Getting Started with Gaggle

Gaggle Orientation

Upon login, you will see the home page.  On the home page you will see your customizable window or widgets.  You may access them directly by clicking on them from this page or you may hide and delete them.  You may edit your home page by selecting the “Edit Tabs” link in the top right.  The “Home” and “Inbox” links populate the tab bar by default. 
In the left pane of your home page you will see links to menus of the many functions within your Gaggle account.  Your four options are the “Mail”, “Applications”, “Portal Links”, and “Student Admin” menus.  
· The “Mail” menu allows you to view your inbox in the window and navigate into other mail boxes by selecting the links in the left pane.
· The “Applications” menu allows you to select and view the apps available to you in Gaggle.  Once selected, the apps will open as a tab or as a new window.

· The “Portal” menu allows you to view and choose from links available through Gaggle or some that you add on your own.

· The “Student Admin” menu allows you to choose functions that help manage your Gaggle interface.  Admin guides and training videos are available as links and in this menu.

Composing and Sending a Message 
· To send a message, you must first select the “Inbox” tab.  Under the tab bar you will see a “Compose” link.  After selecting the link, the compose window will open as a new tab.  
· You may compose a draft of your message in the blank space provided in the window.  Above the space provided for your message you may select various formatting options as well as checking the message for errors.
· When you are ready, you may send the message to an individual student by moving your cursor into the “To:” text fill space and typing in the addressee’s name or Gaggle email address.  Each letter entered will narrow down the options from which to choose.  Once the addressee is entered correctly and you are ready, select “Send” and the message will be sent.  
· You will receive a confirmation notice in a small window once the action is complete.

Sending the Message to a Class

· If you would like to send the message to an entire class, move the cursor to the “To:” icon and select it.  A smaller window will superimpose itself on your message.  
· You may select “Classes” from the drop down menu titled “Show Names From”.
· Once selected, a list of your school’s classes will appear.  Select the appropriate class by clicking twice on it with your cursor.  
· If the addressee is the desired one, select the “OK” icon.  This will bring you back to your “Compose” window and you may send the message from here.  
· You will receive a confirmation notice once the message is sent.

Please practice by sending a message to a colleague.  Once you have tried it, compose a welcome message for your classes and send it.  You are now ready to safely communicate with your students using the Gaggle interface!

