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Safe e-majl for students

Quick Start Guide

Signing into the System

I Student & Teacher Login

Go to'www.gaggle.net User Name: | |
Type in your User Name and Password.

Click Login. Password:
Click Accept to agree to the terms of Gaggle.Net service and your school's Ladin
Acceptable Use Policy.

el N S

[ Accept ][ Decline ] Forgetyour password?

Note that email accounts on the Gaggle system are not private. Email is subject to
review by Gaggle personnel and your school, district or organization.

Reading your Mail

barbara_howard's
. . Folders:
1. Onthe left you will see four folders. Click on Inbox. i
2. Your messages will appear on the screen. Click on a message to read it. £ Drafts
£ Sent
£ Deleted
Messages in 'Inbox’ folder
Subject From Date/Time Size
F mail adming@oagle net Jun 16, 2004 0.2 Kk
D You're invited "Suzan Kessler" <susank@gagole.net= Jun 16, 2004 06Kk
O Welcome to Gaggle.net mike@yagale net Jun 16, 2004 0akh
[select an Move Ta Folder
Deleted messages will be moved to the 'Deleted folder. Messages in the 'Deleted folder may be permanently deleted after 30 days.

Writing Mail

"Help! \Laglout!

e 5 =@ Write/maill ‘Address|book! |Birectory)  |Userjoptions

C“Ck Write Ma” to create a new message. 'ia“'fg*g'—'"—"-“ ’“'-5-‘-‘—'3;—6""5' Welcome, Barbara Howard from Sample School 1.
From barbara_howsard@gagole net
Lookup [-  v|[ Add'Ta' |[ Add'cC
Type the address of the person you are writing to. p To | |
h j f il ¢ | |
Type the subject of your email. ———— = | B subject | |
Click Browse to locate any files you want to attach. Attachments FileName Size
\
-- Mone --
| I [ Browse.. || Ypload
Type your message here. Always put in salutations Message
and sign your name.
—>
Click Send
— [Send | [ SaveDratt | [ Spel Check
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Adding Addresses to your Address Book

1. Click Address Book to check the list of names in your address Add New Address:

book. Emnail I
2. Adding New Addresses can be done at the top of the screen. -

nk@gaggle.nst

Type in the Email Address and Full Name for a new person. A usaning
3. Click Add. L
4.  You will see a red box at the top of the screen with the message e

‘Susan King address added.’
5. The new address will now appear in your Look Up Menu on the
Write Mail screen.

To see a complete list of all uzers in your school click here

From barbara_howard@gaggle net

Lookup |- v|[ Add'To' ][ Add'cC

To it
¢ [SusanKin I

Directory Screen

The Directory screen will show you all of the members from your group. Itis an easy way to find the address for someone at your
school, add people to your address book, create an address group or send a message to multiple recipients. The Directory screen can
also be used to access the public files in other users’ Digital Lockers.

Users in your School:

Adding Users to Your Address Book e e e G
1. Check the names you want added to your address book. G alecd i
. ‘ ) e subsets of Users:
2- C“Ck Add CheCked to Address BOOk- Your class members All users All student users
All educators All staff users All non-students

User Name+¥  Full Name

Creating an Address Group oodwina Andrea Goodwin Locker
Address Groups are sets of users who are grouped together by a name such as [ fitzgeralda Angela Fitzqerald Locker
My Friends, Student Government, or 5 period. L1 barbara howard Barhara Howard  Locker
kimmellb Barbara Kimmell Locker
After you create the group, the group name will appear in the Look Up menu on Bl cavendeiti  Rethiavender Locke
[ bartleyb Bill Bartley Locker

your Write mail screen. By selecting this name from the menu you can quickly

send a message to the entire group. S S REkeE
[ barberc Carolyn Barber Locker
[] caulc Colleen Caul Locker
1. Check the names you want grouped together. W) lesters banislle Lester  Locker
2. Enter a name for your group such as Homework Buddies into the field etfrissd Duviddetfriest  Cocker
provided. kit — Loekes
3. Click ‘Add Checked to New Address Group’. [ chalmersd Donald Chalmers Locker
[ hovare Elmer Hovar Locker
[ select Al

[ SendMessage How | [ Add 'Checked' To Address Book, ]
Dlgltal LOCkerS ‘ I [ Add Checked' To New Address Group ]

Each user on Gaggle has access to a Digital Locker to store their files. Files in
the locker can be made public or private. Other users from your school can view
public documents. It's a convenient way to share files.

To see public files in anther user’s Locker, just click the word Locker next to their name.

Changing your Password

1. Click User options.
2. Type your new password into both the password and retype password fields.
3. Click Update.
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