safe e-mail for students

Goggle.Net

Teacher Quick Start Guide

This Teacher Quick Start explains how to use the monitoring and control
features of the Gaggle Email service. To use these features your access level
must be set to either Group Administrator or Group Master.

Creating New User Accounts

1. Click onthe User List link on the left of the screen.

2. From the User List screen there are three ways to create new student
accounts. The easiest method is called Add New User and is listed at
the top.

3. Enter the information for each new student one at atime. The user
name must be a unique name for the system.

4. Choose Normal for the Access Level

5. When you are done press the Add Button.

For a detailed explanation see
the Gaggle Manual.

Assigning Yourself asthe Administrator for a

Student’s Account.

The following steps explain how to change a student’ s account so that
you will be the designated administrator. You will want to do thisif a
student already has an account and joins your class or if the student was
not assigned to you when their account was created.

1. Click onthe User List link on the left of the screen.

2. The User List screen will list every account in your school, district
or organization.

3. Click on the name of the student whom you want to change.

4. From the Administrator menu choose your hame.

5. Press the Update Button.

For a detailed explanation see
the Gaggle Manual.
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Reading Students' Mail

The following steps explain how to go into a student’ s account and read

the mail that the student has recently sent or received. SRl L

1. Click onthe User List link on the left of the screen. Ui Warm  Full Amma e

2. The User List screen will list every account in your school, district or wrid uexlln Ceala it Jul Addrras
Organization_ gkt PRIRE Forciy ipup Masts) Pl sfdiEia B

3. Locate the name of the student whom you want to review, click on the
word Mail in the row with their name.

4. Thiswill bring up the contents of the student’s InBox folder. It will
also show the student’ s other folders. These will be listed on the left side
of the screen above your own folders.

5. Click on a message topic to read the student’ s mail.
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Handling Blocked Mail

Student messages, both incoming and outgoing, are automatically
monitored for inappropriate language and for blocked senders/recipients.

jff= Folders

When a message is Blocked it gets rerouted to your account and appears |
in your Blocked folder. Y ou decide what should be done with the mail; £l

allow it to be sent, delete it or store it for later. We suggest that you Lelered
check your Blocked folder frequently. (Do

To check Blocked Mail.

1. Click on the Blocked folder on the left side of the screen with your
other folders.

2. Click on the subject for the blocked mail you wish to read.

3. The message in question will appear on the screen.

4. Review the message and choose UnBlock or Delete. You may also
move the message to a folder.
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the Gaggle Manual.
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Goggle.Net

safe e-mail for students

Quick Start Guide

Start Gag.gle Student/Teacher Login
1. Type in your user name and password.
2. Then click Go! Hser Name
3. Click Accept to agree to the terms of the Gaggle.Net pe— | @

service and your school's Acceptable Use Policy.

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

OrgaNEREk your Mail

REIdeS 1. At the bottom left, there are four

(et folders.

(Oowes | 2. Click on the Inbox to check your mail—gz5z = e
1oy | 3- The folder now opens and the screen|l]  #eleoms JEnggnpgk. et Fn 3 A

0 appears with your new message.
———— 4. Click on the blue underlined word to

CIi&P%h éé‘%Waﬂ‘?b' create a message to send,—/>
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Your user nam Click to add address Add to names to
appears here \ to the To field \ carbon Icopy list
List of addresses can be Fm? b e ‘ v
stored here ———————W> lechug | - 2 ][ A00To || Ada |
Address of who you are writing to ————————9 1= wiksfquoggls nst
Carbon copy ———— P ¢
What you are writing about—— i bt B Hike
aachments £ Click Browse to find files|to attach

Attached files \

Type in message here
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Add New Address:

Add Addressesto your Address Book Email Address  [baballegrodgaggle e
1. Click addressesto check the list .. —
of names in your address book. = reme [Bob Allegro
2. Add anew address at the bottom Hote I
of the screen.
3. Type in the email address, and
the person’s full name. -
4. Click Add. p | Srddresses:
5. Click addresses again and the C Addrens il Ham
ﬂitme you added will be on the S
6. At the write mail screen, your \ |
pull-down menu at L ookup will [ ied Fortersen |
include the name you just added b | ey hlmﬂlﬁ&q

to your address book.

T

Another Way to Add Addressesto the Address Book Users in your Group:
The red Group List button will show you all of the
members of your group, school or district. E”*'E'r Hama Eol Hame
dave David Candland
Y ou can also get there from the Address Book O ficindy  Cindy Hanson
sQrﬁchnmplete list of all users in your group click here b fclyon Lomn Ledu:
[ help Help mailbox
[ jetf Jeff Patteraon
1. Check the names you want [ mike Mike Kessler
added to your address book. O sugzestions Suggestion hox
2. Then click Add. ] zusank suzan kessler
[ Add 'Checked' To Address Book |
From bbrayi@gaggle.net
Type Yourself or aFriend a Message. Lookup [ =241 'To
1. If you have another email address, To  [Foraybmasie mt
type it in the cc section to send v e
your%lf aCarbOn Copy_ | rayAcompstrategles . com
2. Give your message a subject. ELEIEE | ==t
3. Type your message. Attschments g oname sizs
4. Click send. ~ Mone -
Check your Gaggle account daily. Messsos  [hi et
It’s fun to get mail. Is this morking?
Send a message to a friend. From me

Quick Start Guide courtesy of Computer StrategiesLLC
(http://www.compstr ategies.com
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