GAGGLE User 
FAQ SHEET

I am new to Gaggle. Is there something that will help me get started?

Yes, we suggest that you download a copy of the General QuickStart Guide. The QuickStart is a two page handout that explains all of the important functions of Gaggle. 

Can I change my User Name or Full Name?

Student users cannot change their User Name or Full Name by themselves. Your teacher can change your screen name for you. Ask your teacher to make this change for you.

Anyone with teacher access level or higher can change his or her User Name. After logging in with your original User Name, click the 'User options' button. Type your new User Name into the User Name field. Then click the 'Update' button. 

How do I change my password?

After logging in with your original password, click the 'User options' button which is located at top of your screen. Type your new password into the password field and into the verify password field. Then click the 'Update' button. 

It is important that you do not choose an obvious password. If other people can guess your password, they can login as you and read your mail. If you feel someone is logging on as you please change your password as soon as possible. 

What if I forget my password?

If you forget your password, you should ask your teacher to give you a new password. No one on the system can see your old password. 

Your teacher will have to assign you a brand new password. Once you log back in, you can change the password to whatever you want by clicking the 'User options' button. 

If you have a Staff, Teacher, or School Administrator account, you can also ask anyone with a higher access level on Gaggle to give you a new password. For example, a School Administrator is higher than a Teacher account and can fix a teacher's password.

If you are the School Master for your Gaggle group, you should send an email to admin@gaggle.net. We will send a new password to the email address you gave us when you signed up for the service. You can also call us for help at 800-288-7750.

Educator's can give users new passwords by going to the user list screen and clicking on the user's name. Enter the new password in the two fields and click the 'Update' button. For security reasons, there is no way to see the old password. You must assign a new password. 

I am a teacher. Is there a special help section for me?

Yes, there is a special 'Teacher Help' section. It is only available if you are logged in as an educator.

1. Look on the left side of the screen under the menu labeled School Admin. 

2. Click on the 'Teacher Help' link. 

Why did I get a Failure Notice when I sent my message?

Whenever an email does not go through you will receive a Failure Notice. This is an automatic response from the system.

The MAILER-DAEMON is not a person. You should not try to reply to these messages.

The failure message usually starts off with " Hi. This is the qmail-send program at gaggle.net." The message will go on to explain why the email was returned to you. Below is an explanation of the different reasons:

Sorry, I couldn't find any host by that name. (#4.1.2) <floop5@gaggle.com > - This message means that the domain name is invalid or does not exist. In the case above the address should be 'gaggle.net' instead of ".com'.

< jaff@gaggle.net >: unknown user - This error message means that there is no user on the system with the screen name 'jaff'. You should check to make sure that you typed the correct user name in the To field. Most of the time you will discover that you made a mistake.

The mail you sent to [ soums11@quickdot.com ] is undeliverable. The user does not exist on our system. - This is the same error as above, but it is from the Quickdot mail server. The Quickdot mail server does not have a user named 'soums11'. You should check to make sure that you typed the correct user name in the To field.

--- The following addresses had permanent fatal errors --- bigbird@pegasus.cc.ucf.edu - This is the same error as above, but it is from the UCF mail server. The UCF mail server does not have a user named 'bigbird'. You should check to make sure that you typed the correct user name in the To field.

Sorry MAILER-DAEMON@gaggle.net. Your mail to tacomacho could not be delivered because tacomacho is not accepting mail with attachments - This is a message from another mail server. The user at this other mail server is not allowed to receive attachments. Try resending the message without an attachment. If the attachment is a text file, just paste the text into the email. 

How do I set up my address book?

If you wish to add names and addresses to your Address Book of people from your school, or district, the easiest way is to click the 'Directory' button. This will show you all the members of your school or district. Check the names you want added to your address book and then click 'Add.'

If you wish to add an address to your Address Book of someone outside of your school, click the 'Address book' button. You may then add the new person at the top of the screen by typing in their email address and the person's full name. Click the 'Add' button when you are done. The address will now appear in your Lookup menu on the Write Mail screen. 

Who can I send email with?

You should only send email to people who you know and who have been approved by your parents and/or teachers.

You can find people from your school by clicking on the Directory button. You can also look on the Gaggle message boards for email pals.

Sometimes when I send an email I get a message back at the top of my screen in a red box . . . what do these messages mean?

"Your message has been diverted to __________"
This means that your message has been rerouted to your administrator's blocked folder. You may have used inappropriate language, sent a message to a person not on your approved list, or sent an attachment that was not allowed.

How do I save a message if I'm not finished but I need to log off?

If you wish to save your message to be finished at a future time, just click on the 'Save Draft' button at the bottom of the message. (It is right next to the 'Send' button) The message will appear in your 'Drafts' folder the next time you log on. 

Why is my account frozen and how do I fix it?

You have exceeded the storage limit you have been allotted. You need to delete mail from your Inbox, Sent, and Drafts folders. Mail in your Deleted folder does not count toward total file storage. Once you have deleted your old mail your account will be fully functional again.

Your account may also be full if you have been storing lots of files in your Digital Locker. You should delete any unnecessary files from your Locker.

For educators, any mail in the Blocked folder does not count toward the total.

How do I create a new folder?

Click on the 'User options' button. Scroll down and you will see a section labeled 'Create Folder.' Type the name of your folder in the white box and click 'Create.'

How do I delete a folder? 

Click on the 'User options' button. Scroll down and you will see a section labeled 'Delete Folder.' Click on the pull down arrow and choose the folder you wish to delete. Click 'Delete.'

Why can't I delete messages in my Deleted folder? 

Messages remain in your deleted folder for at least 30 days at which time the system automatically deletes them. (Teacher access level and higher users can permanently delete messages in the Deleted folder.)

How does the Digital Locker work?

The Digital Locker is a file storage system. For example, you can store files here to download later from home. You can make these files private or public if you want to share them with other users. 

To use this feature, select Digital Locker from the Jump To menu. Click the 'Browse' button and navigate to the place where your document is located. Choose the file you want to upload. Choose the access level you want to give this file. Click 'Upload.' You will then see the file in your list. 

You can change the access level or delete the file at a later date. When you delete a file, it is marked as deleted but will remain in your storage for up to 30 days. Files in your Digital Locker count toward your total used storage space. Files marked for deletion do not count towards your storage space.

What does the file access mean in Digital Lockers? 

Private access gives only the user access to that file. Public access means that anyone from your school can view the file. Class Only means that members of your class can view the file. Teacher+ means that anyone with an access level of teacher or higher can view the file. School Admin+ means that anyone with an access level of School Administrator or higher can view the file. 

Why can't I access the Message Boards or Chat Rooms?

Your school may have limited access to those features. Please check with your teacher. (If you do have access you will find these options under the 'Jump To' menu.)

How do I use the Message Boards? 

From the Jump To menu select Message Boards. You will then see the three main categories of message boards that you can choose from. They are your school's message boards, your district's message boards and the Gaggle Wide message boards. Click a link to see the boards in that category.

Click on the message board in which you want to make a post. You can either post a new topic or reply to a topic already posted. 

To post a new topic, click 'Create a New Message Topic.' Type your subject in the box and then type your message in the box below. When done, click 'Post Message.'

If you want to reply to a topic already posted, click on the topic and then click 'Reply to Msg.' Type your message in the message area and then click 'Post Message.' 

How do I use the Chat Rooms? 

From the Jump To menu select Chat. You will then see the three main categories of chat rooms you can choose from. They are your school's chat rooms, your district's chat rooms and the Gaggle Wide chat rooms. Click a link to see the rooms in that category.

Click on the chat room in which you want to participate. A Java applet will begin to load. When it loads, your user name and the names of the other users in the room will appear in the list at the right. Now you can start typing your chat messages. 

From the menus you can choose the color and font of the text messages that you send.

How do I block the chat from another user who is bothering me?

If another user is annoying you, the Block button will make it easy to ignore their chat. Blocking a user prevents their chat from appearing on your screen.

Highlight the other person's name from the list of users. Click the 'Block' button. To undo the block, just highlight their name and click the 'Block' button again.

What does the Alert button do on Chat?

The Alert button allows you to send a message to the teachers letting them know that someone was abusing the chat system. It allows you to send a description of the offensive behavior and it sends the last few lines of chat from that person.

Alerting another users will give them ten chat points and incur three chat points for yourself. When a person reaches 100 points in a given week, their access to chat will be temporarily disabled.

What does the Warn button do on Chat?

The warn button allows you to send an anonymous message to another user letting them know that they are getting out of line with their chat. It's a private way to say "please cool it."

Warning another user will give them five chat points and incur three chat points for yourself. When a person reaches 100 points in a given week, their access to chat will be temporarily disabled.

Why do I see Adware and Spyware on my computer? Is this from Gaggle.Net?

The Gaggle website does not download any spyware or adware on your computer. We use two advertising networks that are both publicly traded companies and offer only legitimate ads. When web ads load,they often place a cookie on the user's browser as a way of remembering when the ad was last shown to the user and from what web site the ad was placed. These cookies cannot do any damage to your computer. 

The number of cookies that you receive may be dependent on which browser you are using to access the internet. For instance, Internet Explorer seems to accept more cookies than Mozilla Firefox. Gaggle is dedicated to student safety and it is against our mission to allow our advertisers to download spyware or adware. If you see something that looks suspicious please contact us right away. 800-288-7750

I use AOL to access the Internet. Why can't I log in to my Gaggle account?

You may need to adjust the settings for your browser.To access these settings, click Settings from the Toolbar and then Internet (Web) Options. On the General tab,click Delete Temporary Internet Files and Clear History. Click Settings, and choose 'Every visit to the page.' On the privacy tab, Medium is a good security level. Close your browser and reopen to accept your changes.Try accessing your Gaggle account again. 
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