrator.

Determines if students are notified when their messages are blocked

34



Chapter 2 Administrative Controls

Basic Settings Tab

Advanced Tab

More Settings

\_/

& Check Mail \'{_l ComposA

Jump Te Menu

Q-

EL1 bteacher's folders

S1 Inbox (3) |

L@ Blocked

%, Drafts

L% Sent

Lf} Deleted

M7 Contacts
EL] My Folders

1st period math
DDESS
Homework
Math
New Folder
Region XI
Science
Social Studies
Testing
Writing
klein
test

=
PrEFPPrPorRDEDE

Inbox chool Set
Save Me)g Settings '_ Andrea's Training School T]
Basic Advanced Blog Settings

Scheol 1D 36729
School Andrea's Training School

Default Administrator| Bob Teacher ?]
District (Predeclared) Training District
District (Manual)
City Normal

State/Province| lllinois

[y
Country| United States ﬁ
Domain gaggle.net
Sub-Dir
Building 1D
Color Scheme:| Light Blue
Users Can Choose Color Scheme M
Allow Seasonal Color Schemes M
Logo Image [ Upload Logo ){Maximum proportions: 65 height x 200 width)

Logo URL
Max # Users 250{Current count:109)
Default Attachments [ Allowed &

?] Preview Color Schemes

Default Access| Student ?]
Enable Parent Options| Yes ?]
Mailbox Storage Limit 100.0MB

Time Zone| Eastern Standard Time (US/Eastern)

Other Functions

The More Settings button at the top of the School Setup page provides additional school related functions such as Add
User, View Userlist, Blocking Rules, Usage Reports, Portal Links, School Profile, and Speed test.
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Adding Users

One of the first things a school will want to do when they start using Gaggle is to create accounts for the students
and teachers at the school. These accounts can be added using Gaggle’s web-based tools.

Adding new accounts is easy to do. There are three ways to add new users to a school. The first method is adding a
single user by clicking on the Jump To menu, scroll over School Admin, and select the Add User link. New user
accounts can be added to a school one at a time using this form. The second way to add users is via a Mass Import.
This allows teachers to create multiple user accounts at once. The third method is via the user key option. This
allows users to enter their own information to create an account

Add Single User
1.

Enter the first, middle (optional) and last name of the user into the corresponding name fields.

2. Enter a user name for the person. This will be the first part of the person’s email address and can be up
to 30 characters long. For instance, a student named John Moe might be given the username “johnm” or
“jmoe.” The full email address would be johnm@gaggle.net.

User names must be unique in the system. If another person on the Gaggle system already has the user
name “johnm,” a message will pop up saying “User name failed to be added. Username already exists in
this domain.” If this occurs, a new user name will have to be chosen. Usernames cannot contain spaces or
special characters except periods (.), dashes (-), and underscores ().

3. Enter a password for the user. Choose any combination of letters and numbers. Enter the password again
in the Retype Password field. Although there are no requirements for student passwords, do not choose an
obvious password such as the student’s name or graduation year. Passwords for users at the School Teacher
level and higher must be at least 6 characters long and contain a minimum of 2 digits.

Add User
Mass Import Add Single User
[ add | [ add&Edit | B¥ Cancel

P

Schools | Andrea's Training School e
First Name | |
Middle Mame |
Last Name/
User Name |
MNew Password |
Retype Password |

Access Level | Default = |

Administrator | - =]
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4. Choose an access level for the account. Generally, teachers will want to set their students to the Default
access level. The Default access level will apply the access setting from the School Setup page.

6. Choose an Administrator for the account. This is usually for student accounts only. The Administrator will
be responsible for monitoring the student’s email. Blocked Messages will be rerouted to this Administrator
for review.

7. Click on the Add button to save the information and apply all the default settings from the School Setup
Page or click on the Add & Edit button to access the new account’s information and choose specific settings.

8. If Add & Edit were selected, enter the ID number for the student or staff member and the graduation year for
students and click on the Save button in the upper left hand corner. These two fields are optional, but will
help in deleting old accounts and rearranging the existing accounts from year to year.

9. Click on the Advanced tab to choose any specific settings to override the defaults on the School Setup page.

10. Check the Force Password Change box for users to be prompted to change their password the first time they
login. This step is optional.

11. Click the Save button.

Mass Import

The Mass Import tab is the second method for adding accounts to a school. The Mass Import method allows
teachers to add multiple accounts at one time. If the new user data is in the correct text format with each item
separated by a “|” (pipe character), hundreds of new users can be imported with a single click of a button.

This method works well if teachers already have access to a database of their students. The student names can be
exported from the database in comma delineated format and then the commas can be replaced with the ““|” character.
This will create a text list of the students which can then be pasted into the import field.

A Student Setup program can be downloaded from the Gaggle website which can create the import data. The
Student Setup program will take any list of students and create the formatted text needed for importing users. The
Student Setup program and instructions can be downloaded from: http://gaggle.net/system help/help_index.html.

The following steps explain how to use the Import Users form:
1. Click on the Mass Import Tab on the Add User link.

2. In the Import List, type a user name for the person. (Remember the user name and domain name
combination must be unique in the system with no spaces or punctuation characters.) Type the “|”” character after
the user name. This character is created by holding down the shift key and pressing the back slash key.
The back slash key is located under the backspace key on Windows computers and under the Delete
key on Macintosh computers.

3. Type the first and last name of the user followed by the ““|”” character.

“‘37

4. Type any password for the user followed by the “|” character.

“‘”

5. In the same manner, enter an outside email address, notes, student ID, graduation year, administrator’s
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Gaggle ID, and forwarding email address for the user if desired. This information is optional and not required for set
up. Each item should be followed by the “|” character. Your data should look similar to this:

joe.s|Joe Somebody|Opensesamel|joe@yahoo.com|notes about joe|78239027|mr_somebody@WAISD.k12.tx.us

%Mass Import Add Single User
Mass Import Tab

& import | 3 Cancel

Default Settings imoort Lty Defatit Settings

Example:

joe.s|Joe Somebody|Opensesamel|joe@yahoo.com|notes about
Joe|7B2380274|2014[1001|mr_somebody@WAISD k12 t.us

JILWIJIN Williams|red22]jills_dad@aol.com|notes about Jill|782390285(2012|1001|
sam.b|Sam Brown|aced5|

You may want to download the Student Setup program which can help you create t

Schools | Andrea's Training School ] ? |
Impart List

6. Press the Enter or Return key on your keyboard to move to the next line and type the next user’s data, repeating
steps 2-5. (Data from another source such as a text document or a spreadsheet can be pasted here.) If teachers are
typing this information directly into the Import List, copy and paste the data into a word processor program. This
will make it easier to modify the user names for duplicates and also allow teachers to retain a list of user names and
passwords for their records.

7. Select the Default Settings tab. (It is recommended that access levels, administrators, etc. be selected before
importing students.)

8. Choose an Administrator for these user accounts from the drop down menu. This can be changed later if desired.
9. Choose an Access Level if it is different from the Default setting for the school.

10. Check the Force Password Change box, if so desired.

11. Change any of the other listed setings if desired.

12. Click the Import button. The results of the action will be shown in the display box. The message “user name
johnm added” will be displayed for all new users that were imported. Confirm all users were added correctly.

13. Occasionally, a user name will already exist in the system. An error message such as “johnm failed to be added.

User name already exists in this domain” will be displayed. The user name and domain name combination must
be unique within Gaggle. In this case, choose a new user name for these users and re-import them.
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Create User Keys

The third way to create accounts is the User Key method. User Keys are sign up codes that can be passed out to
the students. These codes allow the students to log into Gaggle and enter their own data. The students pick their
own user name and password and enter their own full name.

We suggest reviewing the User List after the students sign up. Make sure the students entered their real full names
and did not choose inappropriate user names. If the students entered invalid information, teachers can delete their
accounts or change the information themselves.

Create User Keys
LN
.i Crpci Madl 3] Compose Inbom
Jump To Manu HReply 5 'f. Reply A ¥ Fonward siyr Translate i3 Prin I 5pam T Deistn
Frowm Sulyject Date
Ia- 1 adminTgaggle.nel Mew postirg Lo message board - Mr, Teacher's Ind Hour Thu 12:09 PM
- ads Add Lisor - 0 asPM
=1 brescher's foiders ad ; e
Mass import | Creats User Ker Add Singha Usar
B inbox (3) e ' v e 2008
& Bocked A [ Gonenno Keys WE
raft
;E"'“ A 8
- et O
fl Deleted - 1}9
=0 Contscts Create User Keys:
My Folders
15t pericd math

Thia last method of crealing new users @ o genarate a sl of keyve thal you will dslrbule one, (o each user. The user will

CDESS anter the key in the New User lorm [mal can be accesssd from The login screen
HOmE Wk
Math
v Falder Yo can craata up B 100 keys Al 8 tima and [hare (8 no limd on tha total nembar of kKeys you can craata. A key cannol ba
Regian Xi wsed i the account |s already over its maxmum number of users. Each key can be used only once
Science
Soclal Studies & of Keys Reguired []
Testing Admnistraio ®
Wriking HMES Manitor Defaut Y
Elein =
- Accass Leved Default # N
Board Access Level AN begtage Boards B
Chnal Rlioom Access Al Chat Boosms .:-]

Dogital Lockar Access | Can Store internet, District & School Public Fikes W8
Max Messages Per Day| wo Limer b8
Max Recpaenis %o Lirmet g

1. Click on the Jump To menu, scroll over School Admin, and select the Add User link. Click on the Create
User Keys tab.

2. Enter the number of user keys to create. Up to 100 keys may be created at a time.

3. Assign an Administrator for the accounts from the drop down menu. When creating user keys for teachers,
leave the administrator box blank.

4. Change any of the following access levels if different from the school’s default settings.

5. Click the Generate Keys button.
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6. A new page with a list of User Keys will appear.

7. Highlight the list of keys and copy it into a word processor program. Print two copies of the list. Cut one list
of User Keys into strips of paper to pass out to the students. As teachers pass out the strips, write down each
student’s name next to the code on the other paper copy of the User Keys.

8. Instruct the students to go to the Gaggle website at http://www.gaggle.net and click the link for New User Key.

9. On the Create Email Account page, the student should enter the User Key which they received and fill in the
Username, Full Name, Password, and Verify Password fields. Then click Register.

©@ ©@ @ @ iy e ee
About

.%:n uE:- Leam andmlllil:._t 9 } 4 3 QR A Index

TRare Contact

ER Student .
| Student & Teacher Login

E-mail Accounts! o
Thousands of schools use the Gaggle Announcing Gaggle's Curriculum Usar Name: I:'
Network o provide safe, leacher- Contoest Password:
controlled email accounts for students. o)
Sign Up Now. 1 .
There are threa service options for Forget your password?

Gaggle:
1. Free Version
2. Subscription Yersion
3. Ligensed Server Version

| Gaggle Blogs
Click here to view Gaggle Blogs.

Why Cheose G la? )
Click hars to o featu d J

| e 10 COmpana our fealuras an Did ur leacher give 2 new
prices to our compatitors. et o i

user key? if 50, dick herg t0 activale
your account.

“I've tried lots of different
e-mail in my classes and
this is the very best! It is
free, easy, and safe.”

Beisy Morris
Onling Classes Coordinator
Bedigrd County SChoots, TH

I E-rate Fundi
Gaggle Net is
funding.

igible for E-rate

ription version for as litle as
per account.

Click Here to sign up
with a key code.

Reviewing Student Activity

The Gaggle System is designed to allow Educators to easily monitor student email for inappropriate use. Educators
have the ability to review all student messages, including sent, received, and deleted. The following steps explain how
to review student email.
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1. Click on the Jump To menu, scroll over the School Admin menu, and select User List.

2. Anew tab will appear listing all of the members in the school using Gaggle. Locate the name of a student. Use the
View button to sort alphabetically or by other subsets to assist in finding the desired student. Specific groups of
users can also be found here. Educators can also search by graduation year, user groups, or by administrator. Right
click on the name to open mail folders, search the selected user’s mail, send an email to that user, add the name to
the contacts folder, or delete the user. Double click on the name to view the student’s account information in a
new tab.

Click View to sort by letter or subset
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Jump To Manu ear Nla Lact 4 A L I
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= —1 | carter123 Senith Default
& l 123 All Users C Semath Student
— - — ! P All Students Users D
=1 bteacher's folders s.arahm:: All Educators E Sl " :: ;Sta";w
. Stewa o LS ca
_ ;”:":'I Ef} : All Staff Users F : TR
locke CLL o Auderun
geting 7 AllNon-Students G s 55: :
& Draf Shudent o
= All Parents H
4 Sent mark2 : Student Default
il Deleted Graduation Year |
S P User Groups J =
=0 C t = Studen
S e Administrators K ‘ L
- |
My Foiders alicokod L student Read Onby
= cstudent’s folders - A L I Defoukt
marystud nea Studen U
o Inbox (3) | M
& Drafts houstontraining Tramning N Student Default
& Sent leslie.5 Test 0 Student Default
i Deleted rainingstudent2 Traaning P Student2 Default
A Spam nibaline 61 o v Aeblime Q o Pusif
#[i7 Contacts [ Seve ) Add User g
cstudent’s Folders
5
Settings Advanced Bleg T 2to New School User Groups Linked Parents
U
Access Lovel| Leasvers sV Y
Parent Account| Leave As Is w
Administrator| Leave As Is X H 1
Y
Human Monitor| Leave As Is 7 -+
Atlachmenis! Leave As I3 w1
Force Password Change | Leave As Is _t

3. The student’s folders will display on the left side of the screen. Click on any folder and the messages will display
in the first tab (instead of your own). Click any message to view it in the reading pane.
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Gaggle.Net

‘__{L Cneck Mail €3] Compose

Jump To Manu §

= bteacher’s folders
4 Inbox (3)
& Blocked
Drafts
4 Sent
1 Deleted
37 Contacts
* My Folders
= cstudent’s folders
By Inbox (3) |
2. Drafts
“ Sent
1 Deleted
A Spam
#7 Contacts
* cstudent's Folders

Inbox (4) User List
FReply [GRReply Al g¥Foward | f3% Translate O [PrintQ)  [ghSpam | ([jjDelete

From Subject

Andrea Keith Fwi: John Amato's Retirement Celebration

bteacher@gaggle.net Assignment received in drop box - Ms. Darnall's English Class
bteacher@gaggle.net Assignment receiwed in drop box - Gth Period Biology
bteacher@gaggle.net Assignment received in drop box - 2nd Period Freshman English

tthislen@mpsomaha.gagghe. net Assignment receied in drop box - Andrea's Test Box
tthislen@mpsomaha.gagghe. net Assignment receied in drop box - Andrea's Test Box
tthislen@mpsomaha.gagghe. net Assignment receied in drop box - Andrea's Test Box
bteacher@gaggle.net Assignment received in drop box - 6th Period Biology

Fw: John Amato's Retirement Celebration Thu 09 Apr 2009 01:35:15 PM -0400
Andrea Keith <andreakeith@gaggle.net> &  To: cstudent@gaggle net

Y mmaiod pdi (1488 kb)

—-Forwarded message balow--—

From: Maria Llanes [millanes@union-city.k12.nj.us]
To: all@union-city.k12.nj.us

Subject: John Amato's Retirement Celebration

hitp:fwww.gaggle.net
Safe email for students and teachers

Make Changes to a User’s Account

Most educators have the ability to change the options and settings for users with an access level below their own.
Users at the School Teacher access level can only make changes to any student account for which they are listed as
the administrator. The username, full name, and password can be changed, as well as many of the user’s basic and

advanced feature settings.

To Change a User’s Account

1. Click on the Jump To menu, scroll over School Admin, and select User List.

2. A new tab will open, listing all of the members of the school. Locate the name of the user and double click on the
username to make changes to the account.

3. A new tab will open listing all of the account options and settings for that user. Make the desired changes and click

the Save button.
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4. By clicking the drop down box on the More Settings button, an educator can view the student’s locker files, blog,

and profile pages. Select the Signature tab to view the student’s signature.

Assign an Administrator Advanced Tab More Settings

\ /

User List cffiudent

@ cancel jore Settings

Advanced Blog Signature Linked Parents

User ID 2922117
School Name Andrea's Training Schoo

First Name Charles
Middle Name
Last Name Student

User Name | cstudent

New\Password

Retype Nassword

OutsiNe Email

Note
Access\Level|l Student

1F|
e—

Parent Acagunt| No ?]

Administrator| Bob Teacher _ﬂ

Human Monitor Default
Attachments| Default -+
Student/Staff ID
Graduation Year| - 4]
Mailbox Storage Limit 3.003 MB used of 100.0 MB (4%)
Spam Level Medium ?i
Color Scheme| Blue ?] Preview Color Schemes
Allow Seasonal Color Schemes M |
Creation Date 12/04/2006

Last Login 04/09/2009
Compose Messages as HTML| Default | :]

Forwarding Email Address

Mail Forwarding Do not copy or forward messages

What's this?
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Moving an Individual User

1. Click on the Jump To menu, w
scroll over School Admin, and |
select User List. %, Check Mail 4] Compose Inbox | User List
View (All Users) | IShow Deleted _'Show Parents |_'Select Al
. Jump To Menu
2. Click on the user’s full name User Name First Name Last Name
from the User List. o cstudent Charles Studert
gstudent Q Student
3. Click on the Move to New - teacher's folders aliceiid Lest student
School tab displayed in the 4 Inbox (3} marystudent Andrea Student
lower middle part of the & Blocked howstontraining Training Student
screen. 2. Drafts leshe.5 Test Student
£ Sent trainingstudent2 Training Student2
i Deleted
4. Select the new school name W Dplens ashiey.summer Ashley Surnmer
. #0 Contacts S - o
from the Destination School z
My Folders I Save ) Add User
drop down menu and type, 15t period math -
‘Yes’ in the field above the DDESS
Move button. Homewark Settings  Advanced  Blog  Move lo New School
Math
5. Click the Move button. New Folder Destination School: | A. Darnall High School :)
Region X1 i
& A Type "yes' 1o confirm (l.rﬂs i
Social Studies Move
TE'iﬁl‘!

Deleting an Individual User

1. Click on the Jump To menu, scroll over School Admin, and select User List.
2. Right click on the user’s full name from the User List.

3. Select Delete User.

4. Click Ok in the pop up box that asks “Do you really want to delete the selected users?”

& Check Mail \4§| Compose Inbox School Setup User List
[ Andrea's Training Schoal 14+ | View (Al Usery
Jump To Menu =
User Name First Nj
o joe-max ]
stedent3 test3
= [ bteacher’s folders | Web2.Obeta
_{}m tom123 tom
e Blocked andreak Open Mail Folders | 4 4rea
(4, Drafts kalexS6 Search Users Mail | e
Li+ Sent alltraindist Send Email Train
Um Deleted julieanders|  Add to Contacts Julie
=& Contacts shelliann Shelli
=l L1 My Folders .
1 1st period math Save 'ﬂ“ﬂﬁdd Liser
L1 Homework
[ Math Settings Advanced Blog Move

44



Chapter 2 Administrative Controls

Assigning Teachers to Student Accounts

In general, schools will want to have the students’ email accounts monitored by their teachers. The teachers are
most likely to know what the students are working on and if the messages are appropriate. This also prevents one
person from being responsible for monitoring all of the student email messages.

Any School Teacher access or higher can be assigned to monitor any or all of the student accounts. If this option
is left blank, the Default Administrator, which is set on the School Setup page, will receive all of the blocked

messages.
The administrator who is assigned to W
each student account will receive all
blocked messages and notifcations @, Crock s () Compose | inbox  Wser List catudent
for that account. Messages that =i [ Save | [ Cancol More Settings
are blocked are rerouted to the
administrator’s account for review. a Basic  Advanced Blog | Signature | Linked Parents
The administrator can then review the )
X R bteacher's folders Usae 1D 22T
message and determine wha‘F action 3 Inbox (3) e T
should be taken. The administrator & Blocked First Name| Chartes
can delete the message, allow the . -s.emm Midctie Nasne
message to be sent (Unblock), or store i Deleted Lo Bl Skt
the message for future reference. H Contacts List o | ca i
= My Folders s Basswoed
15t period math Retype Password
If several teachers need to share DOESS "
e Hormewark Owiside Emai
responsibility for a set of student 5y T
accounts, there is an easy solution. Maw Folder PR ——— &
Schools can create a virtual teacher Region X1 Parent Account| Mo s
account to receive the blocked mail. b Adminisirator| Beb Teacher H
Social Studies
For example, an account called Testing Human Manitor
Grade7 could be created, and that Writing PR [ e !
kl@in — — im
account’s password shared among the i S -
st Graduation Year| Jack Frost
team of teachers to share or rotate the C Brian Harper
e Mailbex Storage Ll | nda poke |.;|.:._.:. MB (4%)
responsibility Soac Lacal Bl hoperah I

Time Zones
Gaggle allows each school to specify the time zone where it is located. The time stamp displayed on the Gaggle
web site will reflect the school’s local time zone. This is true for both incoming and outgoing messages, message

board posts, last login times, etc.

The time zone is accessible from the School Setup menu and can even be adjusted for Daylight Savings. Schools
can choose from one of the predefined time zones or can set their own offset from Greenwich Mean Time.
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Max Sent Messages Per Day

The Max Sent messages feature allows schools to decide exactly how many messages each student can send per
day. They can choose no limit, or they can limit them to 5, 10, or 25 sent messages.

If students have a message limit, they will be warned each time they send an email. An alert in a red box will indi-
cate how many messages out of their daily total they have used:
You have sent 1 out of 5 messages that you are allowed to send today.

After they have reached their total, they will receive a warning when they click the Write Mail button:
Warning! You have Exceeded Your Message Limit.

Gagglo.Net

o, Check Mail ] Compose Inbox  User List cstudent
IO — [ save [# Cancel More Settings
Q- Basic Advanced Blog Signature Linked Parents
bteacher's folders
[ :}m | Message Board Access| Default ?] Spec
g Blocked : Blog View Restrictions| School Only ;]
%, Drafts | Chat Room Access| All Chat Rooms n
g zerr“ ’ | Image Filter Sensitivity! Default _ﬂ
L elete -
©M0 Contacts : Digital Locker Access| Default
=3 My Folders l Max Sent Messages Per Day ' Default
1st period ma} Max Recipients Per EmaffiDefault
No Limit
DDESS : Directory Acc a
IR, | Language Translatn 10
Math 25
New Folder : Enable Audio Feadbfck
Region XI | Audio Yoice| Default _:] samples
L Science | Force Password Cjlange '__
| Social Studied} Interface Yersion| Velocity -:]
Testing : Flagged Mail fandling| Default -+
| Writin !
ein " | Alert Student to Blocked/Flagged Mail! Defauit ?l
| test !

/

Max Message Limit
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Max Recipients Per Email

This feature can prevent a user from mass emailing others in the class, school, district, or elsewhere.

Schools can choose not to limit the students Max Recipients Per Email, or they can limit them to 1, 3, 5, 10, 25, 35,

or 50 recipients per email.

If students have a limit on the amount of recipients they can send a message to, an alert in a red box will appear
telling them to remove some of the addresses and try sending the message again. An example of an alert message

would look like this:

You attempted to send this email to 2 recipients, but your account is only allowed to send a message to 1
recipient at a time. Please remove some of the addresses from the to and cc fields and then click the send

button.

Gagglo.Net

Q, Check Mai “‘I\'lj Compose

Jump To Menu

teacher’s folders
o Inbox (3) |
@ Blocked
£ Drafts
£ Sent
i1 Deleted
#[7 Contacts
= My Folders
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DDESS
Homework
I Math
MNew Folder
| Region XI
* Science
Social Studies
Testing
Writing
klein
test
= cstudent’s folders
4 Inbox (3)
4. Drafts

—.——.——.——.——.——.——.——.————.——.——.——.——.——.——.——.——.——.——.——.——.——.——.——.——.—-’

4 Sent

Inbox User List cstudent

I save | [#F Cancel More Settings

Basic Advanced

Blog
Message Board Access
Blog View Restrictions
Chat Room Access
Image Filter Sensitivity
Digital Locker Access
Max Sent Messages Per Day
Max Recipients Per Email
Directory Access
Language Translation
Enable Audio Feedback
Audio Voica
Force Password Change
nterface Version
Flagged Mail Handling
Alernt Student to Blocked/Flagged Mail

Signature

Default
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1

Default
5chool Only

All Chat Rooms

Default Ti
Default

Default 3
“Default 1

Defaule
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#
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47




Chapter 2 Administrative Controls

Introduction to Blocked Messages

The Gaggle system automatically monitors the students’ email messages with four different systems. One system
watches for the use of inappropriate words, one system monitors for pornographic images or links to pornographic
web sites, one monitors the messages to make sure the sender or recipient is allowed, and the last one monitors
attachment file types.

Messages that are blocked have violated at least one rule and are rerouted to the administrator assigned to the
student. Once blocked, the message is no longer accessible to the sending student, nor is it in the Sent folder. The
Administrator then decides what to do with the message. The Administrator can choose to delete the message, allow
the message to go through, or store the message for future reference. Every educator account has a Blocked folder
which we suggest they check regularly.

The list of blocked text, restricted email addresses, and blocked attachment types can be customized for any school’s
needs. When a message or other activity in Gaggle is blocked, it will be sent to the assigned administrator’s Blocked
folder or Inbox. The Blocked folder will contain any blocked email messages. The exact reason for the blocking will
be displayed in a yellow box on the reading pane, and if a word match triggered the blocking, the offending word
will be highlighted in red in the message. The tool bar at the top of the Blocked folder tab includes an option to
Unblock the message if it is deemed appropriate. Once a message is unblocked, it will disappear from the Blocked
folder, and be delivered to its original recipient. If the senders are Gaggle users, they will also receive a notice that
their message was unblocked and it will appear in their Sent folder.

Gaggle.Not

i Crock Mal (5] Campose | Biopcked User List
. 5 Unbiock AR it Al orward v Translaio 5 Print &
Unblock Link T o firorty [Rireplysa g 8 3 z.
From To Subject
o~ Charles lacoh Dewening Helia
" Charles Chealse Dart i
btaachers folders Bre tetochan@gagyle net class
Blocked Reason N~ aEmy o wainngatudont] Goaggi.net Farty
o Blocked Charles andreayahoo.com new emad
Boio St DgaGG b, Nt For: Checit this out!
Chares Iaecdh Dowing wateh out
#00 Contacts Charles Joe Smith atlached fle
= My Folders
15t period mat | | @ Blocked Reason: Full word match: ass
DDESS
Hallo Thu 08 Ape 2009 11:05:12 AM 0400
Homework
Math Charles <cstudentf@gaggle ner> ~d To: Jacoh Downing <iatob sowningiDoanako. net
’ i :
New Folder Hi, | think YOu @rg an ass
Regian X1

#[1 Science
Social Studies | | Student
Testing Tast Middle School™ This Email was sent by a student at Andrea’s Training Schesl in Trl
Writing
el

All other activities that cause blocking or notification to an administrator will be received in the administrator’s
Inbox. This includes blocked Blog entries, Message Board Postings, Chat, Digital Locker uploads, and use of the
Translator or Auditory Feedback System with inappropriate language. In all cases, the message received will explain
the action attempted and the reason for the blocking.

If the forwarding option is being used, the message received in the teacher’s outside email account will include the
blocked reason as well as a link to unblock or delete the message from Gaggle.
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Blocked Text Filter

This system watches for certain words or phrases that indicate the student may be abusing the email account. There
are three levels of pre-populated word lists to choose from. Strict Blocked Text List, Standard Blocked Text List,
and Permissive Blocked Text List. Schools also have the option of using no list at all. To determine which list is
most appropriate for your school, click on the More Settings button located on the School Setup page and select the
Blocking Rules. On the Blocked Words tab, select the list and click on the View List link. These lists are updated
regularly. Choose the list that fits your situation, then customize by either overriding some of the included words

or adding your own to be blocked. All student communication will be compared to the Blocked Text List and your
Custom List.

When these words appear in an email message or in an attached document, the message is rerouted to the administrator’s
Blocked folder before it gets sent or received. The teacher can then review the message and take the appropriate action.

The following steps will explain how to block the word “gun.”
1. Click on the Jump To menu, scroll over School Admin, and select School Setup.
2. At the top of the screen, select More Settings and click on Blocking Rules.
3. Any word or phrase an educator wishes to block or allow can be entered in the Custom word
section. When a word is entered, a rule must be created for how the word should be handled.
The first rule in the list takes precedence. Text preceded by the pound sign, “#,” is ignored and
treated as a comment line.
Enter the line “(f)gun” in the Custom Word List section. This will prevent students from using the word
“gun” in their email. It will not block instances where the word appears as part of a larger word such as in the

phrase “gunny sack.” The characters “(f)” instruct the system to block the exact full word.

4. Click the Save button in the upper left hand corner when finished.

Gaggle.Net

&, Check Mail €& Compose Inbox = School Setup Blocking Rules — Save button
Jumg To Menu Blocked Text Settings Blocked Doy ed Altachments Pre-populated
[ seve list
e
Blocked Text Settings For: Andrea’s Training School | H * / C}lstom Word
=[] pteacher's folders ; : / List
*Im Main List Subscription Strict Blocked Text List
& Blocked List From Another School Sample High School
Drafts Subscribe to Spanish List Yes ﬂ s List
“& Sent Subscribe to CyberBully List Mo W View List
4R Deleted Custom Text List (h gun|
57 Contacts
= My Folders
1st period math
DDESS
Homewark
Math
MNew Folder
Region XI
#Hl1 Science
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Text Blocking Rules

Blocking specific words or letter combinations
Educators can block specific words or letter combinations using the rule below. This will block only exact instances
of an offensive word.

(f)sex — blocks every message where the word “sex” appears.
This rule would not block the word “sextant,” but will block the word “sex.”

Blocking all instances of a word
Educators can block all instances of a word using the rule below. This will block all derivatives of an offensive word.

Note that there are no spaces before or after the word.
(p)ass — blocks every message which the letters “ass” appear.

This rule will block the word “ass” and “asshole.” However, it will also block the word “assignment.” and “class”
If there is a legitimate use of the letter combination, it is better to block the exact offensive word using the previous
method.

Allow Rules

All of these rules can be changed from blocking a word to allowing a specific word. This comes in handy when you
want to block most derivations of a word such as “ass” and still allow specific words like “assignment.” Since the
first rule in the list take precedence, these rules together block the word “crass” but allow the word “assignment.”

(a)assignment — allows the word “assignment” to get through.
(p)ass — blocks every message in which the letters “ass” appear.

Weighted Text Blocking

The final method to monitor email text is by using the weighting method. Questionable words are given a value
between 1 and 100. Each instance of the questionable word adds to the overall score of the message. If a student’s
message receives a score of 100 or higher it gets blocked.

(w35)breast: Gives a score of 35 points to the word “breast.”
(W25)sex: Gives a score of 25 points to the word “sex.”
(W25)gun: Gives a score of 25 points to the word “gun.”
(w20)jokes: Gives a score of 20 points to the word “jokes.”
Example#1

“Gun laws are the same for both sexes. Breast cancer is something different.” This message would receive a score of
85 points. It would not be blocked.

Example#2

“Hot topics on the internet are guns, sex, breast cancer, and jokes.” This message would receive a score of 105 points
and would be blocked. 35 points for the word “breast,” 25 points each for the words “sex” and “gun” and 20 points
for the word “jokes.”

Spanish List

Schools can subscribe to the Spanish Blocked Word List by going to the More Settings button on the School Setup
page and selecting Blocking Rules. Select Yes from the drop down menu next to Subscribe to Spanish List. Click
Save. To view this list, click the View List link.

CyberBully List
The CyberBully List targets communications that may be threatening in nature without using any of the blocked
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words. For example, “I’m going to beat you up after school” would be blocked because when the words “beat” and
“after school” are used together it signals a problem. Please be aware that the use of this list can result in an increase
in false positive blocked messages.

Regular Expressions

A common way students try to work around the blocking rules is to put spaces between the letters of an offensive
word. The regular expression rules allow educators to block offensive words regardless of how many spaces are
entered between each letter.

(r)a\w*s\w*s — blocks the word “ass” even if spaces are entered between the letters.

Blocking All Messages

If educators would like to review all student email before it is sent or received, there are several methods that can be
used. One way is to block all vowels. However, there are easier ways to accomplish this, either through use of the
access level Send to Admin Only or by using the Blocked Address Rules.

Blocking the vowels will cause all messages to be rerouted to the administrator’s Blocked folder. Replace the rules
in the Blocked Text field with the following:

(p)a
(p)e
(p)i
(p)o
(p)u

These rules will block any message that contains a vowel. To be more thorough, consonants can also be added to the
list.

Anti-Pornography Scanner

Gaggle’s Anti-Pornography Scanner analyzes the content of images and can distinguish between appropriate and
inappropriate pictures. The Anti-Pornography Scanner (APS) has been engineered with total safety in mind. It
decompresses and analyzes zip files, inspects embedded images, and scans linked pictures and URL addresses.

The Gaggle APS is based on advanced technology. The APS analyzes graphical content and forms a unique “visual
fingerprint” for every email attachment, representing fundamental properties such as color, texture, shape, or com-
position. These image properties are then translated into numerical scores. Images that exceed a defined threshold
are tagged and the messages are blocked. The blocked messages are then rerouted to the teacher’s account for
review.

Gaggle has extended the APS technology to analyze any URL’s that are included in the email message body. This

ensures safety for web related activities. Gaggle’s Digital Lockers are also filtered. When students upload files to

their Digital Locker, they are automatically scanned for pornographic content and are then blocked if deemed inap-
propriate.

Blocked Address and Domain Filter

Educators can set up the Gaggle accounts to block students from communicating with specific email addresses,
domain names, or anyone outside of the school. The School Master or School Administrators can customize these
settings for the school.

All inbound and outbound mail is checked to make sure the sender or recipient is allowed to communicate with

the student. Blocked messages are rerouted to the administrator’s account and appear in the Blocked folder. The
teacher has the opportunity to review these messages and decide whether to let them through.
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The following instructions explain how to block email from all Hotmail addresses.

1. Click on The Jump To menu, scroll over School Admin, and click on School Setup.
2. Select the More Settings button and click on Blocking Rules.
3. Click on the Blocked Domains tab.

4. From this screen, educators can enter email addresses, domain names, or specific
words. When any of these items are entered, a rule must be created for how they should be handled.
The first rule in the list takes precedence. Text preceded by the pound sign, “#” is ignored and treated
as a comment line.

Enter the line “(d) hotmail.com” in the list. This will prevent students from sending mail to Hotmail
addresses or receiving mail from anyone at Hotmail. The character “(d)” instructs the system to block
all mail to or from this domain name.

5. Click Save.

To allow one person at Hotmail to send to the students and block all other Hotmail addresses, two rules must be
entered. First, enter a rule to allow the specific address and then enter the rule for blocking the domain.

(aw)jeff@hotmail.com
(d)hotmail.com

This set of rules will allow mail from jeff@hotmail.com to go directly to the students, but messages from
mike@hotmail.com will be rerouted to the administrator’s Blocked folder.

Address Blocking Rules

Blocking or allowing specific email addresses

Educators can block or allow email from specific people using this rule.
(aw)billg@microsoft.com - allows email from Bill Gates
(dw)monica_lewinsky@usa.com - blocks email from Monica Lewinsky

Blocking or allowing specific domain names

Educators can block or allow a specific domain names by using this rule.
(d)aol.com - blocks every message to or from an email address on AOL
(a)yahoo.com - allows messages to or from any Yahoo email address

Blocking or allowing domain extensions such as “.com,” “.org,” “.edu,” or “.net”
Educators can block or allow email from different types of domains.

(r).com$ - blocks messages from all “.com” addresses

(ar).edu$ - allow messages from anyone with “.edu” at the end of their address

(r).$ - blocks all email addresses, even Gaggle accounts

Blocking or allowing a mail box name

A mailbox name is the same as a screen name or username. It is the first part of an email address, or the part
before the “@” sign.

(am)billclinton - allows messages from any address that starts with “BillClinton,” BillClinton@whitehouse.org will
get through as well as BillClinton@aol.com.

(dm)larryflynt - blocks messages from any address that starts with “LarryFlynt,” both LarryFlynt@aol.com and
LarryFlynt@whitehouse.org will be blocked.
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Blocking or allowing words inside an email address

In some instances, educators may want to block any address that contains a combination of letters such as “sex.”
(r)sex - blocks email addresses that contain the characters “sex.” It will block sex@yahoo.com, sexymama@sry.
state.edu, and joe@sextalk.net

Combining Rules
Educators can combine rules to get specific results. Remember the first rule in the list takes precedence.

These two rules together will block all email except messages to or from gaggle.net.
(a)gaggle.net - allows messages to or from any gaggle.net address
(r).$ - blocks all other email addresses

These two rules together will block all email from commercial, “.com” addresses, but still allow email from aol.
com.

(a)aol.com - this line allows messages to or from any AOL address

(r).com$ - this line blocks all addresses that end in “.com”

These two rules together will only allow email from john@netscape.com and block all other mail from Netscape.
(aw)john@netscape.com - only allows messages from this specific person
(d)netscape.com - blocks all other messages from Netscape

Blocked Attachment Types

As with the Blocked Text List and Blocked Address List, educators can set up the Gaggle accounts to block certain
attachment types. These settings can be customized at the school level.

Anytime a message is sent or received with an attachment, the system will automatically check to make sure the
particular attachment type is allowed. Educators have the option to block or strip suspect attachments from emails.
By blocking suspect attachments, the blocked messages will be rerouted to the student’s administrator for review
before they are delivered by the system. These messages would appear in the administrator’s Blocked folder. By
stripping suspect attachments, the email is still delivered to the receiver, but the offending attachment is removed.

Follow these instructions to block certain attachment types:

1. Click on the Jump To menu, scroll w.t

over School Admin, and click on

School Setup. B, crock sl €5 Compose Inbox  School Setup Blocking Rules
2. SéleCt the More Settings button and Jump To Men Blocked Texi Setings  Blocked Domains  [Blocked Afachments
click on Blocking Rules. i swve
3. Click on the Blocked Attachments tab. | a-
4. From the Blocked Attachment screen, " Blockid Attachment Seftings For| Andrea's Training Schoal b8
. = teacher’s folder -
choose which user access levels to - Er— Agply Attachment Rules 10| swugemts Only &l
apply the rules to. & Blocked Suspect ARBCeNt ACEIN | giock Suspect Attachments i
5. Choose the attachment action for the Drafis ™ Apoly Attachment Type Rules to Digital Lockes
" " £ tri block 4 Sent Amachmant Typos l:lf'l
system to perform (strip or bloc ) . B Deleted 31;;3
6. If the rules are to be applied to Digital # Concacts rrpd
Locker files, check the box. =3 My Folders e
. 1st period math
7. Enter the file extensions DT; :':5 i
(without the “.””) to be blocked on a Homewark
separate line in the box provided. :“"‘F
SOme examples may include exe, jpeg, IF!E:.., : :[er
Jjpg, and scr. 1 Science
8. Click the Save button. Social Studies
i
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Language Translator

Gaggle’s Language Translator makes it easy for students to communicate with other students around the world.
The Language Translator can translate bi-directionally from many different languages, including Spanish, French,
German, Japanese, and Russian.

The Language Translator can be turned on or off from the School Setup page or for individual users via the User
List. When the feature is turned on, the list of languages and a Translate button will appear on the Inbox, Compose,
Message Board, Homework Dropbox, and Blog screens. After users compose an email in English, they can choose
a language from the drop down menu, and click the Translate button.

Translate Button List of Languages
S 1

3, Check Mail 1{] Compose Inbox % Compose
T — ==| Send Save Draft | # Attach A:'=_1r>‘ Translate Eiprint [FF Cancel |

Q- To Spanish to English
Ce: English to French
Bl bteacher's folders French to English
B Inbox (3) | e English to German
—? Blocked | German to English
% Drafts | [style] 4] (Fony ! English to Japanese
Ly Sent .
= = —_ i — IE
i Deleted B 7 U === — = = Japanese to English

English to Simplified Chinese
Simplified Chinese to English
English to Traditional Chinese
Traditional Chinese to English
English tg Karean

=7 Contacts

ElL] My Folders
1 1st period mg
1 DDESS
|| Homework

The text in the message box will be converted to the chosen language. After the message is translated, a document
with the original English text will be attached to the email. Users can also convert incoming emails to English using
the same process. All messages are compared to the school’s Blocked Word List for inappropriate content no matter
what language is used as soon as the Translate button is clicked. If an inappropriate word is found, the translation is
not done, and students see a pop up informing them the offending text has been sent to their administrator. Notices
of inappropriate use of the translator will go to the assigned administrator’s Inbox.

Auditory Feedback System

Gaggle’s Auditory Feedback System (AFS) enables students and teachers to receive audible reinforcement with
all outbound and inbound emails, blogs, homework drop box, and message board posts. The Auditory Feedback
System provides audible reinforcement for students to enhance their literary success.

The AFS feature can be turned on or off from the School Setup page or for individual users from the User List.
When the feature is turned on, a play button will appear on the right side of the screen. This will appear in the
reading pane for all message folders, Message Board postings, and Homework Drop Boxes. In Gaggle’s blogs, you
will see a clickable link that says Say It below each blog entry and comment. When this button or link is clicked, the
AFS will read the text aloud.
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Walcoma, Bob Teachar
w Sanvar webd Swilch Back , My Account , Log Ol

o, Check Mad 4] Composs inbox % Compose

Send | Save Dft #F Azmch syv Translatn Spint [ Cancol L |

Play button
k

Jump To Maniu —

bteacher's folders
& Blocked |
Drafis |
& Sent !
i Deleted :
#[7 Contacts l
My Folders |
1st period ma)
DDESS |
Homework |
Math |
MNew Folder !
Reglon X1 :
|

[Strle] 2] Irenrl & 15201 5
B 7 IEEIA-—F=EL>AFSGOF

# Sclence
Crsial S pdisd

The AFS feature will scan the text in a message and compare it to the school’s Blocked Text List before it is read
aloud. If students try to activate the AFS on a message with inappropriate text, they will receive a message saying
their text has been blocked because of an improper word. A message will then be sent to the student’s administrator
and the Play button or link will be disabled on that page.

Language Translation| On %

Gaggle has provided 5 different voices for reading the text aloud. Compose Messages as HTML on (&)
Samples of these voices can be found on the School Setup page Enable Audio Feedback| On 5
under the Audio Voice option. Gaggle also provides two voices for Audio Voice| Mike
both Spanish and French. When the AFS is used with the Language i tvity L
Translator, Gaggle will automatically switch to a Spanish or French S Changeable E:ETFE

Crystal
Lauren
Add Users| Alberto (Spanish)
Rosa (Spanish)
Alain (French)

uliette (French

voice when reading aloud in either of these languages. Sernames Changeable

Audio Voice Menu Display Archive Folder

Mass Updating Accounts

The User List screen provides an easy way for educators to make different kinds of mass updates to multiple user
accounts in one action.

Mass Changing User Settings

From the User List screen, educators can quickly change the account settings for multiple users.
The following example describes how to update multiple users at the same time.

1. Go to the Jump To menu, scroll over School Admin, and select the User List link.
2. Click the View link at the top of the page which contains the subsets of users accounts to be modified, such as
All Users, All Students, Sort by Letter, Graduation Year, etc.
3. To select several users from the list, click on a name with the mouse and hold down the control button
on the keyboard for each user that needs modified. To select several users in a row, click on a name with
the mouse and hold down the shift button on the key board. (The Select All box will select all of the names.)
4. Scroll down to the lower portion of the screen and select the appropriate tab needed to make modifications.
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5. Select the features to be altered. Educators can update access levels, administrators, attachment

options, graduation years, or any of the advanced feature settings.

Select multiple users with a
Shift+click or Ctrl+click

Select all users

/

1
i} Crock Ml S\] C Inksane Liser List
" = Wiaw (AR Lsers) Show Deleted ' Show Parents Saloct Al
ump To Maen
User Mame First Mame Last Mame Access Level Aderinf List
A joe-max i Default Locker
studentd testd Read Ovty Loscher
bteacher's foiders L Rt Sehoal Master Chudart Liss Locker
4 Inbox [3) tomizl tom Default Liocher
& Blocked andreak Andnea F ) Ershamced School Teacher Student List Lipchoer
Drafts kalex56 Kl ANeander Student Lipghare
4 Sent altraindist Train L School Staff Lcker
9 Deleted julieanders e Angoron Schoal Sttt
+[7 Contacts shefliarn Shelli Andrews Read Ondy Locker
=[] My Folders
1st period math | | [ Save ) Add User
DDESS
O W
Math Seltings Adhvanced Blog Move to New School User Groups Linked Parents Export
New Folder
Region I 1 Actount] Leave As Is ve
’ Sclence Messagf Board Access] Leave Asls ﬂ
Social Studies ]
1 Room ACCess
Testing Default
Writing Digltal Locker Access! Al Message Boards 9]
klein hax Sagfl Mess: Par Day School & District Message Boards
School Message Boards Only
L4 May Racipiants Par Emalll Class Message Boards Only
Mes2 d &
Direckory Access ) :u“‘ic Baoard Access
Language Transiation| Leave As s <8
Enable Al Feadback| Leave As 1s W&
Audio Voice| Leave As |s _ﬂ paMmples
7
Make changes to selected users in Export User Data

the Settings and Advanced tabs.

6. Click the Save button.
7. A confirmation box will pop up in the center of the screen. Click OK.

Export User Data

The Export tab allows teachers to download a list of the user data for
all users in the school. This information will be downloaded in a CSV
file format. To export the file, select the Export tab at the bottom of
the page and follow the instructions to open or save the file. The only
information this file will not contain is the users’ passwords. because
all passwords are encrypted.

The Following users were updated:

Jacob Downing
Allie Borsch
Stacey Gunter
Derek Green
Lacey Dar

Shelli Ann Andrews
Noel Gonzalez
Karla Guerra
Randy Brown
James Dean

and 1 more users...

3

%
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Moving Users to a New School
If a school has been set up as part of a district, educators will have the ability to move students between schools.

(If a district would like to have their Gaggle schools combined into a district account, please contact our customer
service staff. This is a service available to both free and subscription users.)

Educators can only move users to a new school if their access level is Enhanced School Teacher or higher. The
following instructions describe how to move multiple users at the same time.

1. Click on the Jump To menu, scroll over School Admin, and select User List.
2. Click the View link at the top of the page which contains the subsets of user accounts to be modified. Such as,
All Users, All Students, Sort by Letter, Graduation Year, etc.
3. To select several users from the list, click on a name with the mouse and hold down the control button on the
keyboard for each user that needs modified. To select several users in a row, click on a name with the mouse and
hold down the shift button on the key board. (The Select All box will select all of the names.)
4. Scroll down to the lower portion of the screen and click on the tab “Move to New School.”
5. Select the new school from the Destination School drop down menu, type “Yes” in the text field (this is a safety
feature to prevent accidents), and then click the Move button.
6. A confirmation box will pop up in the center of the screen. Click OK.

&, Check Mail \;—] Compose

Jump To Menu

Q-

bteacher’s folders
Y Inbox (3)
L@ Blocked
Drafts
Ly Sent
Lf Deleted
@[ Contacts
=L My Folders
L1 1st period math
d DDESS
L1 Homework
| Math
L1 New Folder
L] Region XI
Science
L1 Social Studies
L] Testing
| Writing
L1 klein
i test

=

Inbox School Setup User List
View (All Users) [Show Deleted [ 'Show Parents [ Select All
User Name First Name Last Name Acce:
joe-max J Defaul
student3 test3 Read
web2.0beta Schoo
tom123 tom Defaull
andreak Andrea 2 Enhan)
kalex56 Kellie Alexander Stude:
alltraindist Train All School
] save 'ﬂb Add User

Settings Advanced Blog Move to New School User Groy

Destination School: | Leave as-is

Type 'ves' to confirm LU=k
A. Darnall High School

Andrea's Training School
Chris Moates Test School
Corp. Test

Cubs Academy

District Office

District Office-Test S5
Emily's Training School
Google Pass-Through test
Janvrin High School
Sample High School

ak
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Mass Deleting Users

It is very easy to quickly delete hundreds of users at a time from a school. Be careful when deleting the accounts,
because once a user account is deleted, all mail, address books, etc. are move to Deleted status. Gaggle personnel can
retrieve deleted users for at least seven days. After this time, the accounts are purged from the system.

1. Click on the Jump To menu, scroll over School Admin, and select User List.

2. Click the View link at the top of the page which contains the subsets of users accounts to be modified. For example,
All Users, All Students, Sort by Letter, Graduation Year, etc. can be searched.

3. To select several users from the list, click on a name with the mouse and hold down the control button on the
keyboard for each user that needs modified. To select several users in a row, click on a name with the mouse and
hold down the shift button on the key board. (The Select All box will select all of the names.)

4. Right click in the highlighted areas and select “Delete Users.” A pop up box will display asking if you really want
to delete the selected users. Click Yes.

Right click to delete user

o, Check Mail .\] Composa Inbox Schogf Setup User List
View (All Users) how Deleted ['Show Parents [Select Al
Jump To Menu B
User Name First Name Last Name Access Level
a joe-max ] Default
student3 test3 Read Only
=l bteacher's folders web2.Obeta School Master
B inbox (3| tp mr Oefat
F irea 2 Enhanced School Teacher
W Bincked Search Users Mail
<, Drafts k e Alexander Student
L4 Sent 2 Send Email in All School Staff
Lfif Deleted Add to Contacts
®[7] Contacts
=3 My Folders Delete User
1 1st period math Settings Advanced Blog Move to New School User Groups Linked P,
L1 DDESS
= Homework Destination School: | Leave as-is ?]
1 Math
1 New Folder Type 'ves' to confirm
1 Region XI ("move )
#| | Science

5. A confirmation box will pop up in the center of the screen. Click OK.

Editing User Groups

User Groups are sets of users defined by the teaching staff. It provides a way for teachers to organize their users into
any groupings they define. The groups can be clubs, sports teams, class periods, committees, etc. User Groups will
appear in your Contacts to easily email the entire group. They also are available as a subset of the User List and for
creating Specified User Message Boards and Homework Drop Boxes.

Some examples are:
- Basketball Team
- Pep Squad
- Mr. Smith’s 5% Period Class
- Student Government
- Math Department Faculty
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Creating a New User Group

1. Click on the Jump To menu, scroll over School Admin, and select User List.

2. Scroll to the lower portion of the page and click on the User Groups tab.

3. Click on the New Group button and name the new User Group. Hit enter on the keyboard when finished.

Adding Individuals to a User Group

1. See steps 1 and 2 above.

2. Click on a name from the user list and drag and drop the name into the selected user group folder. To select
several users from the list, click on a name with the mouse and hold down the control button on the keyboard for
each user that needs to be moved. To select several users in a row, click on a name with the mouse and hold down
the shift button on the key board. (The Select All box will select all of the names.)

3. Click on the “+” next to each folder to view the users selected for that group.

Removing Individuals from a User Group

1. Click on the Jump To menu, scroll over School Admin, and select User List.

2. Scroll to the lower portion of the page and click on the User Groups tab.

3. Click on the “+” next to the User Group folder you wish to modify. This will bring up the list of users in the
group.

4. Click on the name you wish to delete and click on the Delete button. For multiple users, utilize the control and
shift keys on the keyboard.

Delete User Group

1. See steps 1 and 2 above.

2. Click on the User Group folder and then click on the Delete button.

3. A pop up will ask you if you are sure you want to delete this User Group. This action cannot be undone.
Click OK. The User Group will then be removed from the list.

Tracking Email through Headers and IP Addresses

All email messages contain a hidden portion called the header. The email header is a record of who sent the
message and the servers that were involved with transferring the message across the internet. The header is an
important item for tracking down malicious emails.

In addition to the typical email headers, Gaggle also stamps each outgoing message with the IP address that was
used to send the email. The IP address is a unique number assigned to each computer on the internet. If a situation
arises where an Internet Service Provider (ISP) or the law enforcement authorities need to track down the send of a
malicious message, they will request the IP address that was used and the exact Greenwich Mean Time (GMT) the
message was sent.

Gaggle makes it easy for teachers to view the email header right from the Inbox screen. Just click on the link for
Compact Header located in the upper right hand corner of the Reading Pane and click Full Header.

Wi, Bob Tewther
‘Imn H Switch Back , by Account , Leg Oul .
) Click here to
i, Croeu Ml iy Compeas kibox | School Sotup s List view header
Jurmp To Manu Nefapl [RAepl AL ofeForan | T Trarsiam Dypsim [ Epan ] Diena
Fram Subjact Bistn Siza
& | adminggagglenest Waw posting to message bosed = Mr. Tascher's 2nd Hour Thas 12:08 PM :E
- adminSgagglenet Heew gasting o messsgs bosed - Ind Periad Frashman Dnglish Thea 12:05 P
Erdachers fodders adminPgagglenet Rew pasting o messsge bosed - Ind Perad Frashman English This 12:04 PN
B 1rbox (3] | wrhig gk et Mt Cangehet e 15, 2000 /
@ Mocked = e ———————————— = a——————— = —————— 1
£, Drafts
< Sert March Gaggher Gun 15 Mar 2008 033554 P <000
i Deleted wirFgagglansid  Too all usamfigagsia et
AT Cosmacts
My Feldera Dear Educataor, Full Heacer |
18t period math
DDESS Attached is the Project-Based Learning issue of Gaggle Met's newsletter, The Gaggler . Leam how
Homework Gapgle’s lools can simplify organizing projects and suppon this increasingly popular education method,
Wiath
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An Email Header for a Message Sent via Gaggle:

Fudl Husmchosrs -

Reaturn-Path: <bhindsfgaggle.nat>
Mime=Varslon: 1.0
To: all unersfgaggle.net,
Brian Hinds <bhindafgaggle.nat>
Message=Id: <BFOFITED=T0BY-4DEF-E9EA-4DADLEFACBCCRgaggle. net>
Content=Type:r multipartfalternative; boundary=Apple-Mail-5-=256007207
From: bhindslgaggle.net
Subject: Visit Gaggle at the IL ICE Conferance
Data: Sun, @ Fabk 2009 15:03:51 -DROO (PST)
¥=Maller: Apple Mail (2.753.1)
I=Caggle-Ref=I0: 92402e653dbdeafffTafeddicOb?dadeds52idelifechlf?e

Most Internet Service Providers will not reveal the source of an IP address without a court order or involvement of law
enforcement. We suggest only pursuing these issues when very serious activity has taken place.

60



Chapter 3 District Controls

Introduction

Districts that have several or all of their schools using the Gaggle service may opt to group their schools together
into a district within Gaggle. This district grouping places each individual school group under one district umbrella
in Gaggle. This makes it easier to manage and control the Gaggle accounts and drill into each school to modify
settings (If you would like to combine your schools into a district, please contact Gaggle’s Customer Service. This
service is available to both free and subscription users).

District Access Levels

Gaggle offers special access levels for district personnel. These district access levels allow users to manage the
settings and accounts at multiple schools. Only users assigned to the access levels below have access to the features
described in this chapter.

District Master — This access level enables the user to control multiple schools. Users at this access can create users
in each school, change passwords, monitor email, and change blocking rules, and school settings. Only a Gaggle
representative can create the first user in a district with the District Master access level. Please contact Gaggle Cus-
tomer Service if a District Master account is needed.

District Administrator — This access level has the same privileges as the District Master. It enables the user to
control multiple schools. They can create users in each school, change passwords, monitor mail, change blocking
rules, school settings, etc. A District Administrator can be limited to controlling only a specific subset of schools
using the Group List feature (Please see page 60 for more details about the Group List feature). Because the District
Administrator is a step below District Master, the master will be able to access the administrator’s account, but not
vice-versa.

District Controls

The District Controls allow a district to set maximum levels for various Gaggle tools and options. This does not
change settings at every school, rather, this creates a ceiling for settings that individual schools cannot override. Us-
ing this tool, district personnel can control which access levels can make changes to various school functions, such
as the Blocked Word List, Blocked Address List, Chat Rooms, and Message Boards. Choosing settings and applying
the District Controls is optional.

To access District Controls, scroll over District
Admin from the Jump To menu and select 2, Check Mail - §§] Compose Inbox (3)

District Setup from the drop-down. Select the Jump To Menu O [FReply [FEfRReply Al gfPForward | (S Trans
appropriate maximum level for each category, Digital Locker From Sul
and click the Update button at the bottom of MGs el Bosrds
the screen for the changes to take effect. Homework Drop Boxes

Chat

Profile Pages

My Blog

Portal Links

Admin Search
[ Ceontacts

[ My Folders School Setup

User List

Add User

Edit Msg Boards

Edit Homework Drop Boxes
Edit Chat Rooms

Mass Delete Mail
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Settings Schools Controls Usage Reports

.
v

Max Chat Access | School & District Chat Rooms
Minimum Image Filter Sensitivity [ High %]

Max Message Board Access | All Message Boards

Max Student Access Level [ Student

<

.:l

+]
Max Digital Locker Access '_ Can Store Internet, District & School Public Files _:]

?]

Max Directory Access | District Wide

Allow Attachments | Allowed
Compose HTML Messages [ On 4
Audio Feedback [ Off 4]

2

s ]
Max Qutbound Mail User Identification [ User Level, District and School Name |4
Max Sent Messages Per Day | No Limit | :l_
Max Recipients [ No Limit -4

Minimum Password Changeable | Reserved

Max Display Name Format [ Full Name

Minimum Username Changeable | School Teacher

EajEs]es

Minimum Username Add Level '. School Teacher

Minimum School Setup Level [ School Administrator s

Minimum Display Archive Folder Level [ District Administrator
Blog Settings

Iﬂ/

Blog View Restrictions [ No Restrictions \#1]
Max Blog Access | General Public ¥
<
Al
Max Blog Comment Name | None [

Max Blog Comment Email [ None B
Access Restrictions
Edit Blocked Address List [ School Administrator 1)

Max Blog Comment Access | None

Edit Blocked Word List [ School Administrator 18

Edit Blocked Attachment Types | School Administrator a

:':J

Edit Chat Rooms | Scheol Teacher

-

“

Edit Message Boards [ School Teacher

Set maximum access
levels for tools and

|~ other options. (See
Chapter 2 for detailed
information about
these options.)

Set maximum blog
settings. (see Chapter

__—" 8 for more details)

Set maximum Access

/ Restrictions.
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The maximum settings on the District Controls prevent School Masters and teachers from overriding the district’s
policies. District Masters and District Administrators can still access individual school and user settings to open up
access to tools if the need arises.

District personnel can also set Access Restrictions to determine who will be able to make changes to various school
functions at each school. The following is a list of Access Restrictions that can be set through the District Controls:

Edit Blocked Address List Determines the minimum access level allowed to make changes to the
Blocked Address List.

Edit Blocked Text List Determines minimum access level allowed to make changes to the Blocked
Text List.

Edit Blocked Attachment Types Determines minimum access level allowed to make changes to the Blocked

Attachment Types.

Edit Chat Rooms Determines minimum access level allowed to create chat rooms for the school.

Edit Message Boards Determines minimum access level allowed to create message boards for the
school.

Edit School Profile Determines minimum access level allowed to make changes to the school’s
Profile Page.

Edit Allowed Parent Domain Determines minimum access level allowed to make changes to the Allowed

Parent Domain list. (Only applies for schools where the parent account option
is enabled. See Chapter 9 for more details).

Managing Multiple Schools

Users at the District Master and District Administrator access levels have the ability to manage and make changes to
multiple schools within the district. The following instructions explain how a district user can access the schools in
the district:

1. Click on the Jump To menu, scroll over District Admin, and select District Setup. Next, click on the Schools
tab. This will bring up a list of all the schools located in the district within the Gaggle system.

2. Highlight a school by clicking the school name. Right click to bring up options to Edit Group, view User List, go
to Portal Links, or Add New User.

3. Double clicking or right clicking and selecting edit group on a school will open the School Setup page in a new
tab.

4. Users can make changes to the school settings using the Basic, Advanced, and Blog Settings tabs. To access
Blocking Rules, Usage Reports, and other features, use the More Settings menu at the top of the School Setup
page. (For additional information on the functionalities of the School Setup page and managing an individual
school, please refer to Chapter 2.)
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Click the Schools

tab to view S~

schools.

Inbox District Setup

Save

m Schools

k Mail @ Compese

Jump To Menu L3

Controls Usage Reports

Click here to edit
group

\"fv.—lj Edit Group \*@ User List

B mfdistadmins Sedrs | |2 2choy! Herwe
45298 AAA Search Test Group
56252 Allie Test
L€, Drafts 43056 Archive Group
g Sent SEESE CSR Test Group
L Deleted 56344 delete this
I3 Archived 54736 DM created
®[ Contacts 55918 Envy School

1 My Folders

L4 43058 Exchange Archive Test

When a district users access a school from the Schools page, they can navigate to other schools within the district by
using the drop down menu located at the top of the School Setup page and User List Page.

3, Check Mail \EJ Compose

Jump To Menu

Inbox District Setup Andrea's Training School

Save More Settings | | Andrea's Training School | #]

Basic Advanced Blog Settings

Q-

School ID 36729

Bl jfrost's folders
[
¢ Blocked
L=, Drafts
gy Sent
LT} Deleted

®[7 Contacts

L1 My Folders

School Andrea's Training School
Default Administrator| Bob Teacher _:]
District (Predeclared) Training District
District (Manual)
City | Normal

a

State/Province| llinois
Country| United States ?]
Domaingaggle.net
Sub-Dir
Building 1D
Color Scheme:| Light Blue
Users Can Choose Color Scheme
Allow Seasonal Color Schemes ¥
Logo Image ( Upload Logo ){Maximum proportions: 65 height x 200 width

[#) Preview Color Schemes

| Click here to
view a list of
schools

Logo URL
Max # Users 250(Current count:109)
Default Attachments| Allowed  |4)
Default Access| Student _:]
Mailbox Storage Limit 100.0MB
Time Zone| Eastern Standard Time (US/Eastern)
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Group List for District Administrators

When a District Master creates an account for a District Administrator, he or she can restrict the list of schools which
the District Administrator can access by using the the following instruction.

1. From the Jump To menu, scroll over District Admin and select the User List option.

2. Double click on the row where the name is listed of the District Administrator to view the individual user data.

3. Near the bottom of the screen is a field called Group List. Enter the school ID numbers of the schools the District
Administrator will have access to in the box. The school ID numbers are assigned by the Gaggle system and can
be located on the Schools page. The school ID numbers should be separated by a comma.

4. Click the Save button in the upper left hand corner.

2, Check Mail <& Compose

Jump To Menu G

= ] kirk's folders

Blocked
Drafts
Sent
Deleted
Spam
Archived
Contacts
=] O My Folders
Design
Renew

s hel s

- | Save
Erate

- | mifdistadmin’s folds
Inbox (6)
Blocked
Drafts
Sent
Deleted
Archived

(- T

B s h

Enter the
School ID’S

mifdistadmin’s

Inbox (D) User List mfdistadmi...

[ save | [ Cancel More Settings O

Basic Advanced

Auto Reply

Blog Signature
Usar D 6205426
First Mame m#
Middle Name district
Last Mame [ admin
User Name  mfdistadmin
MNew Password |
Retype Password
Qutside Email
Note |

Access Level | District Administrator =
Administrator | Mike Allan Freeman

Human Monitor

Attachments | Allowed 7|
Student'Staff 1D
Graduation Year | - -

Maiibox Storage Limit0.004 MB used of  101.0 MB (1%)

Spam Leval | Default v

Color Scheme | Default .

Allow Seasonal Color Schemes ¥
Creation Date 07/31/2008
n 02232009

Group List/45878,45880,45882
Compose Messages as HTML | Default =

Linked

LA

The District Administrator will only be able to access the school groups listed in the Group List. If the Group List is
left blank, the District Administrator will be able to access all of the schools within the district.
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Reallocating Accounts

District personnel have the ability to reallocate accounts to different schools in a district through the Schools tab
on the District Setup page. On the Schools tab, the last two columns listed are Max and Used. These two columns
show how many accounts a school has available to use and how many accounts they have actually created. In order
to reallocate accounts, a district user can delete accounts from one school in the Max column and add the accounts
to another school in the Max column. Clicking the Save button in the upper left hand corner of the screen will com-

plete the transfer of accounts. A pop up message will confirm your change, or if unsuccessful, give you the reason

the change could not be made.

,&, Check Mail \J Compose

Jump Te Menu

distadmintest’s folders
58 Inbox (1

¢ Blocked

. Drafts

L Sent

L Deleted

1 Archived

#[7 Contacts

.1 My Folders

Inbox District Setup
] save
Settings Schools

5 Edit Group €55 User List

Controls

Usage Reports

ID School Name Locatior Paid Domain Default Max
45258  AAA Search Test Group Unknown true gaggle.net B 5
56252 Allie Test  Unknown false  gaogle.net 41 200
43056 Archive Group  California true  archive.gaggl 1
56858 CSR Test Group  Unknown true  gaggle.net 50
56344 delete this Unknown false  gaggle.net 1]
54736 DM created  Unknown true  gaggle.net 41 4
55518 Envy School  Bloomingt true gaggle 41 100
43058  Exchange Archive Test California true  xchar 41 10

Used

(= = I == N == ¥ |

Max number column

Used number column

The Settings tab on the District Setup page indicates the maximum number of accounts available to use. If a district
is using the subscription version of Gaggle, they must make sure to stay at or below their maximum number of ac-
counts purchased or the transfer will not complete. If a district is using the free version of Gaggle, the maximum
number of accounts will read “0,” which means there is an unlimited amount of accounts available.

Maximum number of users

&, Check Mai <] Compose Inbox  District Setup
L
\. Jump To Menu ) 2
Settings Schools Controls Usage Reports
[ \
] ; SN District ID 30002012
=L jfrost's r‘}'m District Name Training District
Y Inbox (7) | N\ Consortium
¢ Blocked Maximum Users0
L4l Drafts Server Password
4 sent Trusted Server IPs
Jﬁ‘ Deleted Custom 1D
+ Contacts
E Archive Access Motification Enabled
1 My Folders

Archive Access Motification Recipients
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Other District Options

Gaggle offers specialized services for districts using the subscription version of Gaggle and are set up as a district
within the Gaggle system. For more information about these additional services, please contact Gaggle’s Customer
Service.

Data Integration

Data Integration allows districts to automate the process of setting up student accounts by extracting data from their
Student Information System and uploading it directly to the Gaggle servers. Data integration allows a district to post
a file to Gaggle as often as they like which automatically creates, deletes, and moves user accounts based on their
district’s student database. This is a very useful tool for districts with a large number of accounts or high mobility
and makes the process of setting up accounts seamless from year to year.

In addition to our standard Data Integration process, Gaggle is working on account provisioning to pull information
directly from a customer’s Active Directory or other LDAP database. Linking directly into LDAP will allow for the
automated creation of accounts and moving of user accounts between schools. If your organization would like to
pilot Gaggle’s LDAP integration, please contact our customer support team.

LDAP / Active Directory Authentication

Schools with LDAP accounts such as Active Directory, can be used for authenticating the logins. Instead of remem-
bering a separate Gaggle password, users can enter their LDAP username and password on the Gaggle web site.
Gaggle will then pass those credentials to the LDAP system to verify the user data is correct and log the user into
their account. Contact your Gaggle account representative for more information on setting up LDAP authentication.

Trusted Server Login

The trusted server login allows students and teachers to log into a portal or other system at the district and go
straight to Gaggle without entering a username and password. This is sometimes referred to as a Single Sign On
system.

The advantage of using a trusted server login is that the district and Gaggle do not need to use the same usernames
and passwords. In fact, the usernames and passwords can be totally different on each system. The trusted server
login is accomplished using the student ID number. Data integration is recommended if a district wants to utilize the
trusted server login to create the accounts.
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Introduction and Project Ideas

The Gaggle message boards can be used for many projects. Teachers can create individual boards accessible to the
entire school or district or just to specific groups of students like their own class or differentiated student groups.
There are also Gaggle Wide message boards that are shared by all students and teachers on Gaggle.

The message boards can eliminate the physical walls of the classroom and enable learning to take place outside nor-
mal school hours. The boards also have the Auditory Feedback System and the Translator tools available for those
students who would benefit from this extra support. Below are some project ideas we have seen from some of our
Gaggle educators.

Content Discussions

A message board can be used as an online discussion forum to promote higher-level thinking. Unlike a verbal class
discussion, participation can be required, measured, and assessed. Students have time to formulate their responses,
and are often more comfortable sharing their ideas in a protected environment. Discussions on the boards also pro-
vide writing opportunities, thus promoting literacy in the content areas.

Homework Centers

The message boards are a great way to communicate with students. They can be used as a homework center where
teachers post assignments and due dates. Students can post questions and help each other with assignments, creating
your own set of class FAQ’s.

Guest Speakers

Outside experts and community members can be given access to the message boards with a guest Gaggle account.
This allows for primary source interviews and community involvement within Gaggle’s safe and filtered environ-
ment. While many professionals may not be able to visit a school, they may be willing to answer questions on a
message board over a course of time.

Differentiated Instruction

Because message boards can be created for specific users to access, they are a perfect tool for discreet differentia-
tion. Teachers can post differentiated assignments rather than having to pull aside a group of students during class.
Specialized instruction, alternate reading material, and small group discussions can all happen on the privacy of the
message board.

Character Impersonations

Some teachers have used the boards for character impersonations. The teacher posts information and answers stu-
dents’ questions as a famous character. A similar project could be done by creating a board for students to moderate
as a character or answer questions about a research topic. A form of “Who Am I” is a popular variation of this kind
of board activity.

Professional Development/Committee Work

Many school districts take advantage of the Gaggle’s district wide message boards for professional development,
teacher book studies, and for special committees. It’s a great way to have cross-district discussions without fighting
traffic!
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Message Board Categories

The message boards are separated into five different categories for better organization. When students or teachers
click Message Boards from the Jump To menu, they will see:

School Message Boards

District Message Boards

Educator Message Boards (ePals, Help, etc.)
Gaggle Wide Message Boards

Specified User Boards

School Message Boards

This category will include the school name, such as Westside Middle School Message Boards. These are the mes-
sage boards specifically created by the teachers at the school and are only visible to members of the school. This
category will contain boards dedicated to the school’s government, sport teams, school staff, etc.

Any new message board that is created will automatically be in this category unless the drop down box for applying
district wide is selected as true. The process that can further limit which students with school & district access will
see the message boards in this category will be reviewed later.

District Message Boards

This category will include the district name, such as Alamo School District Message Boards. These message boards
are created by teachers in the district and made available on a district-wide basis. These message boards are only
visible to members of the schools in the district. Only students with school & district access will see the message
boards in this category.

District boards are great for staff projects and instructional departments like history, mathematics, or english. Teach-
ers can create discussion boards restricted to principals, read-only announcement boards, or create boards for student
projects which involve multiple schools.

Educator Message Boards

These message boards are provided by Gaggle for educators to seek help, find partner schools for online projects,
share lesson plans, etc. These boards are only visible to users with Teacher access level and higher, and can only be
created by Gaggle personnel.

Gaggle Wide Message Boards

The Gaggle Wide Message Boards are provided as general discussion areas for students. There are over 80 discus-
sion areas for topics including music, sports, tv shows, hobbies, and more. Some serious topics are included, such as
religion, teen pregnancy, and politics. There are even some boards dedicated to nothing more than random talk.

Our experience has shown that many students are very lonely and are anxious to find others who will listen and

share their thoughts. Gaggle provides a much safer environment for allowing students to communicate than tradi-
tional message board systems.
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The Gaggle Wide Message Boards are not monitored by a human, but the messages are filtered for inappropriate
language. The students also provide a significant amount of self-policing on the boards.

Please keep in mind that student users on Gaggle range in age from six to eighteen, and there are over 900,000 users
from around the world. While many great discussions take place on the boards, some of the discussions could be
deemed as inappropriate for students of certain ages. Each school and teacher will need to decide whether they want
to allow their students access to the Gaggle wide message boards.

If a school decides to allow student access to the Gaggle wide message boards, we recommend discussing proper eti-
quette with them beforehand. This includes defining the limits of appropriate conversation for the message boards.

Specified User Boards

This category was created so teachers can create a message board specifically for classes they teach. A teacher is
able to select the names of the Gaggle users they would like to access their specified board. Only the users selected
can access, comment, or read the created message board. Teachers can select users from any of the district’s schools,
or even add the email addresses of non-district Gaggle users in order to have collaborative discussions.

Message Board Access Levels

Similar to a student’s email access level, Gaggle provides a method to control a student’s access to the boards via
a Message Board Access Level. Assigning students to one of these levels can limit their ability to see and access
specific board categories.

Controls for Message Board access levels can be found on the School Setup page under the Advanced tab. They are
also located on the User List page and the personal account settings page.

All Message Boards - Students can view and post to boards in three categories: School, District, and Gaggle Wide.

School & District Message Boards - Students can only view and post to boards in the School and District Catego-
ries, as well as any Specified Users boards they are members of.

School Message Boards Only - Students can only view and post to boards in the School category, as well as any
Specified Users boards they are members of.
Class Message Boards Only - Students can only view and post to boards created by their administrator.

No Message Board Access Students does not even see the message board option in the Jump To menu.

& Check Mail @ Compose Inbox School Setup
" i | i (&
Jump To Menu Save More Settings | | Testing Group j

Basic Advanced Blog Settings

Q-

Default Msg Board Access| Class Message Boards Only H+ |
FIL] distadmintest’s folders
' Default Chat Room Access Ll EERETRE

hﬂ-m School & District Message Boards I

_é Blocked Default Dlgnal Locker Access Level Schoaol Message Boards Dn]'!lll Liblic]
| i ; Class Message Boards Only

€. Drafts Digital Locker Filter No Message Board Access

L Sent Email Display Name to Qutsiders [FOIl Name

i Deleted Outbound Mail User Identification| None =

7 Archived

[ P
ME] Contacts Default Max Sent Messages Per Day| No Limit [+

[ My Folders Max Recipients Per Email| No Limit b5 70




Chapter 4 Message Boards

Reading and Posting to Boards

Below are step-by-step instructions for reading and posting to the message boards:

1. Click the Message Boards link from the Jump To menu.

2. Choose a category, such as Gaggle Wide Message Boards.

3. Click on a message board from the list.

Select a mes-
sage board
from the list.

3k, Check Mail @ Compose £ Inbox Message Boards
Jump To Menu £ ame s et
=1 Andrea's Training School Message Boards
e [ Secial Studies 13 04/09/2009 8:58 AM
—— [] Period 2 Homework 1 01/18/2007 2:31 PM
5 [ bteachers fol ders‘$ []Math Help 3 12/17/2008 7:12 AM
B 1nbox (2) | [] Yearbook Deadlines 13 03/31/2009 7:58 AM
g Blocked []Mr. Teacher's Writing Assignments 3 01/18/2007 2:20 PM
<. Drafts [] Comprehension-Green 2 02/07/2007 4:51 AM
L Sent [] Comprehensicn-Blue 1 02/07/2007 4:45 AM
Lfy Deleted [ Changes in the 3rd Grade Curriculum 2 03/26/2007 8:11 PM
®[] Contacts [ Spanish Discussions 4 05/04/2007 12:52 PM

4. By default, the posts are organized by date with the most recent post at the top. Teachers and students
can view the posts by topic, email address of the poster, date posted, and latest reply. Click on selected sub header
to have the message board sorted by your preference.

Click here to

W

3, Check Mail J Compose Inibos Message Boards Dreamn Cars
f;‘e%lte. a new = Wt\ New Post _xgnew [ Report Abuse | Transiate O
pic in the board. s Topic
i 1101 HONDAII
. * Iy ONeam Car is..
Click on a topic to | =03 jfrost's folders 711 DREAM CAR
read a post. 5 #51 mustang
& Blocked TG bt car
d, Drafts B bast car
; EEeT:tea i
5[ Contacts ] heres the car i want. {read this)
My Folders B cr for saleltiin
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5. Double click one of the subjects to view the post. This screen will display the message board posts with topics
listed as folders. Click the + sign to the left of the folder to view the threaded replies to that topic.

6. Click a specific post in the thread to display it in the reading pane.

Check Mail €% Compose Inbox Message Boards Track & Cross Country

L] \:| p

Click here Jos T Mac 2 Unbioglc ol low Ry [HFReply [@%Report Abuse | Transid
to reply to Topic

the post. Q- [ Why do you like cross country?

[#HL] Cant wait for next season of cross country
EL1 distadmintest’s folder: L1 whos ready for track season?

—Gm FL i would luv to be in track!
‘e Blocked LT i am in xec not cc!
%, Drafts #1 eh?
:;; gi::ted #HLT who all is on CC=77
& Archived [] Track of hello
=T Contacts
1 My Folders

7. Clicking the Reply button will bring up the reply form. Users can alter the subject and type their message. The
HTML Tool Bar is available on each reply and allows users to post images, conduct a spell check, change the
font, text color, etc. When finished, click the Submit button.

. I} Check Mail €] Compose Inbox Message Boards Track & Cross Country %, New Post
Submit a = § | *
> === Submit = Translate ap Cancel
Message. 2t T == -
& Subject: Re: Why do you like cross country?
f Ta
B0 distadmintest’s folders | . 5€] [+ iFon
HTML = B 7 U===— i S W s R
Toolbar — g Blocked i Tor f
(%, Drafts run for fun|
g Sent
Lgf Deleted
1 Archived

HET Contacts
1 My Folders

Filtering of Message Board Posts

Each time a student makes a post to a message board, it gets compared against the school’s Blocked Text List. If
any rule from the Blocked Text List is violated, the post will not get added to the message board. The student will
see a notification and an email with a copy of the offending post will be sent to both the administrator assigned to the
student and the educator who owns the message board.

72



Chapter 4 Message Boards

Each message board is assigned to a particular educator much like the students are assigned to an administrator. The
message board owner is generally the educator who created the message board, but the boards can be reassigned to a
different educator as needed.

Each message board post is scanned for inappropriate words and phrases. If a post is blocked by the Gaggle filters, it
is re-routed to the student’s administrator for review. The blocked post is sent to the administrator as an email contain-
ing two links: one to unblock the post and one to delete it. Administrators can then delete the post or unblock it if it
is appropriate.

If the student belongs to a different school than the owner of the message board, then the student’s post will be com-
pared against both sets of Blocked Text lists. For example, suppose a student makes a post to a Gaggle wide message

board. The student’s post will be compared against the school’s Blocked Text List and the Blocked Text List for the
Gaggle group.

Creating Message Boards

Any user with School Teacher access level or higher can create message boards. The steps below describe how to cre-
ate a message board:

1. Click on the Jump To menu, go to the Student Admin or School Admin menu and click on Edit Message Boards.
2. Click Add to create a new Message Board.

3. Click OK in the popup box.

4. Name the Message Board, select a Moderator, and select the Board type.

5. To make the Message Board District Wide or Read only, select True.

| 3k, Check Mail 5] compose Inbox Edit Msg Boards
T — '_ Testing Group _:] | ‘{b Add gl Delete
Board Name Posts .
\
5 Peachey Land 7 Click Add to create
T Test 2 a new board.
Test 3

B0 distadmintest’s folder:

_‘U’m Create New Board

Message Board 1D: 0

L& Blocked

) Message Board Name Gaggle
<. Drafts
(4 Sent Moderator| Kirk L ?]
L Deleted District Wide| False a Apply above rule to entire district
LI Archived Read Only| False a Make message board read only

[ Contacts

AccessLevel| All Users =
[0 My Folders _']

6. For the 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 Specified Users was selected, click on the new Message Board from the list to activate the Specified User List.
Click on Add Members to select specific users.

9. Select specific users from the school list and click Add.
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Pick Specified Users

Testing Group

?l View (All Users)

I ] Add Selected Users @

; e _FullName

[ sraver Sue Raver

[ jraver Jim Raver

[ jreyess Jonny Reyes

v luccy Lucy Ricarda

r mgrobertson2007 matthew robertson
|_ srobertson.rbhs Seth Robertson

v erodriguezl4 Evelyn Rodriguez
|_ drone Derek Rone

r srrone Stealth Ryan Rone
I_ bambam31 BamBam Rubble
- 123sa 123 =a

|_ bobs beb sacamanno
[] schoolmaster_test Test Schoal Master
r evas Eva Shipilowv

[ sarah123456 luke & skywalker
r sloan_a 1 slaan

[ loveedward Allie Sloani

™ alliarnelc Allia Elaznt

Access Level

Default
Default
Default
Default
Student
Default
Default
Student
Student
School Master
School Administrator
Student
School Master
Student
Default
School Master
Default

Miafzl

Admin

e

Shannon Swesney
Shannon Sweeney
532 susan

5M Susan

532 susan

sad susan

532 susan

Heather Rone
Heather Rone

sad susan

Susan Kessler
Alex Thompson
sa2 susan

Yury Krasicky

sad susan

532 susan

sa2 susan

a7 ciscan

Deleting Posts

Click Add
Selected Users
to add
specified users.

School Administrator level and higher can delete any post from the message boards set up in a school. Users with
Teacher level access can delete posts from the message boards for which they are listed as the owner. Posts can be
deleted by highlighting the post title in the list and clicking the Delete link in the top tool bar. Student users cannot
delete message board posts.
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Introduction and Project Ideas

A chat room is real-time communication between two or more users via computer. Once a chat has been initiated,
either user can enter text by typing on the keyboard. The entered text will then appear on the other user's monitor.

The Gaggle Chat Rooms are a popular way for students to make new friends or communicate with old friends.
Teachers can also initiate online study groups, test reviews, and more. Like the rest of the Gaggle features, the
teacher is in control of the Chat accessibility. The same project ideas from the message board chapter can work for
chat rooms, only now they are done in real time.

Chat Room Categories

The Chat Rooms are separated into four different categories for better organization. When students or teachers
click Chat from the Jump To menu, they will see:

School Chat Rooms
District Chat Rooms
Educator Chat Rooms
Gaggle Wide Chat Rooms

School Chat Rooms

This category will include the school name, such as Westside Middle School Chat Rooms. These are the chat
rooms specifically created by teachers at the school and are only visible to members of the school. This category
will contain classroom chat rooms, as well as other chat rooms specific to school users, such as sports teams,
school staff, etc. Any new chat room that is created will automatically be in this category.

District Chat Rooms
This category will include the district name, such as Alamo School District Chat Rooms. These chat rooms are cre-
ated by teachers in the district and made available on a district-wide basis.

These chat rooms are only visible to members of schools in the district. Only students with School and District
Wide access will see the chat rooms in this category.

District wide rooms allow faculty from multiple schools to participate in an online discussion.

Educator Chat Rooms
These chat rooms are provided by Gaggle for educators to use. They are only visible to users with the Teacher
access level and higher and can only be created by the Gaggle personnel.

Gaggle Wide Chat Rooms

The Gaggle Wide Chat Rooms are provided as general discussion areas for students. There are several chat rooms
set up with topics such as Random Chat, Music, Sports, Movies, and Television.

Our experience has shown that many students love the chat forum and are anxious to share their thoughts and ideas

with others. Gaggle provides a much safer environment for letting students communicate than traditional chat
rooms.
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While a human does not monitor the Gaggle Wide Chat Rooms, the messages are filtered for inappropriate lan-
guage. The students also provide a significant amount of self-policing in the chat rooms.

Please keep in mind that student users on Gaggle range in age from six to eighteen, and there are over 900,000
users from around the world. While many great discussions take place in the chat rooms, some of the discussions
could be deemed inappropriate for students of certain ages. Each school and teacher will need to decide whether
they want to allow their students access to Gaggle Wide Chat Rooms.

If you allow your students access to the Gaggle Wide Chat Rooms, we recommend discussing proper etiquette with
them before hand. This includes defining the limits of appropriate conversation for chat rooms.

Chat Room Access Levels

Similar to a student's email access level, Gaggle provides a method to control a student's access to the chat rooms
via a Chat Room Access Level. Assigning students to one of these levels can limit their ability to see and access
specific chat room categories.

The controls for the Chat Room Access Levels can be found on the School Setup page, the personal settings page,
under the Advanced Features tab, and at the bottom of the User List page under the Change Marked Users tab.

All Chat Rooms - Students can view and post to rooms in all categories: Class, School, District, and Gaggle Wide.
School & District Chat Rooms - Students can only view and post to rooms in the School and District categories.
School Chat Rooms Only - Students can only view and post to rooms in the School category.

Class Chat Rooms Only - Students can only view and post to rooms created by their administrator.

No Chat Room Access - Students do not even see the room option in the Jump To menu.

%, Check Mail 5] Compose Inbox  User List
- [ Andrea's Training Schoal 4 | View (all Users) [ 1Show Deleted [
Jump To Menu L) N
User Name First Name Last Name
o joe-max ]
student3 test3
= [ bteacher’s folders | WebZ.Obeta
84 Inbox (2) |
[ Blocked Save "5 Add User
%, Drefls Settings Advanced Blog Move to New School u
g Sent
Lf§ Deleted .
#=[7 Contacts Private Account | Leave As Is |5 _I
= [ My Folders Message Board Access | Leave As Is 3 |
|1 1st period math
DoEss Chat Room Acces R N
— o Default E |
[ Homework Digital Locker Acces All Chat Rooms
1 Math Max Sent Messages Per Da School & District Chat Rooms
|1 MNew Folder School Chat Rooms Only
. Max Recipients Per Ema
[1 Region XI p Elai:shcrakt Roo:s Only
: o a QOM ACCEsS
L] Science Directory Acces
L Social Studies Language Translation | Leave As Is 1]
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Starting Chat

The following are step-by-step instructions for reading and posting to the Chat Rooms:

1. Click the Chat link from the Jump To menu.
2. Choose a category like Gaggle Wide Chat Rooms.

3. Click on a chat room from the list.

Inbox Chat Rooms

o, check Mail ';_] Compose
Name
[+ Andrea's Training School Chat Rooms
[+ Training District Chat Rooms
[+ Educator Chat Rooms

1] Gaggle Wide Chat Rooms

Jump Te Menu L)

Fo

= [ bteacher’s folders

___.}m [] Random Chat Room
g Blocked [ Music

L, Drafts []Sports

L sent [[]Mavies and Televisien
L7y Deleted [] Kids Age 10 or less

4. While in the chat room, names of other users logged in are listed on the right-hand side of the screen. Users can
choose the style, color, and size of their chat font. The Alert, Warn, and Block buttons are located on this

screen as well.

5. Type the chat message in the Chat Here box and click Send. The entire chat discussion will appear in the large

white box above.

Chat Rooms for: Andrea’'s Training School
Chat Room: Social Studies Test Review

Version 1.0.7 You are in 'Social Studies Test Review’

™~

T~

™~

=]

Chat Here:

| Dialog = ] (12 % ]

Send

“Ahteacher

\

. CDEDED T

Eick
OFff

This lists everyone
currently logged
into the chat room.
Student symbols
are people,
teachers are stars,
and Gaggle
personnel are three
triangles.

Chat functions
buttons.
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Block button - Users should highlight the name of the person they
wish to block and click the Block button. Users will no longer see Gaggle Chat Abuse Report

chat from thi's person, and a line wi!l appear through the user’s name zgﬂ; ;ﬁﬁ“;ilrg;ﬁagﬂgg;;glw ot

on the chat list. To unblock them, hightlight the user's name and click Chat room: Social Studies Test Review

the Block button again. Abuser Name: cstudent

Brief Synopsis of the Abuse:
Tell us what happened with as much detail as you can provide |

Warn button - Users should highlight the name of the person they
wish to warn and click the Warn button. They will be prompted to
make sure they wish to continue. If so, click OK. The person who
is warned will see a message in the chat window that says, 'You have

been warned by another user.'
Chat Context:

. . bteacher: Hello Charles
Alert button - Users should highlight the name of the person they cstudent: Can you please resend me the So

wish to alert and click the Alert button. Again, they will be asked if quide?
they wish to continue. The Alert button offers an anonymous way for
students to police the rooms themselves by reporting other users who
are sending offensive messages. When users click on the Alert but-
ton, a screen will appear asking them to type what occurred in the chat
room. When finished, users should click the Report Abuse button.
An email notification which includes several lines of the chat session
is sent to both the administrator of the student who made the offensive

!'f_ Report Abuse "‘

post and to the educator who is the owner of the Chat Room.

Kick Off button - This button is only available to users with School Teacher access and above. If a teacher
observes a student behaving inappropriately in a chat room, this function gives the teacher the ability to automati-
cally remove a student from the chat room. Teachers should highlight the name of the user they wish to remove
and click the Kick Off button. By utilizing this feature, the user will automatically be removed from the chat
room, have their chat room access turned off, and a notification will be sent to the user's administrator via email.

Filtering of Chat Room Messages

Gaggle's chat filtering system makes it easy for teachers to monitor students' chat activity and to encourage students
to be better chat citizens. The goal is for the students to mind their manners without teacher intervention.

When students post chat messages with blocked words, the system does not tell the student the chat was blocked.
In fact, the inappropriate chat is displayed on the chat screen as though it went through, but the offensive text does
not appear on any of the other students' chat screens. Teachers will still see that the student tried to post question-
able chat and the student's administrator and the chat room owner are sent notifications about the offense. When
a student tries to posts an offensive chat message for the 9th time during one chat session, the student will get a
warning. The warning states that the student's chat access is about to be revoked for bad language. When a student
posts a 10th offensive chat message, he or she will be kicked out of the room and chat access will be revoked. An
email explaining why the chat was disabled is sent to the student and administrator.

The theory behind this system is that if no one sees the bad words there is no incentive for students to post them.

With this system, students do not really know what is blocked, so it is harder for them to test the filters. Students
also must be careful about what they say since they don’t know what is allowed and not allowed.
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Each time a student makes a post to a chat room, it gets compared against the school's Blocked Text List. If any
rule from the Blocked Text List is violated, the chat message will be blocked. If the student belongs to a different
school than the owner of the chat room, the student's chat message will be compared against both sets of Blocked

Text Lists.

Each chat room is assigned to a particular educator much like the students are assigned to an administrator. The
chat room owner is generally the educator who created the chat room, but the rooms can be reassigned to a differ-

ent educator as needed.

Creating Chat Rooms

Any user with a School Teacher access level or higher can create a Chat Room. The following steps describe how

to create a chat room:

1. Click on the Jump To menu, scroll over School Admin, and click on Edit Chat Rooms.

2. Click Add in the top left and enter the chat room name in the text box.

3. Select an owner for the chat room from the drop down menu.

& Check Mail \""-,—:l Compose

Jump To Menu £

e

= ] bteacher’s folders
&Y Inbox (2) |
Lg Blocked
L€, Drafts
Lg Sent
[Fj Deleted
=[] Contacts
=] 1 My Folders
ist pericd math
DDESS
Homework
Math
MNew Folder

PDPDDE

Inbox Edit Chat Rooms Add a new chat
—_— room
‘{@ Add ﬁ'snm.f (_Filir.\
Room Name | Num Users | Owner
7:00 study group Bob Teacher
Algebra Chat 0 Bob Tegoher Right Chck to Vlew
Soclal Studies Chat W District Maxwell chat logs
Social Studies Chat District Maxwell &s-

Soclal studies chat
Social Studies Test Review

View Chat Logs
U

District Maxwell

Create new room

Create Mew Room <7

Chat Room MName

Owner
District Wide

AccesslLevel

== Determines who has

Bob Teacher
[ Bob Teacher ]
[ False [3]
¥ All Users '

Staff and Above
Teacher and Above
School Administrators and Above

District Administrators and Abowve

access to the room

4. Specify the Allowed Users who may access the room. Various choices are listed in the drop down menu.

5. Set the Distict Wide drop down to True if this room should be accessible to other users within the district.

6. Click Create New Room.
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Specified Users Chat Rooms

1. Click on the Jump To menu, scroll over School Admin, and click on Edit Chat Rooms.

2. Select the desired chat room from the list.

3. Select Specified Users from the Access Level drop down and click Save.

4k Check Mail| €% Compose
L] S

Jump Te Menu 3

o

= [ bteacher’s folders
B Inbox (2) |
'@ Blocked
L€ Drafts

Inbox Edit Chat Rooms

g5 Add i Deleta
Room Name

7:00 study group
Algebra Chat
Social Studies Chat
Social Studies Chat

(Filter)
| Num Users
a

oo o

| Qwner
Bob Teacher
Bob Teacher
District Maxwell
District Maxwel|

Click save

Sav e

Chat Room Name Specified Users

g Sent
LTy Deleted
®=[7 Contacts
S 1 My Folders

Owner ': Bob Teacher > I
District Wide [ False (5]
Accesslevel ': Specified Users

i |

e |

|1 1st pericd math

1 DDESS Specified Users

1 Homework Ml Save Unchecked [ Add Members o Add Non-District Users
3 Math User Name Full Name

1 MNew Folder

o egion X1

Select Specified
—" Users

4. Click Add Members.

5. Check the specific users from the userlist. Click Add Selected Users.

Add Selected Users
Pick Specified Users -
Andrea's Training School W (Al Users)
1Al Add Selected Users
User Name FullName Access Level Admin
- joe-max ] 1] Bob Teacher
[ student3 test3 16 Kim Janwrin
[ web2.0beta B4 Bob Teacher
- tom123 tom ] Alice Teacher
[ andreak Andrea Keith 2 71 Bob Teacher
[ kalex56 Kellie Alexander 16 Bob Teacher
[ alltraindist Train Dist All 61 Andrea Keith 2
r julieanders Julie Anderscn 61 Bob Teacher
[ shelliann Shelli Ann Andrews 16 Bob Teacher
- jen.aniston Jennifer Aniston 71 Bob Teacher
[ a.borsch Allie Borsch 41 Master Maxwell
L rlbrown Randv Brown 12 Bob Teacher
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Chat Logs

Educators have the ability to view chat logs for chat rooms they own. (Users at the School Administrator access
level and above can view chat logs for all chat rooms in the school, even if they are not the owner.) The chat logs
allow a teacher to view all conversations that have taken place in a particular chat room since its creation. This way
teachers can monitor the activity of their chat rooms even when they are not participating in the chat rooms with
the students. For each entry in the chat room, the chat log shows the date and time of the entry and the username
of the person who sent the message.

To view a chat log, click on the Jump To menu, scroll over School Admin, and click on Edit Chat Rooms. Right
click on the desired chat rooms.

G Check Mail Compose
o $

Inbox Edit Chat Rooms

Right click to
view chat log

Jump Te Menu G ¥Add [Dekie i)
Room Name Num Users Owpa
o= 7:00 study group Bob Teacher
Algebra Chat i} Bob Teacher
Soclal Studies Chat 0 District Masoaell
= [ bteacher’s folders Social Studies Chat District Maxwell
1 Inbox (2) | Social studies chat View Chat Logs District Maxwell
¢ Blocked Social Studies Test Review U Bob Teacher
L<, Drafts Create New Room
L4 Sent
[ Deleted Chat Room Mame .
i Quner LEob Teacher =
Click a text file to view the log.
Sample Chat Log
&l Check Mail \4«.‘—:| Compose Inbox Edit Chat Rooms Chat Logs: Algefra Chat
= File Name Last Modified File fize (K)
Jump To Menu L)
100066596 bt 02/27/2009 2:00 PM bytes

e

=

|1 bteacher’s folders
¥ Inbox (2) |

¢ Blocked

<. Drafts

Ly Sent

L7 Deleted

@[] Contacts

* Btart log at Thu Now 29 12:00:55 BST 2007
* Start log at Wed Mar 05 0B:56:47 PST 2008

* Start log at Wed Jun 11 12:26:18 PDT 2008

k Ciarts o a4+ Tiie Dee (00 104842 ST 20018

Thu Nov 29 12:00:55 PST 2007: bteacher: hi everyo
Wed Mar 05 08:56:47 PST 2008: bteacher: hi welcom

Wed Jun 11 12:26:18 PDT 2008: bteacher: hi everyo
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Introduction

The Digital Locker is an online file storage system for each user, similar to a network drive. Users can store files on
the Gaggle servers and can access them from anywhere there is an internet connection. For example, students can
upload a word document at school and download the file at home to finish as homework. There is no need for jump
drives and the risk of viruses is greatly reduced. All files are checked for viruses when they are uploaded and again
before they are downloaded from the servers.

The Digital Lockers are also a great way for teachers to store class notes, permission slips, and school information or
function as an online homework portfolio. Teachers can store files in their locker and email their students with the
location of the file. Students can then either email the file back to their teacher or upload the file to their own Digital
Locker.

Digital Locker Access Levels

Like all features on Gaggle, the educators are in control of the accessibility of files to others. Teachers can restrict
students’ ability to upload and view files stored on the network. The default for the Digital Locker Access Level can
be set on the School Setup page or on a user-by-user basis. While teachers can restrict students, we see very little
downside to allowing full Digital Locker access.

The controls for the Digital Locker Access Levels can be found under the Advanced tab on the School Setup page,
the Advanced tab on the User List page, and the Advanced tab for an individual user.

The Digital Locker Access Level determines what options users have to choose from for each file they store. The
following is a description of each of the Digital Locker Access Levels:

|Qaggle.Net

A Chock Mal ] Compsn Inbox | School Setup
Mg To b - [ save Mo Saturge O Andrea's Training Schocd Hd
Jum| ana G .
Basiz  Advanced Blog Settings
1+ 3
T 1 Dafauit Mag Board Aads | Schadd Message Boards Only 3
bteacher's folders Can Score bvernet, Digtrice & Schood Public Files
BN 1k [6) | Coful Chat Room Al - srare Districr & Schosl Public Filcs
& Bleched Diafas Dugaal Loghey Aconss Lavl & Can Stare School Public Files

Can Only Store Private Files

g, Drafs
§ Sent Digital Locker Filte ¢ seove Files
.I'l Dalated Emadl Desplay Mame i Qutsider Canmon Stove o Wiew Files
[0 Contacts Cauthound Mail User identihcion | User Level, Distries and Schosl Name 1o
My Folders Deerfault Max Sent Massages Par Dy | Mo Limic 589
15t period math

npree Max Recipients Per Email | 50 #

Can Store Internet, District, and School Public Files — Users can store private files, files that can be accessed by
other school and district users and non-Gaggle users. (Students’ Digital Lockers are not accessible to non-Gaggle
users. This setting is in conjunction with Profile Pages.)

Can Store District and School Public files — Users can store private files and files that can be accessed by other
school and district users.

Can Store School Public Files — Users can store private files and files that can be accessed only by other school users.
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Can Only Store Private Files — Users can only store private files which are not accessible to anyone else.

Cannot Store Files — Users cannot store any files in their locker, but they can view other users’ public files.

Cannot Store or View Files — Users cannot store any files nor can they view other users’ public files. The Digital
Locker link does not appear in the Jump To menu.

Digital Locker Filter

The Digital Locker Filter allows a school and/or district to choose how to handle potentially inappropriate locker
files. Normal blocking requires an administrator to release the file is one option. We recommend our Notification
setting to reduce frustration for both students and teachers, as it will allow immediate access to the file, but still scan
it and send the administrator a notice if it has questionable content. For example, a student is working on a paper for
health class and the paper is on muscles and joints. The word “joint” is on one of Gaggle’s blocked word lists and
could therefore potentially be blocked from uploading to the Digital Locker. Instead of having the file automatically
blocked, a school or district can choose to have the Gaggle Administrator for that student receive notification in their
Inbox. The notification will explain the potential blocked reason and a copy of the file as an attachment. If the file
is indeed inappropriate, the Gaggle Administrator can delete the file from the student’s locker.

o, Check Mail  &5] Compose Inbex  School Setup

Save More Settings O | [ Andrea's Training School &

Jump Te Menu

Basic Advanced Blog Settings

o=

Default Msg Board Access ': School Message Boards O

= 1 bteacher’s folders

B 1nbox (0) ] Default Chat Room Access [ All Chat Roems

L& Blocked Default Digital Locker Access Leve” ;wrr‘ml = 3l Public H

', Drafts Digital Locker Filte =

g Sent o ) Mone —

[ Deleted Email Display Name to Oulsidere e~ dMmende
@[T Contacts Cutbound Mail User [dentification 'j User Level, District and S

B L1 My Folders Default Max Sent Messages Per Day [ No Limit 18
1 1st period math ) .

There are three options to the Digital Locker Filter:

Normal — Uploaded files will be blocked if caught by one of Gaggle’s filters and a notification email will be sent to
the student’s Gaggle Administrator to review the file. Notifications are sent to the administrator’s Inbox. A link will
be provided to unblock or delete the file and the student will not have access to the file unless it is unblocked.

Blocked File For: cstudent@gaggle.net File ID#250693067 Fri 02 Jan 2009 01:46:28 PM -0500
admin@gaggle.net E To bteacher@gaggle.net
document.doc (137 kb)

IThe user cstudent, cstudent@gaggle.net, uploaded a digital locker file
that may contain questionable content.

Full word match: hell in attachment document.doc

ITo unblock the file, visit this url:
http://www.gaggle.net/gen? template=/templates/gaggle/html/externallnblockFile.jsp&e id=c1ecc?3q

o delete the file, visit this url:
| ttp:/fwww.gagale.net/gen? template=/templates/gaggle/html/externalDeleteFile.jsp&e id=clecc?369
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Notification — Uploaded files that are caught by Gaggle’s filters will still be uploaded into the student’s digital
locker. A notification email will be sent to the student’s Gaggle administrator notifying them that there is a file with
questionable content that needs to be reviewed. If the file is allowed, the email notice can be deleted as the file is
already accessible to the student. If the file is inappropriate, the administrator can access the file and delete it.

Questionable File Notification For: cstudent@gaggle.net File ID#25069115 Fri 02 Jan 2009 0

admin@gaggle.net B To bteacher@ga
document.doc (137 kb)

The user cstudent, cstudent@gaggle.net, uploaded a digital locker file

that may contain guestionable content. .

— File was not blocked.

Full word match: hell in attachment document.doc

This file was NOT blockegccording to your group settings.

None — All files will be allowed to upload to the Digital Locker without filtering.

Uploading and Downloading Files

To access the Digital Locker, click the Digital Locker link from the Jump To menu. The screen below will appear.
The following steps describe how to upload a file to the Digital Locker.

1. Clicking Add File will bring up a browse window. Double click on the desired file to upload the file into
the Digital Locker.

2. Files will automatically be uploaded with an access level of Private. To change the file access, click on an
uploaded file and then select the Change Access Level button. From the drop down menu select the new
access level for the file. A user may also change the access level by clicking on the uploaded file and using
the mouse to left click under the Access column. A drop down menu will appear for selection.

3. Users may also organize their files by adding folders. To create a file folder, click on Add Folder and type
in the name of the new folder. When finished, click enter. To add files into the folder, drag and drop files
into the folder using the mouse.

3k, Check Mail <& Compose Inbox Digital Locker
Jump To Menu ) 'L&Md oden
#=| Add File T Delete | EF Unblock |[Change Access Level @I
[ / Name
— EI[] Digital Locker School Public
Bl bteacher’s folders & Class Only N .
. Click to change
Click to upload a file. =] &% Inbox (0} | e Teachers+ level
L& Blocked _ . access level.
[ 2nd hour Science School Admin+
j gra:ts [ 4th hour Science District Public
en
Internet Public
[ Deleted B3 Classes
mET Contacts FLT Math
=] [0 My Folders [ Ms Maxwells 1st pericd englishew Folder
1 1st pericd math F[] Reading
1 Homework [ Social Studies
- Math 0 Test 4
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The file access levels determine whether or not a file is visible to other users on the system.*

Private No other members of the school can see the file.

School Public All members of the school can see the file.

Class Only Only members assigned to the same administrator can see the file.

Teachers Plus Only users with an access level of School Teacher or higher can see the file.
School Admin Plus  Only users with an access level of School Administrator or higher can see the file.
District Public Users at schools within the same district can see the file.

Internet Public Non-Gaggle users can view the file from the user’s Profile Page. (See Chapter 7

for more information on Profile Pages.)

*Educators can view all files for any user with an access level below their own. For example, a School Administrator
can view all files of a School Teacher.

To download a file from the list, double click on the name of the file.
Users can download files from another user’s Digital Locker by clicking the Directory folder located under

Contacts on the left side toolbar. Once in the Directory, click the Locker link next to a user’s name to see available
files in the locker.

o, Check Mai 5] Compese Inbox &z Directory
= [ Andrea's Training School 5] | View (Al Users) [1Select All Access another
Jump Te Menu (J N
User Name First Name Last Name | Access users locker
o joe-max ] Default Locker by Clicking the
tudent3 test3 Read Onl Locker .
stugen s sl — locker link.
a 1 bteacher's folders testp parent Regular Parent Locker
L3 Inbox (0} web2.0beta School Master Locker
L& Blocked tom123 tom Default Locker
<. Drafts andreak Andrea 2 Enhanced School Teac Locker
¢ Sent kalex56 Kellie Alexander Read Only Locker
i Deleted alltraindist Train All School Staff Locker
B (3 Contacts julieanders Julie Anderson School Staff Locker
g W shelliann Shelli Andrews Read Only Locker
roups
¥ P jen.aniston Jennifer Aniston Enhanced School Teac Locker
] 1My Eolderc

Every user’s locker is accessible by all other users at the school. Only files marked as School Public or higher will
be viewable by users other than the owner of the locker. For example, if a student clicks on the Locker link for a
teacher, the student will only see files in the teacher’s digital locker that are marked School Public or higher.

If a user’s access level is School Teacher or higher, the student lockers can be accessed from the User List. A locker

link is clickable for each user in the list. The Locker is also accessible on the More Settings menu at the top of an
individual user’s data page.

Deleting Files from the Locker
As a safety feature on Gaggle, students cannot actually delete files from the Digital Locker. Students can only mark
files for deletion. Files marked for deletion will no longer appear in the file list when students view their locker.

Users at the School Teacher access level and higher will continue to see the deleted files in the file list for 30 days.

Deleted files can be undeleted by teachers. To permanently remove a file from the system, delete the file a second
time.
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Introduction

Gaggle's Profile Pages make it simple to create and maintain web pages for everyone in the district. The entire school
community can easily find basic information, such as school addresses and phone numbers, staff names and contact
information, important files, personal information, and more in one place!

The pages are automatically created for every school or district with a Gaggle account. Schools can choose who should
have permission to view teacher and student pages.

Key features include:

Customizable pages for the district, schools, staff members, and students

"Instant homepages" for teachers and students

Easy set up and administration - set up a page in less than five minutes

The ability to restrict who can see each type of page

Automatically share files from Gaggle Digital Lockers

Post a custom image or icon on every page

Find and collaborate with other Gaggle schools and classrooms from all over the world
Seamless integration with Gaggle email accounts - you never need to login to Profile Pages

Getting the Most from Gaggle Profile Pages

Here are just a few ideas to help teachers and students get the most from the Profile Pages:

Send an email to all students and teachers announcing Profile Pages and ask them to customize their pages.
Conduct a short demo at the next staff meeting and brainstorm ways teachers and students could use the
pages to improve communication, work more efficiently, and improve academic results.

Find Gaggle schools in other parts of the country/world and contact them about being key pals. Since every
one is a Gaggle user, the email will be safe.

Show small groups of students how to customize their pages and ask them how they will use it.

Show teachers how to post files to their Digital Locker and share the files with parents via their Profile Page.
Try keeping the profile pages as unrestricted as possible - the more people that see the pages, the more
useful they become.

Privacy, Safety, and Security

Like all Gaggle features, safety and security are an important part of Profile Pages. While we hope that every school
and district will share their pages with the rest of the Gaggle community, we give all School Administrators the power
to determine the level of security that is right for their school.

Default security settings:

District, school, and staff pages are viewable by the public.
Student pages are viewable only by Gaggle users in the same district.
Images are turned ON for all pages.
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Custom security permissions can be set for staff and student profile pages. Permissions set at the school level trick-
le down to all staff and student pages in that school. The default setting for school and district pages are always set
to "Public," because the information on these pages is in the public domain.

To adjust the security permissions, click the School Profile link located in the More Setttings dropdown.

To set specific restrictions on Staff Pages, adjust the Permissions menu at the bottom of the School Edit Page. This
menu sets permissions for ALL Staff Pages in the school. We recommend keeping it set to “Public” so parents,
staff, and students without Gaggle accounts can see the pages.

Public
Gaggle

District
School

All public internet users can view Staff Pages.

Only Gaggle users can view Staff Pages, including users

from other schools.

Only Gaggle users from the same district can view Staff Pages.
Only Gaggle users from the same school can view Staff Pages.

Permissions

Staff Pages

Student Pages

Allow Student
Pictures

District
Schoal

MNone
=

+ FPublic
Gaggle
|

To restrict access to Student Pages, adjust the Permissions menu at the bottom of the School Edit Page. This menu
sets permissions for ALL Student Pages in the school. We recommend keeping it set to School or District so staff
and students can see the pages.

Public
Gaggle

District
School
None

All public internet users can view Student Pages.

Only Gaggle users can view Student Pages, including users

from other schools.

Only Gaggle users from the same district can view Student Pages.
Only Gaggle users from the same school can view Student Pages.
No one can view the Student Pages; the featured is disabled.

Users at the School Adminstrator access level and higher also have the ability
to allow or disallow pictures on Student Pages. By unchecking this box, stu-
dents will not have the option of placing an image on their page.

Permissions

Staff Pages Public |
Caggle
Student Pages
School
Allow Student MNone
Pictures
Allow Student
Pictures E
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Getting to Profile Pages

To access Gaggle's Profile Pages, select Profile

Pages from the Jump To menu.

The initial Profile Pages screen opens in a new
window on top of the main Gaggle email window.
Here you can find information on districts, schools,

o, Check Mail 5] Compose Inbox

FO
Digital Locker
9 admin@gaggle.net
Message Boards )
admin@gaggle.net

Homework Drop Boxes

teachers, and students that belong to the Gaggle Chat kirki@gaggle.net
community. admin@gaggle.net
Andrea Keith
Close or minimize the Profile Pages window to see My Blog Andrea Keith
the Gaggle email window below it. Portal Links v Charles
School Admin >

Using these links, a users can quickly
jump to their personal page, school's
page, or district's page.

To find Profile Pages for other
schools, select a country and state

from the drop down menus. \

=[] Contacts admin@gaggle.net

B 1 My Folders
|1 1st period math

I Jump To Menu O ‘ F=Reply [RReply Al [f¥Forward
F

Profile Pages

Gaggle Profile Pages help you find important information on districts, schools, staff and students.

> My Personal Profile Page
> My School's Profile Page

> My District’s Profile Page

Browse by Locatlon

y o
#8fe emall for studeP*™ Gaggle Community > Welcome, Bob Teacher from Anc

S mﬁilnm =~ [ Selact state } C]
E) STy [ United States = |
By default, Gaggle shows all the schools in the state or province Search Results Next ==

in alphabetical order by the school name.

21st Century Council Scottsboro, Alabama

50 schools are listed per page. Click the Next button to browse abbeville Middle School Abbeville, Alabama

through the next set of 50.

Select a school by clicking on its name.

Adamsville Elementary Adamsville, Alabama

Alabama School for the Blind Talladega,
Alabama

Alabama School for the Deaf Talladeqga,
Alabama

Alabama State University Montgomery,
Alabama
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Narrow the search by selecting a city from
the drop down menu.

NOTE: Profile pages do not currently have a

simple web address (URL). You can book-
mark or "cut and paste" a profile page URL )
for later use City: e ]
State/Province  abbeville
When viewing a district, school, staff, or Country: Adameville T |
student page, use the menu links at the top of _ :i:jc';m [
the screen to navigate through profile pages Alabaster
in the Gaggle community. Search Results ;.51 Next >>

Gaggle Community = Test distriet = Sample School 1

100 N. Main Street
Anytown, lllinois 12345

School Pages

School pages provide basic information on || o Check Mail  §5] Compose Inbox  School Setup
a school and list all staff and student pages Jump To Menu © | Save | More Settings © || [ Andrea's Training
associated with the school. Basic Add User

o= View User List
A school page is automatically generated Blocking Rules
for all Gaggle schools. All school pages = [J bteacher's folders Usage Reports Tr3
are viewable by the entire Gaggle com- g [nbox (2)) Rastal Adnks jch
munity AND the general public, unless a o g'oc;:ea —t
School Administrator chooses to hide the :; s:r:ts Allgvid Pare”éi?;’r:';?::j —]

school from view (see below).

A user with a School Administrator or School Master access level can make changes to the school page by select-
ing School Profile from the More Settings dropdown on the School Setup page.

Use the fields on the Edit School Profile page to list important infor- General Info
mation about the school. Bolded fields are important topics that we
highly encourage a school to complete. Click Save at the bottom of
the screen to save the changes.

School: Andrea’s Training School

Street:

If a school does not plan on using the school Profile Page or wants

to hide it from view, leave the state field empty. Remember, hiding Street2:
the school profile page means that outsiders cannot browse the school

page. City: Marmal

State/Province: | lllinois -+
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A school can place its own image on the school page - a picture of the school, the school mascot, or the school logo
are a few examples. Follow these steps:

1. Use an image editing program to re-size the picture so it is exactly 80 pixels by 80 pixels.

2 On the Edit School Profile page, there is a section titled Layout Options. The option to insert or change the

picture on the school's profile page is located under this section.

Click Browse to find the image.

From the window, find and select the picture file. Then click Open.

5. Double check that the image field now has the full path to the file. If so, the new file will be uploaded when
Save is clicked at the bottom of the page.

W

Staff Pages

Staff pages provide basic information on a staff member within the school. They are an efficient, secure way for
staff members to share information about themselves with students, parents, and colleagues.

A staff page is automatically generated for all staff members with a Gaggle account. By default, all staff pages are
viewable by the entire Gaggle community AND the general public, but you can change the permission settings by
going to the Edit School Profile page.

Staff members can make changes to their own page by logging into Gaggle with their unique user name and pass-
word, browsing to their profile page, and clicking the Edit Personal Profile. School Administrators and School
Masters can also edit the pages of any user below their own access level.

Staff members can use the fields on the Edit Staff Profile page to list important information about themselves. All
fields are optional. Bolded fields are important topics that we highly encourage users to complete. Click Save at the
bottom of the page to save any changes.

Users can place their own image on the Profile page - a picture of themselves, their favorite vacation spot, or any-
thing else. Follow these steps to add a picture to a profile page.

Use an image editing program to re-size the picture so it is exactly 80 pixels by 80 pixels.

On the Edit page, there is a section entitled Layout Options. The option to insert an image is under this section.
Click the Browse button to find the image.

From the window, find and select the picture file. Then click Open.

Double check that the image field now has the full path to the file. If so, the new file will be uploaded when
Save is clicked at the bottom of the page.

NS

School Administrators and School Masters have the option to turn this picture feature ON or OFF. If the box is
checked, the picture will be visible on the profile page.

Users can have up to five websites linked from their page. Users must have both a "Label" and a "Link" (web
address) for the link to show up on the page. Web addresses do not need “http://,” but it works just fine if it is

included.

Each staff page can display one free-form text message and one basic list of information. Our default labels are just
suggestions. Users can share whatever information they want. Uncheck the boxes to hide various items on the page.
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Student Pages

Student pages provide basic information on a student within the school. They are a fun and safe way for students
to share information about themselves with their friends and teachers.

A student page is automatically generated for all students with a Gaggle account. By default, all student pages are
viewable only by Gaggle users in the same school. A School Administrator can change the permission settings at
any time by going to the Edit School Profile page.

Students can make changes to their own page by logging in to Gaggle with their unique user name and password,
browsing to their profile page, and clicking Edit. School Masters and School Administrators can also edit the pro-
file pages of their students.

Students can use the fields on the Edit Student Profile page to share important information about themselves.
Students control everything on the page, so all fields are optional. Bolded fields are important topics that we high-
ly encourage users to complete. Click Save at the bottom of the page to save any changes.

Students can place an image on their page - a picture of themselves, a cartoon character, their favorite pet, or any-
thing else. Follow the steps on page 90 under the Staff Pages section.

School Administrators and School Masters have the option to turn this picture feature ON or OFF. If the box is
checked, the picture will be visible on the profile page.

Students can have up to five websites linked from their page. Users must have both a "Label" and a "Link" (web
address) for the link to show up on the page. Web addresses do not need “http://,” but it works just fine if it is
included.

Each student page can display one free-form text message and two lists of information. Our default labels are just
suggestions. Students can share whatever information they want. Uncheck the boxes to hide these on the page.
Teachers should educate their students about the importance of never posting any information that could be harmful
to themselves or others.

Filtering of Content

All text entered by students is scanned for offensive words and phrases. Any attempt to save offensive text to a
profile page will result in a warning and an email notification will be sent to the administrator of the student. In
addition, all uploaded images are checked by Gaggle’s Anti-Pornography Scanner.

District Pages

District Pages provide basic information about a school district and list all of the schools and their corresponding
Profile Pages. A district page is automatically generated for all school districts with more than one Gaggle school.
All district pages are viewable by the entire Gaggle community AND the general public.

Any user with a District Administrator access level or higher can edit the information by going to the Edit District

Profile page. All of the options on the Edit District Profile page are very similar to the options on the Edit School
Profile page.
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Introduction and Project Ideas

Gaggle Blogs are a safe blogging solution to help protect students from the dangers associated with typical blog-
ging sites. They provide a safe place where students can share their thoughts, ideas, and creativity. A blog, in its
simplest form, is an online journal.

Gaggle Blogs are safer than other blogging sites because the teachers are in control. Teachers can decide if access
to the student blogs is restricted to just within the class, school or district, or opened to the outside world. Teachers
can restrict who can comment on the blogs, hide full names and email addresses, prevent pictures, and more.

Students are not the only people who will benefit from Gaggle Blogs. Educators all over the country are finding
new and innovative ways to incorporate this emerging technology into their classrooms and daily curriculum. The
following are some of the project ideas we have seen from other teachers.

Free Journaling/Creative Writing

Teachers can use blogs as free journals for students by requiring them to create daily or weekly journal entries.
This activity helps students learn how to properly convey their thoughts in writing. This also provides a good out-
let for young authors to share their creative writings and poetry.

Writing Prompts

Blogs can be used as a place for students to submit responses to writing prompts given to them by their teachers.
For instance, this is a great way for English and Literature teachers to have their students post responses to different
stories and books they are reading in class. Since the students can read each other's responses, they can easily read
their classmates thoughts on the responses and learn from one another's feedback. Writing prompts can help the
students better prepare for class discussions.

Literature Reviews

Students can use their blogs to post their literature reviews or book reports. Using blogs for book reports puts a
new twist on this traditional assignment. Blogs can help promote literacy among students by allowing them to rec-
ommend and review books for their peers.

Current Event Log

Students can post a weekly blog entry on a current event from their local community, the country, or the world.
They can write a short paragraph about the event and post a related picture in their blog. This activity helps stu-
dents develop their writing and reading comprehension skills and increases their knowledge of current events.

E-Portfolio

An e-portfolio is an online archive of a student's work. This is a great way for students to keep a record of all of
their papers, research projects, and other assignments throughout their school career. High school students can use
e-portfolios to submit college applications online.

Message Board
Blogs can be used as another type of message board. Since students have the ability to post comments to other stu-
dents' blog entries, a blog can become an elaborate online discussion with many different participants.

Research Findings

Students and teachers can share interesting research findings and statistics on their blogs. These research findings
and statistics can be used to help educate others or for collaboration with other classmates on group projects and
assignments.
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With Gaggle Blogs, the possibilities are endless. Teachers can integrate the tools their students are already using at
home in the classroom.

Blog Filtering

In addition to the teacher controls, Gaggle is the first web site to provide powerful tools for filtering blogs. Each
blog entry is scanned against a blacklist of inappropriate words and phrases, and all graphic files are processed
through Gaggle's Anti-Pornography Scanner. The APS filter even scans URLSs to block web sites that contain porno-
graphic content.

If a blog entry is blocked by the Gaggle filters, the entry is re-routed to the student's administrator for review before
it can be posted. The blocked entry will be sent to the administrator as an email. The email will contain two links:

one to unblock the entry and one to delete it. Administrators can then determine if the entry should be allowed and

unblock it, or they can delete the entry.

Blog Settings

As with all Gaggle features, safety and security are an important part of the blogs. While we hope every school and
district will allow their users to share their blogs with the rest of the Gaggle community, we give each school and
district the power to determine the level of security that is appropriate for them.

Users with School Administrator access level and higher can access the Blog Settings from the School Setup page by
clicking on the Blog Settings tab.

The following is a list of the different blog settings that can be altered by a school. (See page 95 for a more detailed
description of these settings.)

Blog View Restrictions Determines students’ access to other blogs.
Blog Access Controls who can create/view students' blogs.
General Public Determines if a password is required to view General Public blogs.

Password Required

Blog Approval Required Determines if all blog entries must be approved by an administrator before posting.
Comment Access Determines who is allowed to make comments to students' blogs.

Comment Approval Required Determines if all comments must be approved by an administrator before posting.

Commenter Name Viewable Determines if the name of the person making comments to a blog will be viewable,
and if so, by whom.

Commenter Email Viewable Determines if the email address of the person making comments to a blog will be
viewable, and if so, by whom.

Allow HTML Determines if blogs can be written with large fonts and colored text.
Allow Images Determines if blogs can contain images (requires HTML to be allowed).
Color Scheme Controls the default color scheme for the blogs.
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®[T Contacts Commenter Mame Viewable | School Only 4

= 1 My Folders

S ( .
1st period math Commenter Emall Viewable | School Only ,]

-
[0 DDESS Allow HTML | ves 1§
1 Homework Allow Images | Yes 4]
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Creating a Blog Entry

It is very simple for users to create new entries in their Gaggle Blog. The following steps will demonstrate how to
create a new blog entry.

1. From the Jump To menu, select My Blog.
2. Click Create New Blog Entry at the top of the main blog page.

)

s s
afe &mall for stl_-l.dam' Gaggle Community > Gaggle.Net, Inc. > Gaggle.Net, Inc.

Captain Kirks Gaggle Blog wsitors: 301 £

http:/ /www.gaggle.net/blog/ captain Click here to

-
) show Deleted Entries create a new
entry.
Create New Blog Entry

My New Blog!

I hope you enjoy this blog.

Posted at 4:22 PM CDT March 10, 2009 | Comments (1) | Delete Blog Entry | Edit Blog Entry | Report Abuse

3. Select a title for the entry and type it in the "Title" box provided.

4. Type the desired text in the box provided. If HTML is allowed, users can change the style, font, size, and
color of the text. Users can also make their text bold, italic, or underlined, and can create numbered and bulleted
lists. (Macintosh users need either Safari 2.0 or the Firefox web browser to create HTML text.)

5. To insert a picture, click Add Image from the tool bar. If images are turned off, this button will not appear.
Another window will open displaying the digital locker contents for that user, where he or she can select which
picture file they wish to add.

6. When finished, click Submit New Blog Entry to post the blog entry.

CRazazila Mark

)

5
nis

afe ama for stude Gaggle Community >

Create New Blog Entry

Type title
here. —
mw‘elcome
HTML | (Stylel -+ tFony +] isizel %)
text B 7 US=SE=E—EZEZEFEAreamady
toolbar IHello and Welcome to my Gaggle Blog ‘\

L7 ™ Add Image icon

v

Type text here.

I: Submit New Blog Entry W I: Cancel -\
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Once a blog entry is submitted, a user has the option of editing or deleting the blog entry. Below each blog entry
are two different links: Delete Blog Entry and Edit Blog Entry.

If a user clicks Edit Blog Entry, the entry will open in the same text box where it was created. The user will be
able to edit the entry and re-submit it by clicking Update Blog when finished. By clicking Delete Blog Entry
link, the current blog entry will automatically be deleted.

Gaggle.Net

“2ielomalijforjstusen”

Gaggle Community > Training District > Andrea's Training School

Delete Blog

Mr Bs Blog wisitors: 512 & — Entry link

http:/ /www.gaggle.net/blog/MrBsBlog
[7] Show Deleted Entries

Create New Blog Entry Edit Blog

~ Entry link
My New Blog! y

I hope you enjoy this bleg.

Posted at 5:27 PM EDT April 15, 2009 | Comments (0) | Delete Blog Entry | Edit Blog Entry | Say It | Report Abuse

Test

Educators have the option of editing or deleting blog entries from their students' blogs as well. When an educator
is viewing a student's blog, he or she will have the option to view all of the deleted entries. A deleted entry con-
sists of any blog entry that was deleted or edited by the owner of the blog or the educator.

In order to view the deleted entries, an educator can put a check mark in the box labeled Show Deleted Entries
underneath the blog name. Each deleted entry will show the original entry and will display the word DELETED
next to the title. To hide the deleted entries, uncheck the box at the top. To permanently hide a deleted entry, click
on Permanently Delete Blog Entry. These entries will no longer appear, even when the Show Deleted Entries
box is checked.

Gaggle.Net

(el analin st o0t

Gapale Community = Training District = Andrea's Training Schoeol

¥ Sterw Dukotid Ertrivs

Create New Blog Entry

My Wew Blog! - DELETED
T helipee yoia @y this bog.

Poatad st 5:27 PM OOT Ageil 15, 7009 | Parmanantly Delete Biog Enbry | 88 Mg Enkry | Say It | Raport Abuss

Permanently
Delete Blog Entry Test - DELETED
link —
image
Fosted ot 5:31 PH EDT Herch 23, 3008 | Parmanen Ay Dalwte Blog Entry. | Edit BlouEntry | Say 2t | Repcrt Al
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Viewing Gaggle Blogs

Part of the enjoyment of creating a blog is being able to see what other people are writing about. Depending on a
user’s access level, users may be able to view blogs from everyone in their school, district, or Gaggle wide.

There are two different ways to view other users' blogs. The following are instructions for viewing other Gaggle
Blogs within a user's school or district.

1. Open the Contacts folder and click on Directory.

2. Next to each person's name are three different links: Locker, Profile, and Blog. The Blog link will only
be active if a user has created a blog and if the user logged into Gaggle has access to the person's blog.

3. Click on Blog, and the person’s blog will open in a new window.

b Check Mail .\] Compose Inbox User List &a Directory
| Andrea's Training School 4] | View (all Users) [ Select All
Jump To Menu L} N
User Name First Mame | Last Name / | Access
joe-max ] Default Locker Profile Blna
student3 test3 Read Only locker  Profile ~ Loading Din .
Inactive Blog
L[] bteacher's folders testp parent Regular Parent Locker Profile Blog <f— link
5 Inbox (2} web2.0beta School Master Locker Profile Bleg
g Blocked tom123 tom Default Locker Profile Blog
[& Drafts andreak Andrea 2 Enhanced School Te  locker  Profile Blog ‘\ Active Blog
Lg Sent kalex56 Kellie Alexander Read Only Locker Profile Blog link
Lf Deleted alltraindist Train Al School Staff locker | Profile Blog
B [ Contacts julieanders Julie Anderson School Staff Locker Profile Blog
r m shelliann Shelli Andrews Read Only Locker Profile Bleg
®[T My Groups o . . .
- My Folders jen.aniston Jennifer Aniston Enhanced School Te  Locker Profile Blog
=
[ 1st period math a.borsch Allie Borsch Student Locker Profile Bleg

Users can also search for Gaggle Blogs in the same way they can search for Profile Pages. From a user’s personal
blog page, click on the Gaggle Community link at the top of the screen and continue to follow the search instruc-
tions listed on page 88 of Chapter 7. After selecting a school, all of the blogs that have been created in that school
group will appear in a list.

Adding Blog Favorites

All users have a list titled “My Favorite Gaggle Blogs” on the right hand side of their personal blog page. This
allows users to share some of their favorite blogs with others. While users are viewing other people's blogs, they
have the option of adding a blog to their list of favorites. By adding a blog to the favorite list, a hyperlink will
be created in the users “My Favorite Gaggle Blogs” list. Other people can then view that user’s favorite blogs by
clicking on the links.
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The following instructions explain how users can add a blog to their favorites.
1. When viewing another user's blog, click Add this blog to my favorites in the top right hand corner.

Click here to create a
Favorites link.

4R il par anudent™ Gaggls Community > Training District » Andeaa’s Training Schpal

Veterans Day meies =2 Ednt rols
Bte S wwow aapobenat Sblen) veterassponm * dd this blen 19 my favertesy
e Dt Ervies ¥ Wiaw cuteadest’s Perscas] Profis
> Print
Thank You Search This Blog
I have ot met you before I ] ﬂ

But I feel as though 1 know you well.

¥ou fought and died for our country.

' ou never hooked back on what you had bost

You kept on going. never coming to & hak. ot Geggte Bloge
You fought for me, for kim, for her, and for them.

2. Users will be given the option to add a comment line to the blog favorite which will appear in parentheses

below the link.
clow the lin Type comment here. Create Link

Caade.Nat

“4re email for student® Gaggle Communi

Add a comment to the link (optional)

Commant .

s anen;
Create Link )

3. Click the Create Link when finished. The blog link and comment will be added to the user's list of favorite
blogs

__(.}gggle.

el |1 o n AT

Mr Bs Blog wames sa & * EdR Bloa Controls
RETpa e Ba g net/ Blag HrEaBlag Y Par 1 Praf!
|| Shoe Dwiind Eririaa = Print

Walcome | “

waelsame ta my Blag!

Posted st &:18 P EDT Apdl 19, 3038 | Commants () Dealln Blog Eniry ES Blog Eniry Bew TE Bapart Sbuss

Hey Yeterans Day (dewiel
1 TFadian)

Hawing Tun i
Incab's DNrrast Evenes [dsistal

Poatad st &:45 PH DST Fabrusry 75 2009 | Commaots (1) | Dabats Biog Dndry | [ait Blog Enbry | Say IF | Raport Abuss it

Blog link Comment line
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Blog Comments

A Comments link with a number next to it in parentheses at the botom of each blog entry indicates the number of

comments posted to that blog entry.

Mr BS Blog [Visitors: 523-![3

http:/ /www.gaggle.net/blog/MrBsBlog
[ Show Deleted Entries

Create New Blog Entry

Welcome

Welcome to my Blog!

Posted at 6:19 PM EDT April 15, 2000 | Comments (2) | Delete Blog Entry |

Edit Blog Entry |

Say It | Report Abuse

——

To add a comment to a blog entry click on the Comments link. The comment box will open in a new window

Posting Comments to a Blog

and the user will be able to see all of the previous comments posted. At the

Comments link

bottom, there will be a section to post

a comment. The comment box has all of the same functions as the box for creating a blog entry. Click Submit
Comment when finished, and the most recent comment will appear at the top of the screen.

Comments

o Show Deleted Entries

Previously

posted —>| Have a nice day.

comment. , i : : - :
Posted by: Kirk Leman (kirk@figaggle.net] (Sys Admin) | March 10, 2000 4:52 PM Delete Comment |
Edit C nt

Name

and email | English to Spanish | Lml

address of

commenter Post A Comment

and date and

) Mame: Kirk Leman
time of post.

Email: kirk@gaggle.net

| [Style]

?1 [Font]

u

B I

Type comment
here.

This is a tesq

Submit Comment
" button

I English to Spanish j {  Translate ) (" Submit Comment )
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Editing/Deleting Comments

Commenters have the option to edit or delete comments they have made to different blog entries. When com-
menters click Comments, they will be able to view all of the comments that have been made to the entry. Below
the specific comment, there will be two different links: Delete Comment and Edit Comment.

Comments

':' Show Deleted Entries

| look forward to reading your blog!

Posted by: Kirk Leman (kirk@gaggle.net) (Sys Admin) | March 10, 2000 4:24 PM | Delete Comment | Edit Comment
- 4

e

Delete Comment
link

Edit Comment
link

The Edit Comment link will open the comment in a text box and allow the user to edit and re-submit the com-
ment. By clicking the Delete Comment link, the comment will no longer visible to other students.

Educators have the option of editing or deleting comments from their students' blog entries as well. When educators
are viewing the comments on a student's blog, they will have the option to view all of the deleted comments. A
deleted comment consists of any comment that was deleted or edited by the owner of the blog or the educator.

Comments

Show Deleted
Entries box > ™ Show Deleted Entries

{This comment has been deleted)

/ | look forward to reading your blog!

Deleted comment

Paosted by: Kirk Leman (kirk@gaggle.net) (Sys Admin) | March 10, 2000 4:24 PM | Delete Comment
| Edit Comment

In order to view deleted comments, put a check mark in the box labeled Show Deleted Entries at the top of the
screen. Each deleted comment will show what was originally written and will display the phrase "This comment
has been deleted" in parentheses above the original comment. To hide the deleted entries, uncheck the box at the
top.
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Deleting Blogs

Educators have the ability to delete a student blog at any time. By deleting a blog, all of the entries and comments
will be lost.

The following instructions explain how to delete a student's blog from his or her blog page.

1. When viewing a student's blog, click Edit Blog Controls in the top right hand corner. This will display the
student's specific blog settings.

> Edit Blog Controls ~<€— Click this link to edit a
> Add this blog to my favorites student’s blog controls.
> View markjohnson's Personal Profile

> Print

| | oo

2. At the bottom of the page, type "yes" in the text box and click the Delete button.

User Kirk Leman

Blog Name | Captain Kirks Gaggle Blog

Blog URL ID | captain Blog URL: http:/ /www.gagqgle.net/blog/captain

Color Scheme | Brown a Preview Color Schemes

View Blog http://www.gaggle.net/blog/captain

Blog Access General Public a

General/Public Password Required | Default ?] (Option to password protect the blogs)

General/Public Password
Blog Approval Required | No ¥

Comment Access General Public a

Comment Approval Required [ No -

Commenter Name Viewable General Public

Commenter Email Viewable
Allow HTML | Yes ¥
Allow Images | es ¥

General Public

ESjEs

Delete button

\ { Update 3}

f Delete ) Delete all blog entries for this User.
Type ves' and click delete.
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Turning off Blog Access

Educators have the ability to turn off the blog feature for their students. By turning off this feature, students will
not be able to create their own blogs. Educators can turn off blogs for the entire school, a group of students, or on
an individual basis.

Turning off Blogs for Entire School

An educator can turn off the blog feature for an entire school from the Blog Settings tab on the School Setup page.
Select No Blogging from the Blog Access menu to turn off the blog feature for the entire school. The My Blog
link will be removed from the students' Jump To menus. Turning the blog feature off in this manner will only affect
users whose Blog Access level is set to Default.

Turning off Blogs for Select Students
An educator can turn off the blog feature for a group of students or an individual student via the User List page.
The following instructions describe how to disable blogs from the User List page:

1. Click on the Jump To menu, scroll over School Admin or Student Admin, and click on the User List option.
2. Select an individual student or group of students from the list.
3. At the bottom of the page, click on the Blog tab.

. Blo
o, Check Mail  §5] Compose Inbox User List g
[ Andrea's Training School 4] | View (all Users) [1Show Deleted
Jump To Menu L3 =
User Name First Name Last
reg joe-max i
student3 test3
= [ bteacher's folders | Web2Obeta
_-}m tom123 tom
¢ Blocked ? Save %Md User
€. Drafts
Settings Advanced Blog Move to New School
Save _—1 L5 Deleted
button @[T Contacts Blog Access Level [ Leave AsIs 4]
=] 1 My Folders ) i
[] 1st period math Blog Approval Required '_ Leave As Is b+ _l
1 DDESsS Comment Access Level ': Leave As Is b3 I
L Homework Comment Approval Required | Leave As 1s 1]
L1 Math ) .
B New Folder Commenter Name Viewable [ Leave AsIs %]
1 Region XI Commenter Email Viewable | Leave As 1s 4]
EE Science Allow HTML [ Leave As Is [2]
L1 Social Studies ——
[ Testing Allow Images | Leave As Is |5 i
1 Writing General/Public Password Required ': Leave As |s -3 i
7 test General/Public Password ile
Color Scheme [ Leave As Is F

4. Select No Blogging under the Blog Access drop down menu.
5. Click Save.

Other blog settings can be changed for individual students or groups of students in this same manner.
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General Public Password Required
Educators have the option to password protect blogs that are available to the General Public. This setting will
prompt non-Gaggle users to provide a password in order to view the blogs.

To password protect a General Public blog, select Yes in the General Public Password Required drop down
menu. A text field labeled General Public Password will automatically appear. Type the desired password and click

Save.

Gaggle.Net

‘i, Check Mai lQ.:| Compose

Jump To Menuw Gl

g Inbax (11) ]
& Blocked
d. Drafts
& Sent
1 Deleted
= [0 Contacts
= Directory
HfT My Groups
- My Folders
18t period math
DDESS
Homework
Math
New Folder
Region X1
Science
Social Studies
Testing
Writing
klein
test

- bteacher's folders

I koo Usir List
Wiew (Al Usors) [ Show Deleled
Usear Mama First Hame
joe-max ]

studentd test3
wbb2 Dbety
tom123 ttom
andreak Andrea

H Save ST Acd User

Sattings Advanced Blog

Blog Access Lave

Blog Approval Required
Comment Access Leve
Commani Approval Required
Commenter Name Viewable
Comménter Email Viewable
Allow HTML

Allow Images

Genaral/Public Password Reqguirad

[_Show Parents

Select Al
Last Name

Move to Mew School

Leave &% I &
Leave &g s :]

Leave As s

Leave As I
Leave As Is =5
Leave &S 13 ?1

Leave As Is 5

General/Public Password]
Color Schema

(leave blank o keep current)

]

Leave As I3

Access Level

Defauilt

Raad Oy

Sehonl Master

Default

Enhanoed School Teacher

User Groups Linked Parents

|_ Type password here.

Blog Approval Required
This setting allows educators to decide if they want to view all student blog entries before they are posted. When
this feature is turned on, all blog entries will be sent as an email to the educator's Inbox. The educator can decide
to unblock or delete the blog entry by clicking on the links provided in the email.

If an educator is viewing a student's blog and there are entries waiting for approval, he or she will have the option
to unblock the entry while viewing the blog. The entries waiting approval will have the word "BLOCKED" next
to the title and there will be links to unblock, delete, or edit the blog entry highlighted in red. To unblock an entry,

click Unblock Blog.

Liz1's Blog

i: shiowy Liedeted Entries

May 17, 2006 - BLOCKED

Hello and welcome to my Gaggle Blog!

/—

Unblock Blog link
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Comment Access
This access level allows educators to decide who can make comments to the blogs.

None No comments will be allowed on the blogs.
Class Only Only users with the same administrator can make comments to the blogs.
School Only Only users from the same school can make comments to the blogs.

District Only  Only users from the same district can make comments to the blogs.
Gaggle Only Only Gaggle users can make comments to the blogs.
General Public Anyone, including non-Gaggle users, can make comments to the blogs.

&, Check Mai <5 Compose Inbox  User List student3

= - S
Jump To Menu O save | @f cancel More Settings ©

[ Basic Advanced Blog Signature Links

B [ bteacher’s folders

Blog Access Level [ Gaggle Only |4
Y Lnbox ) 0 (Seavoniy—0

¢ Blocked Blog Approval Required ': Default |5 _i

L4, Drafts Comment Access Leve v Default
g Sent

Comment Approval Requirel

Lfj Deleted Class Only
@7 Contacts Commenter Name Viewabl ~ School Only |
District Only

B [ MyFolders Commenter Email Viewabl  Gaggle Only |

|1 1st period math 5

Bl DDESS Allow HTM. General Public

1 Homework Allow Images | Default | :]_

L Math General/Public Password Required [ Default | ¢i
MNew Folder S—

= . General/Public Password

1 Region XI .

®L Science Color Scheme | Default

Comment Approval Required

This setting allows educators to decide if they want to view all comments to the student blogs before they are post-
ed. When this feature is turned on, all comments will be sent as an email to the educator's Inbox. The educator can
decide to unblock or delete the comment by clicking on the links provided in the email.

If an educator is viewing the comments on a student's blog and there are comments waiting for approval, he or she
will have the option to unblock the comments while they are viewing the blog. The comments waiting approval
will have the links to unblock, delete, or edit the comments highlighted in red, below the text. To unblock a com-
ment, click on the Unblock Comment link provided.

Comments
Show Doleied Entrios
|! like this blog

[ Fooied iy Charles e cstudent@gaggle.net) ool | A 10 2000100 PM | Delete Comment | Edit Comment | Unblock Comment
say It

Unblock Comment link
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Commenter Name and Commenter Email Viewable

Educators have the ability to control if the names and email addresses of the people posting comments to the blogs
will be viewable. These are two separate menus on the Blog Setup page, but the access levels are exactly the same
for both menus.

None No names or email addresses will be viewable.
Class Only The names and email addresses are viewable only to members who have the same administrator.
School Only The names and email addresses are viewable only to members of the same school.

District Only = The names and email addresses are viewable only to members of the same district.
Gaggle Only The names and email addresses are viewable only by Gaggle users.

Inbox User List student3

[I:I Save | L’F Cancel More Settings L)

Basic Advanced Blog Signature Linked Parents

Blog Access Level | Gaggle Only |5 l
Blog Approval Required | Default |5 l
Comment Access Level | Default = l

Comment Approval Required | Default | l

Commenter Name Viewab ! [EIEEET SN

o MNone
Commenter Email Viewabl .. Only |
Allow HTM Schoaol Only
District Only

Allow Image  Gaggle Only

General/Public Password Requirel Genemlfublic

General/Public Password

Color Scheme | Default f v]

Allow HTML
By allowing HTML, students will be able to make changes to their text, such as the font, font color, background
color, and underlining. To allow HTML in the blogs, check the box provided and click Save.

Allow Images

This feature determines whether or not students will be allowed to post pictures in their blogs. To allow pictures in
the blogs, check the box provided and click Save. In order for students to post pictures to their blogs, the HTML
feature must also be enabled.

Allowing images also allows users to put files such as Word documents, audio files, and mp3s into their blog.
Using this feature, the blog can be used as a podcasting repository.

Color Scheme
This feature determines which interface color scheme will be used for the student’s blog. Users can change their
color scheme after they create their blog.
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Other Features

Gaggle Blogs have other convenient features for users who are viewing and searching blogs.

Search

A search box is located on each user’s blog. Blog entries can be searched for specific phrases, such as algebra, bal-
let, or football. To perform a search, type a keyword or phrase into the text box provided and click the red Go but-
ton. Any blog entries that contain the word or phrase will appear at the top of the screen. In order to return to the
full blog list, click the clear search link in the search box.

M ansdla Mot
“*felamaiiforswss ™™ yraining District > Andrea's Training School
nsan > Edit Blog Controls
:Ia'.:nr::: naly.::l bl ih\-E! ran m > Mﬁ:&mﬂ! Type keyword
* Baing Cor phrase here.

Create New Blog Entry

currend fiter: country [clear filter

Search This Blog
Thank You = 3
country . ’ -
I have not met you before [clear search] ™ Go button

But I fieel as though 1 know you well,

You fought and died for our country.

You never looked back on what you had lost. My Favorite Gaggle Byoas
You kept on going, never coming to a halt.

You fought for me, for him, for her, and for them.

All of us are free because of what you did. N clear search

-
I cannot thank you enough for what has become of this. link

You were hurt, lonely, and killed for me. ERMATE T r e

This makes me feel greedy, boe R o

For I am here and you are not &8 & 7 8 8 10 N
1 am enjoying the freedom that you gave 1o me, 12 13 4 E 18 17 118
But you will not be here to share it 19 20 22 21 M 38
I am sitting in my warm home, ® 1/ B W

As you were out fighting to your death.

This isn't a holiday of joy,

But of thanking vou for what you have done for me and my country
You gave me freedom to roam from sca to shining sea.

This brings a smile to my face.

LBulwill vou cverknov how much ¥ou arc gopreciated?

/

Blog entry was
created on this day.

Calendar
A calendar is provided with each blog to help people quickly search for specific blog entries by date. A hyper-link

is created for each day a blog entry was made. Viewers can click on a specific day and the blog will automatically
jump to the entry for that day.
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RSS Feeds

Users have the option to subscribe to Gaggle Blogs using RSS feeds. An RSS feed is a means of subscribing to
content instead of browsing web pages. In other words, it allows a user to receive automatic updates to blogs and
websites where the content is constantly changing. To subscribe to a blog via RSS, a user will need an RSS News
Reader program. Internet Explorer and Mozilla FireFox have an RSS Reader built in and there are several special-
ized RSS Readers such as SharpReader, NetNewsWire, AmphetaDesk and Radio UserLand.

When an RSS feed is established, it creates a link in the Reader that looks for updates on the blogs to which a user
has subscribed. The RSS feed does not automatically send a notification when a blog is updated, but it provides a
localized place where a News Reader can check for updates on numerous blogs without having to visit each blog
one by one.

RSS Feeds Using Internet Explorer 7

1. When a user is viewing a blog that he or she wishes to subscribe to, click on the orange RSS icon next to the
blog name.

Gaggle Community > Training District > Andrea’s Training School

RSS icon

s
Veterans Day wiiws sg ] <€
http:/ /www.gagghe.net /b weteran: em
| Show Delebad Entries

Thank You

I have not met vou before

But I fieel as though I know you well.

You fought and died for our country.

You never looked back on what you had lost.

You kept on going, never coming to a halt.

Y ou fought for me, for him, for her, and for them.

All of us ane free because of what you did.

I cannot thank vou enough for what has become of this.

You were hurt. lonely, and killed for me,

2. On the next screen, click Subscribe to this feed.

Jacob's Current Events

You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it is added to the
Common Feed List. Updated information from the feed is automatically downloaded to your computer and can be viewed
in Internet Explorer and other programs. Learn mare about feeds

& Subscribe to this feed

~.

Subscribe to this feed link
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3. Next, the user will be prompted to create a name for the feed and select a folder in the browser favorites where
the feed will be saved. We suggest that users save their RSS feeds in the Feeds section of their favorites. Next,
click the Subscribe button.

Internet Explorer

i Subszcribe to this Feed
N

Wwhen you subscribe to a feed, it iz automatically added
to the Favarites Center and kept up to date.

Mame: Jacob's Current Events|
Create in: Feeds V Mew folder
[ Subsciibe ] [ Cancel ]

4. To view the RSS feeds, click on the Star icon in the upper left hand corner of the browser to view the Favorites.
5. Click on Feeds to view all RSS feeds.
6. Click the name of any of the RSS feeds to view the updated blog entries.

Favorites icon

Tk '11.:1‘7 |§Jamb's Current Events

‘h-i" Favarites ﬁFeeds ¥ Hiskory = ’?‘

|-y Microsoft Feeds
&darn Melson's Blog
Jacob's Current Events

RSS Feeds Using Mozilla Firefox 2.0

1. When a user is viewing a blog that he or she wishes to subscribe to, click on the orange RSS icon next to the

blog name.

http:/ fwww.gaggle.net/blo
[l Show Deleted Entries

Thank You

I have not met you before

Veterans Day wuies s €

But I feel as though [ know you well.
You fought and died for our country.

Gaggle Community > Training District > Andrea's Training School

veterans

RSS Icon
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2. Choose the option to subscribe to this feed using Live Bookmarks and click Subscribe Now.

Subscribe Now
.-'3} Subseribe to this feed using  |EY Live Bookmarks o // button
: Always use Live Bookmarks to subscribe to feeds

3. The user will be prompted to create a name for the feed and select a folder in the browser favorites where the
feed will be saved.

Add Live Bookmark

Blame: Adarm Melson's Blog

Createint | [5Bookmarks Toolbar Folder € E]

[.;, Ok ][Rc.ancel]

4. To view the RSS feeds, click on the Bookmarks option in the browser window and locate the folder where the
feeds are saved. The RSS feed will automatically show any new entries to a blog when the cursor is moved
across the blog title.

5. Click on the title of a new entry to view it in the current browser window.

File Edit Miew History | Bookmarks | Tools  Help

% o Bookmark This Page... Chrl+D
O o b Subscribe ko This Page... en?_kemplate=/templatesfgaggl

o Bookmark all Tabs...  Chrl+Shift+D

W organize Bookmarks. . =
Gagale. Mek - Districts i 1gle et - Schools (%]
[ Bookmarks Toolbar Folder »

Ej Adam Melson's Blog S February 2, 2007
E'J Jacob's Current Events S January 29, 2007
\% emalllfor Oﬂﬁﬁ- E) Elizabeth's Blog Sp January 29, 2007 II

[ Quick Searches 3 Open &llin Tabs

Adam Nelson's [ Firefo: and Mozilla Links

http: / /vewwr.gagale .net [ Gaggle Info
[~ Misc,
[ Educational Websites

February 2, 20(ClGeoge
&7 ahoo!

o User Query 2 5 User Que

- vy v v v v

Users also have the option to view RSS feeds in alternative RSS readers, such as Google Reader or My Yahoo.
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User Authentication

Gaggle Blogs have numerous access levels that determine who can view a user’s blog. As such, we have imple-
mented a user authentication feature. The authentication feature determines if the person subscribing to the RSS
feed has permission to view the particular blog.

If a Gaggle Blog is set to the General Public access level and does not require a password, a user will not be
prompted to authenticate themselves when viewing the RSS feed. If a Gaggle Blog is set to the General Public
access level and does require a password, only the titles of the blog entries will be available through the RSS feed.
When users click on the title of the blog entry, they will be prompted to enter the blog’s password before the con-
tent will be accessible.

If a Gaggle Blog is set to one of the other access levels (District Only, School Only, etc.), the RSS feed will require
users to authenticate themselves using their Gaggle username and password and enforce the selected authorization
requirement. This authorization check will determine whether a user has permission to view the contents of the
blog.

**Note: Although many of the RSS readers (including Internet Explorer and Mozilla FireFox) support this type of
password-protected feed, some may not. Check the capabilities of an individual RSS feed reader to be sure.

Using RSS Feeds with Student Blogs

As stated previously, an RSS feed allows a user to receive automatic updates to numerous blogs in a localized
place. RSS feeds are especially helpful in keeping educators informed and up-to-date with all of their students’
blogs. Instead of checking each student’s blog individually, educators can use RSS feeds to compile all of their
students’ blogs in one place and check for updated entries. Not only can educators check for updates, but it also
allows them to check the content of their students’ blogs for appropriate use and view the specific entries they wish
to comment on.
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Introduction

Gaggle’s Homework Drop Boxes were created for teachers to easily collect assignments from their students. A drop
box can be created for each class or period with sub folders for specific assignments and all communication on the
assignment can then be viewed in one location. Teachers can not only post assignments, but they can reply to their
students submissions within the drop box. Submissions to the drop boxes do not count towards storage limits and
bypass the safety filters because students can only submit information to their teachers.

Most teachers will want to create a drop box for each class or period they teach. For example, Mrs. Keith might
create Keith’s Period 1 Lit, Keith’s Period 2 English , and so on. Within each drop box, a folder for each assignment
will be created. We recommend creating a User Group (see Chapter 2) for each class prior to creating Drop Boxes,
because the User Group can be selected as the Specified Members when the box is created. Please be aware that
User Groups are not actively connected to the drop boxes, so adding a new student to an existing User Group will
not automatically add that user to the existing drop box.

Creating Homework Drop Boxes

1. Click on the Jump To menu, scroll over School Admin or Student Admin, and click on Edit Homework Drop
Boxes.

2. Click Add in the upper left corner.

. Name the drop box and check the appropriate boxes.

4. Choose who can access this drop box. District wide will create a box visible to all users in the District. Schoolwide
is for all users in that school, and Class Only will be visible to only those students who are assigned to the same
administrator in Gaggle.

5. Click Save New Drop Box.

6. To add users to a specified users drop box click the box name in the list add click Add Members to bring up a list of
users. Use the View button to bring up a subset like a User Group or work from the entire school list. Select the
users allowed to access that box by clicking on the check box to the left of the name. Click Add Selected Users.

W

3k, Check Mail 5] Compose Inbox Drop Boxes
] b
Jump To Menu @Ak [ijDekie . e
Drop Box Name Posts Last Post Last Poster
2nd Period Freshman English 36 02/27/2008 8:22 AM Bob Teacher
3rd Period History 1 09/19/2008 9:25 AM Bob Teacher
Gth Period Biology 1 09/10/2008 6:15 AM Bob Teacher
- bteacher’s folders Admin Guide 0
i1 Inbox (3) | Bob's history 1 10/06/2008 1:48 PM Bob Teacher
& Blocked District Survey 1 02/12/2008 9:16 AM Bob Teacher
Drafts First Period Lit & Comp 1 07/31/2008 8:31 AM Bob Teacher
4 Sent Kim's h Pick Specified Users =
i Deleted Mr. Te& andrea's Training School 5 | View (]l Users)
w Ms May :
[T Contacts Ms. Da Al [£] Add Selected Users
= My Folders -
1st period math I:Jser Name FullName Access Level| Admin
DDESS i sa [] joe-max i 0 Béb Teacher
Homework O student3 test3 16 Kim Janwrin
Math [] web2.Dbeta B4 Bob Teacher
MNew Folder El tom123 tom i} Alice Teacher
Region XI st O andreak Andrea Keith 2 71 Bob Teacher
] Science Natifyyi [ kalexS6 Kellie Alexander 16 Bob Teacher
i s =] alltraindist Train Dist Al 51 Andrea Keith 2
Testing ot 5
Writing [E] julieanders Julie Anderson 51 Bob Teacher
test Specifi [] shelliann Shelli Ann Andrews 16 Bob Teacher
Wall E v jen.aniston Jennifer Aniston 71 Bob Teacher
[ a.borsch Allie Borsch 41 Master Maxwell
[v* rlbrevin Randy Browin 12 Bob Teacher
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Using Homework Drop Boxes

1.
2.

AN L bW

Click on Homework Drop Boxes in the Jump To menu. Double click the desired Drop Box Name.
An Assignment Folder must be created first to receive any student submissions. Click New Assignment Folder to
create one.

. Fill in assignment name in the subject field. You can type a message in the text box and attach a file.

. Click Submit to save the folder to the Drop Box.

. View submitted assignments in a box by clicking the + next to the folder, and then clicking a submission.

. An email message notifying students of a new or revised assignment can be sent by right-clicking the folder name.

Choose either Email Drop Box Members to send to all members or Email Assignment Responders to send to only
those who have already submitted an assignment.

IQI Check Mail \‘_| Compose Inbox Homework Drop Boxes Kim's homework for 1st Period .. New Post
== Submit
1}“ Attach L_r> Translate &) [5§ Cancel

Jump Te Menu

Subject: Re: Please answer 1-30 on page 52

= bteacher’s folders

i\ Inbox (3) | [ [style] 41 Form) [ Isizel %)

Loy B/USS=—SEEFEAAEGOY
4 Sent My report is attached!

7 Deleted

#[7 Contacts
7 My Folders

Student Submissions to Drop Boxes

1.

Students can submit assingments by clicking Homework Drop Boxes on their Jump To menu. Only drop boxes
that the student has access to will be visible. These will be categorized by District, School, and Specified Drop
Boxes. Click the + to view the Boxes in that category.

To submit an assignment, double click the drop box, and click the appropriate assignment folder to highlight it.
The assignment information and any attachments will display in the reading pane.

. Click Submit Assignment to bring up the message screen. Click Attach to attach a file and/or type a message in

the text box.
Click Submit. An email confirmation will be sent to the student confirming receipt of the assignment.

IQI Check Mail \J Compose Inbox Homework Drop Boxes Bth Period Biology
Hirmip To Meni \_J Submit Assignment E’*‘-Repon Abuse | Translate
Topic Poster Posted Latest Reply
=11 First Lab Report bteacher@gaggle.net 05/10/2008 6:15 AM  03/11/200% 9:23 AM
| ] Re: First Lab Report cstudent@gaggle.net 03/11/2009 9:23 AM  03/11/2009 9:23 AM
= cstudent’s folders
B Inbox (2) |
Drafts
4 Sent Re: First Lab Report 03/11/2009 9:23 AM
0 Deleted estudent@gaggle.net G Access Level: Student
M Spam —
#[7 Contacts This is my Lab Report.
= My Folders
Charles’s info

Deleting Users assigned to a Homework Drop Box

1.
2.

Click on the Jump To menu, scroll over School Admin, and click on Edit Homework Drop Boxes.
Click on a homework drop box to see a list of users displayed at the bottom of the screen.

112



Chapter 9 Homework Drop Boxes

3. Uncheck the box next to the user’s name and click Save Unchecked.

4. A popup box will display stating Removed 1 user from the title of the homework drop box that was selected.

Click OK.

Inbox Drop Boxes

@5 Ade i Delste |

,Q, Check Mail \'—_| Compose

Jump To Menu

Drop Box Name Posts Last Post Last Poster
2nd Perlod Freshman English 36 02/27/2008 8:22 AM Bob Teacher
3rd Period History 1 08/19/2008 9:25 AM Bob Teacher
6th Period Biology 2 03/11/2008 9:23 AM Charles Student
= bteacher’s folders s ] e
ave elote
'j’%dﬁ] Drop Box ID: 25031690
- Hai Drop Box Name Znd Period Freshman English
4 Sent Teacher | Bob Teacher fad
‘i Deleted Students can seentharctidants sccinnmante? ]
w7 Contacts Motify you when a sty . .
i My Folders Removed 1 users from 2nd Peried Freshman English
I “
1st period math 0K
DDESS Specified Users
Hoemework Al [] save Unchecked o Add Members ¢ p Add Non-District Users
Math User Name Full Name AccessLevel
e Toees 3 cstudent Charles Student Student
:e.glon X adam.nelson Adam Nelson Default
+ cience
Social Studies shelliann Shelli Ann Andrews Read Only
Testing v jen.aniston Jennifer Aniston Enhanced School Teacher
Writing v julieanders Julie Anderson School Staff
test W kguerS Karla Guerra Student
v alltraindist Train Dist All School Staff

/

Save Unchecked

Deleting/Renaming Folders and Assignments within a Homework Drop Box

1. Select Homework Drop Boxes under the Jump To menu.
2. Double click on the drop box that you wish to modify.
3. Right click on the assignment or folder and select Delete or Rename.
4. If Rename was selected, type the new name in the text field of the assignment/folder.
5. If Delete was selected, a popup box will appear asking if you are sure you wish to delete this item. Click OK.
,Q, Check Mail \] Compose Inbox Homework Drop Boxes 2nd Peried Freshman English
i To Menis JgNm-rﬁssigr'mcr't Folder \_—_| Submit Assignment _ﬁr{cpw [.chlcm @chort Abuse | Translate
Topic Poster
L= C— = 1 +|_1 Poetry Corner, bteacher@gaag
| Essay #2 bteacher@gaag
Delete
= bteacher’s folders +|_1 Chapter 2 rea: bteacher@gaag
K1 Inbox (3) | [ Autobiographi  Email Drop Box Members bteacher@gagg
& Blocked [ Test Email Assignment Responders bteacher@gaag
Drafts + || Homework due Friday bteacheri@gagg
s ] Test bteacher@gagg
i Deleted e e
] Tes cacherdga
77 Contacts sl S,
= My Folders #J Finals bteacher@gagg
1st period math
DDESS
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Portal Links

Portal Links are a way to customize the Jump To menu so users can easily go to other sites and other web-based
services the school or district is utilizing. Students can quickly access other services like Moodle or research sites
without having to remember multiple website addresses and login information. Using Gaggle’s Portal Links will
increase usage of these sites by making them easily accessible from school and home.

These links may be frequently used websites that do not require any login or can include login information that
automatically logs the user into the site without having to enter a username and password. Portal Links can only be
created by School Administrators or higher, but can be created for only certain user types to access. For example,

a link to a World Book account may be accessible to all users in the district, while a link to a Curriculum Mapping
service would only be visible to educators. Additional information can be added to each link to identify or login
users to the particular system the link points to. In this way, the Gaggle portal feature is like a simple Single Sign-on
feature.

There are two types of Portal Links in Gaggle: system links and specified parameters links. System links are
the easiest to create. They take users to websites that require either no login information, or uses the same login
information for all users. Subscriptions to an encyclopedia or research database are examples of System Links.
User Specified Parameters links are more complicated to create because every user has their own unique login
information, like Moodle or Google Apps. These require a csv file upload with the parameters linked to a User
Identifier in the Gaggle system.

&, Check Mail \'\] Compose Inbox
Jump To Menu G \_)/LF&Repry Ji{;-{p.ﬁﬂh' All ﬁFomarﬂ i Translate ) S4PrintQ
From Subject
Digital Locker
M g BNard bteacher@gaggle.net Assignment received in drop box
gssage zoards
9 Jenny test 1028
Homework Drop Boxes .
Ch Bob test 1009 remove filtering SA to
at
Profile P bteacher@gaggle.net Assignment received in drop box
rorile Fages
My Bl 9 sam.teacheri@gaggle.net Assignment received in drop box - 1st
0
y g btaacharf@azoala oat Assignment received in drop box - 2nd
— . Preparacion
Training Videos Moodle Partyl
#[ ] Contacts T :
= My Folders sam.teacher@gaggle.net Assignment received in drop box - Mr.
Charles’s info bteacher@gaggle.net Assignment received in drop box - Ms

Creating System Portal Links

1. Click on Jump To menu, select School Admin or District Admin, then click Edit Portal Links.

2. Click Add at the top of the tab.

3. Select the Link Type as System Link. A System Link will use either no login information or a common set
of login data for all users.

4. A District Administrator or higher can set the Link Scope to create a district wide link or a link for a
specific school.

5. Choose the Minimum Access Level. This is the lowest level user who will see the link in their Jump To
menu. For a teacher only link, set this to School Teacher.

6. Choose the Maximum Access Level. This is the highest level user who will be able to see the link in their
Jump To menu. For a student only link, set this to Student
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7. Choose whether the Link is enabled. Once enabled, it will show in the users’ Jump To menu. This is a way
to turn a link on and off without deleting it completely.

8. Type in the Link Display Name. This is what the link will be called in the Jump To menu.

9. Enter the Base URL. This is the specific URL or web address that contains the login entry screen for that
site. BE CAREFUL! This is frequently not the same URL as the general service site. For example,
www.worldbook.com would not be the base URL for a district Worldbook subscription. To find the Base
URL go to the login page and copy the URL from the address bar. Gaggle also has a listing of many
common Base URLs.

10. Enter the required parameters. The number of parameters will differ from site to site, but most will require a
username and password. Follow the parameter names displayed on the login page and enter values specific
to your school or district login.

11. Click Save at the top of the pane. The system will confirm the link has been created.

il.-_;.m e \J Compose Inbont Paortal Links

S W acd [ Delete [ ) T (Fier )
SchoolDistrict Link Name Enabled|

o | Diistrict: Training District Mm:!_le Yes

Sample High School Atomic Leaming Yes
Samgie High School Brain Pop Yas
E jfrost’s folders Andrea’s Training School Encyciopadia Britannica Yos
Y Inbox (6) | Samgie High School Teacher Tube Yes
_‘ Elgil:d ] save {jociete [ Oupbcate
4:1, Sent Link Type | Systern Link Bl Portal Link How To
i Deleted Link Scope | Andrea's Training School 4
#[0 Contacts Min Access Level | Suspended -+
bl Max Access Level | District Master s)
Link Enabled [ ves i8]

Link Display Mame Encyclopedia Britannica
niipshwww.school eb.comiogin

Base URL

Param1 Name: | usernarme | Value: [asd123
Param2 MWame: password Walue: | asd123|
Param3 Nama: | | value: |
Paramd Mamea: | value: [
Params Marme: Value:

Paramé Name: | Value:

Creating User Specific Portal Links

1.
2.
3.

Click on the Jump To menu, choose School Admin or District Admin, then click Edit Portal Links.
Click Add at the top of the tab.

Set the Link Type to User Specific Parameters. A User Specific Parameters link is used when users have
their own individual login information.

A District Administrator or higher, can set the Link Scope to create a district wide link, or a link for a specific
school.

Choose the Minimum Access Level. This is the lowest level user who will see the link in their Jump To
menu. For a teacher only link, set this to School Teacher.

Choose the Maximum Access Level. This is the highest level user who will be able to see the link in their
Jump To menu. For a student only link, set this to Student.

Set the Link Enabled to No. Once the csv file with the user parameters has been successfully uploaded and
tested, you will reset it to Yes.
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Type in the Link Display Name. This is what the link will be called in the Jump To menu.
Enter the base URL. This is the specific URL or web address that contains the login entry screen for that
site. BE CAREFUL! This is frequently not the same URL as the general service site. For example,

www.worldbook.com would not be the Base URL for a district Worldbook subscription. To find the

Base URL go to the login page and copy the URL from the address bar. Gaggle also has a listing of many
common Base URLs we can provide.
10. Select the User Identifier. This determines how users in Gaggle are matched with their login information for
the site being linked to. The most commonly used identifier is the Gaggle Username. A student or staff ID
can only be used if that field has been populated in Gaggle when the accounts were created. A final option
is the Gaggle User ID, which is the number assigned by our system when the account is created, and can be
located at the top of the personal settings page.
11. Enter the required parameters. The number of parameters will differ from site to site, but most will require
a username and password. Follow the parameter names displayed on the login page. The individual value
data will be uploaded through a csv file.
12. Click the link to Upload Params File and select the prepared csv file containing the User Identifiers and
their corresponding parameters, or enter the data manually in csv format.
13. A pop-up box will confirm the link was created and how many users’ parameters were uploaded. If it was
unsuccessful, the message will explain the reason, for instance, “user not found.”

Qaggle.Net

B )

&, check Mail ] Compose

Jump Te Manu

| bteacher’s folders
51 Inbox (0)
& Blocked
% Drafts
4 Sent
1 Deleted
+#[7 Contacts

=5 My Folders

1st period math
| Homework
Math
® Science
Social Studies
| Testing
Writing

Inbox Portal Links

¥ Add  f[ijDelete | | (Filter)

School/District | Link Name
Andrea's Training School Encyclopedia Britannica

[ save fijDelete [ Duplicate

Link Type | User Specific Parameters # Portal Link How To

Min Access Level | Suspended }
Max Access Level | District Master }
Link Enabled [ Yes 3]

]

s Ak

Link Display Name| Encyclopedia Britannica

hitp:/fwww.school.eb.com/ogin
Base URL
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Preparing a User Specified Parameters CSV file

A comma separated values file is used to upload the parameters. Up to six parameters can be entered in the following
format:

Userldentifier,param1,param2,param3,param4,param5,param6

The User Identifier will be the Gaggle Username, Student/Staff ID, or the Gaggle User ID. The parameters will be
those required by that site for logging in.

In the following example, the User Identifier is the Gaggle Username, and the required parameters for the site are
User Name, Password, and District.

Example: For a student whose Gaggle username is jsmith234, has a site user name of “smith,” password of
“password,” and District of “cfb,” the format would be “jsmith234,smith,password,cfb.”

Do not include a header row in the csv file, and be sure the order of the fields follows the order of the parameters
listed in Step 11.

Editing User Specified Links

Once a link has been created, users may need to be edited or added. Go to Edit Portal Links on the Admin menu
and click the link name to edit.

The current data can be checked by clicking the Download Existing Parameters link . The file generated will display
all of the current user parameters.

User Identifier ' Gaggle User ID a

Param1 Name: username

Param2 Name: password

Param3 Name:

Param4 Name:

Paramb Name: |

Paramb Name:
Download Existing User Parameters  (cqy format) 4 Upload Params File
Parameters

—> Download Existing Parameters
Delete All Parameters —_—
\ { Delete All Parameters _\'

An additional csv file containing just the new data can be uploaded or the current parameters file can be deleted
(click Delete All Parameters). Then an entirely new file can be uploaded.
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Additional information on Portal Links can be accessed by downloading our Technical How-To Guide through the
link on the Edit Portal Links tab. This document includes base URL’s and parameters for common educational
sites.

How-To Link

N\

i, Check Mai <5 compose Inbox  Portal Links \
Jump To Menu G {E Add EjDBIHE _Filir_\'
School/District \Link Name Enab
o Andrea's Training School E~cyclopedia Britannica
= |1 bteacher’s folders )
Save [if Delete Duplicate
&1 Inbox (2) | _
[g Blocked Link Type | User Specific Parameters | :i Portal Link How To
L%, Drafts Min Access Level [ Suspended 2
Sent ;
:;; Deleted Max Access Level [ District Master i
=7 Contacts Link Enabled [ yes k4]
= 1 My Folders Link Display Name Encyclopedia Britannica
|1 1st period math httpfwww school.eb.comiagin
[1 DDEss Base URL
1 Homework -
[3 Math User Identifier | Gaggle User i 4]
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Introduction

Parent Accounts meet two important needs of most schools :

1. Parent accounts allow schools to communicate with parents using the power of email since all parents can
be found in one directory, instead of having to collect parent email addresses. Teachers can quickly send a
message to a student, or their parent(s) or both with a single click, and administrators can easily send mass
email messages to all parents in a school or district, or even by grade-level. Parents can set their Gaggle
account to forward to their personal email address so message from school are not missed. Parents can also
easily locate teacher addresses in their directory in Gaggle, but will not see any other students’ addresses.

2. Parent accounts allow the parents to monitor their children’s Gaggle activities, much like a teacher monitors
a student’s account. The parent accounts can view all sent, received and deleted email messages, view
Digital Locker Files, and view the student’s Blog and Profile Page.

The parent account option can only be enabled for schools that are current subscribers of the Gaggle service. The
accounts can then be created from the Add Users page the same way teacher and student accounts are created,

or through the Data Integration process. For an individual school the parent accounts can be created within that
group. However, for a district-wide subscription, it is simplest to have Gaggle create a separate group for the parent
accounts, since most parents will have students in multiple buildings.

Parent Access Levels
There are three different access levels available for parent accounts:

Basic Parent - The Basic Parent accounts are not full internet email accounts. They can only email the children
assigned to them in the Gaggle system and the Gaggle addresses of the teachers in the district. Schools do have

the option to allow Basic Parent accounts to send and receive mail from other domains by editing the Allowed
Parent Domains list. This is the perfect access level for districts that do not want parents to use their Gaggle accounts
outside of the school setting. We recommend the Basic Parent access level as the safest choice.

Regular Parent - The Regular Parent accounts are full internet email addresses and can email anyone, except the
Gaggle addresses of other students at the school or district. The Regular Parent accounts can only email the children
who are assigned to them in the Gaggle system. In general, we do not recommend allowing parents to email all of
the students in the school.

Trusted Parent - The Trusted Parent access level is identical to the Regular Parent account with one difference.
Trusted Parent accounts are allowed to email all of the students within the school or district, even the children
of other parents. This might be used for a parent volunteer in special situations, however, we do not recommend
the Trusted Parent access level. Allowing parents to contact the children of other parents may lead to serious
misunderstandings or inappropriate behavior.
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o, Check Mail 5] Compose Inbox
Jump To Menu © g‘ﬁRepw @;‘_Repw Al E’>‘ Forward | l='—:1f>‘ Translate ©  ZiPrint & g4Spam | i Delete
From Subject Date
[* &3 Mr Garrison test Thu 5:48 PM
| Add User -
= —'[E(gg; folders | Mass Import Create User Keys Add Single User
Ly | .
¢ Blocked Add | [ Add&Edit | B Cancel =
[}
i, Drafts ! Schools [ Andrea's Training Schoal |4
Sent e — g
:;% Deleted | First Name
[T Contacts i Middle Name
= [ My Folders Last Name
User Name

|1 1st period math
1 Homework

1 Math

#l 1 Science

New Password
Retype Password
Force Password Change[)

[ Social Studies Access Leve v Default '
i Celeted
Testin n
- Writing Administrat  poooved
- N
Graduation Yeg ~ Suspended
Read Only

Send to Admin Only

Send to Class Only

Send to School Users

Send to District Users

Send to Gaggle Users

Student

Basic Parent

Trusted Parent

College Student ]

School Staff .
______ School Teacher E : BRI
Enhanced Schoaol Teacher
School Administrator
School Master

Linking Parent Accounts to their Children

Once a parent account is created, the educators must locate the children of that parent and link the parent account
with the child’s Gaggle account. The following instructions explain how to link a parent’s account to their children:

Click on the Jump To menu, scroll over School or Student Admin, and select User List.

Highlight the student or students to be assigned to a particular parent by clicking the appropriate row(s).
Click on the Linked Parents tab at the bottom of the screen.

Click on the plus sign, and a new screen will appear listing all of the parent accounts created in the school.
If the parent account is located in a different school or a special parent group, use the drop down menu at
the top to select the proper group and display available parent accounts.

Check the box next to the specific parent to link with the selected student(s) and click Add.

6. Click Save in the bar above the Linked Parents tab.

L=

v

Add Linked Parent =
Parent Users in: [ Andrea's Training Schoal b

User Name§ Full Name

testp parent Parant
lindaking.p  King, Linda Parent
cathmax Maxwell, Cathy Parent
pamimax Maxwell, Parker Parsnt
oparent Parent, E Parent
lest_parent  Parent, Test  Parent
eparent Parent1, E Parent
Y Test, Parent  Parent
Select All
Cagd )
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Managing Parent Accounts

Gaggle offers schools several ways to manage the parent accounts within their school. Authorized users have the
ability to review the activity and make changes to the parent accounts as needed, much like they can to a student’s
account. For parents included in a single school group, School Administrators and higher can access the accounts.
For districts with parents in a single group, District Administrator levels, and any School Admin or higher level
accounts created within that parent group, will be able to access the parent accounts.

Making Changes to Parent Accounts

On the User List page, there is a subset titled All parent users on the View menu which allows educators to search
for all existing parent accounts at one time. You can also click the Show Parent Users box at the top of the User List
if you wish to include them in the All Users view. Educators can make changes to all of the parent accounts at once
by utilizing the tab at the bottom of the User List page. Make changes to an individual parent account by clicking on
the user’s full name on the User List page.The parent’s Personal Settings page will open in a new tab, allowing the
necessary changes. To view and change which children are linked to that particular parent account, click the Linked
Children tab.

A, Check Mall \] Compose Inbox User List j.dart
Jump To Menu G Save | [Z¥ cancel More Settings £ / Linked Children
< Tab
i Basic Advanced Blog Signature Linked Children
=[] bteacher’s folders User ID 3345136
5% Inbox (0) | School Name Andrea's Training School
g Blocked First Name Joe
L&, Drafts Middle Name
Lg Sent Last Name Dart
L Deleted User Name j.dart
=[] Contacts New Password
= [ My Folders Retype Password
(3 1st period math Outside Emalil
L1 Homework Note
[ Mmath F =
mE Science Access Level | Regular Parent 'v]
|1 Social Studies Parent Account ': No -¢_|
(3 Testing Administrator [ = =
1 Writing
W RMonitar Dol

Reviewing Parent Activity

Educators can review the activity of the parent accounts. From the User List page, right-click on the parent account
and choose View Email to view all of the sent, received, and deleted email messages. Parent accounts will not be
filtered through Gaggle unless there is an administrator assigned to them.

Allowed Parent Domains

Parents set to the Basic Parent access level are not allowed to send or received mail outside of the Gaggle system.
However, schools have the ability to define certain domains that Basic Parents will be allowed to send and receive
mail from. Schools can define these domains by entering them in the Allowed Parent Domain list.

To edit this list, click on the Allowed Parent Domains link on the More Settings menu at the top of the School
Setup page. Enter the domain name in the text box provided and click the Save button. Example: If a school wants
to allow Basic Parents to send and receive mail from their district email addresses, simply enter “northwood.k12.
il.us” in the Allowed Parent Domains list.
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Using Parent Accounts

As mentioned previously, the Regular Parent and Trusted Parent accounts are full email accounts that can email
anyone in the internet world. Regular Parent accounts, however, are somewhat restricted since they cannot email

the Gaggle accounts of students that are not assigned to them. All parent accounts have access to create personal
Contacts and a Directory listing of staff members, and they can change their passwords, color scheme, and create
folders. All parent accounts have the ability to forward their Gaggle email to an outside email address as well. Parent
accounts do not have access to any Message Boards or Chat Rooms, or the Blogs, Profile Pages, or Digital Lockers
of students other than their own.

Digital Lockers, Blogs, and Profile Pages.
The main purpose of a parent account is to allow the parents to monitor their children’s Gaggle activities. The
following instructions explain how parents can access their children’s accounts:

1. From the Jump To menu, click the Your Children option. You will see a User List displaying only those students
you are linked to.

2. You can view the student’s mail folders, Digital Locker, and Blog by clicking the corresponding link.

Communicating with Parents

The parent accounts make it very easy for schools to communicate with the parents of all their students through
email. All parent accounts can be accessed from the school’s Directory page. By clicking on the subset All Parents
on the View button, educators will easily be able to locate and contact any child’s parent. Schools can also create
Exploding Address Groups for the parent accounts for sending quick mass email messages.

Interactive Send Button (Send to Parents of Recipients)

Educators can quickly email parents by using the email addresses of the students linked to particular parents. By
entering student addresses in the To field on the Compose screen, educators can utilize the interactive Send button
to send an email to the parents. The interactive Send button gives educators the option to send an email to four
different groups: Send to recipients, Send to parents of recipients, Send to recipients and their parents, or Send to
recipients and CC their parents. This allows educators to have contact with the parents without having to take the
time to look up parent email addresses.

&, Check Mail €] Compose Inbox = %, Compose

Jump To Menu © <=7 Send ) Save Draft

Q= Send to parents of recipients
Send to recipients and their parents
= | bteacher’s folders Send to recipients and CC their parents
2 EEI)
: ° gl:;;:d Subject:  nril 2000
3 gzretted [ (Style) %[ tFont] [ (size] 14)
B0 Contacts B/ US=E=—=SEEFEA»QFE0O0Y
=] | My Folders
1st peried math Hello Mr. Jones
Homework
Math

#l1 Science
Social Studies
Testing
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Curriculum Integration Using Student Email

Curriculum integration is a vital part of a successful implementation of email into the classroom. We understand
that curriculum integration is important to any educator when they begin using a new service, and therefore we
want to make the transition of using Gaggle in the classroom as smooth as possible.

Here are just a few of the learning opportunities available utilizing Gaggle Student Email:

Keyboarding Skills

Use email as a means of allowing students to work on and improve their keyboarding skills.

Vocabulary and Letter Writing
Email can be used to help students improve their letter writing and grammar skills, and it can also help increase
their vocabulary.

Email Grading
Require the students to write at least three emails a week, and select one email per student to grade for correct
spelling, grammar, and punctuation as part of their Language Arts grade.

Email Congressmen
Use this as part of a Social Studies class and have the students compose an email to their congressmen about a
political issue discussed in class.

Follow a Legislative Bill
Follow a legislative bill through the whole process by contacting the key legislators through email. First, the stu-
dent gets the email addresses of the legislators and then sets up communication on the bill.

Impersonations
Interact with others who are in character. This is a fantastic way to learn about great people in history, different
cultures, etc.

Daily Media

Electronic newsletters can be delivered via email, and there are literally hundreds of these email publications.
Students can share what they learn from these with others in the class. Examples might include a daily: fact, word,
historical event, poem, political quotation, and many others.

Key Pals
This is an experience to learn about another person one email at a time. With over 13,000 schools in 20 countries
on the Gaggle network, connecting with other schools is just a point and click away.

Question and Answer
This includes everything from ask-a-reporter to ask-a-scientist. There are many companies and individuals willing
to communicate with students who ask questions.

Email Mentors
Several projects exist to match successful adults in various professions with students who can benefit from the
interchange.
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Adopt a Grandparent

Have students correspond with an elderly individual from a local nursing home. Most nursing homes now have
access to the internet, and for those people without families of their own, this can really help to lift their spirits. It
also allows the students to learn what it was like growing up in a different time.

Student Mentors

Educators can match up older students to be mentors for younger students from different schools. Student Mentors
can be a valuable resource to younger students. They can do something as small as help them with their homework,
or they can help make the transition to a new school smoother with the simple task of emailing back and forth.

Web Resources for Email Lessons

There are many websites on the world wide web which can give educators ideas on how to use email in the class-
room. Some of these websites are places where teachers can link up with other classrooms for key pal projects or
online collaborative learning. Below we have listed several of these websites and a description of each.

www.telementor.org

The International Telementor Center is a program at the Center for Science, Mathematics & Technology Education
at Colorado State University (CSMATE) that facilitates electronic mentoring relationships between professional
adults and students worldwide. Communicating via email, adult mentors share their experience and expertise, help-
ing students achieve academic excellence in math and science, improving communication skills, and exploring
career and educational futures. The Telementor site also contains some great project ideas.

www.realkids.com/critique.htm
This is a young writers critique group. It is an email listserv on which kids advise and critique each others writing
samples.

www.askanexpert.com

This website is dedicated to connecting classrooms with experts in various topics. Students can email with experts
to learn more about everything from Astronauts to Zoo Keeping. The website is sponsored by Pitsco, Inc. and Lego
Dacta. Select from 12 categories with hundreds of websites and email addresses where educators can find experts
to answer students' questions about various professions. Ask an Expert is a directory of links to people who have
volunteered their time to answer questions and web pages that provide information.

Links for Classroom Key Pals

Kids’ Space Connection - www.ks-connection.org

The Teacher’s Corner.Net - www.theteacherscorner.net

Access the Gaggle Educator Message Boards to find other schools on the Gaggle network looking for key pals for
their students.
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