
VELOCITY 

 

Changing a Studentôs password 

If a student forgets their password, a new password will need to be assigned to them. Find and 

double click on their name in the User List. 

 
 

Their user data will open in a new tab. Type a new password in both fields and click Save. 

 
 

Digital Lockers 

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. 

 
To download a file from the list, double click on the name of the file. 

Users can download files from another userôs 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 userôs name to see available 

files in the locker. 

 
Every userôs locker is accessible by all other users at the school, but 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 teacherôs digital locker that are marked School Public or higher. 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. 

 

Message Boards 

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 

provide 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 FAQôs. 

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 Gaggleôs safe and filtered 

environment. 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 

differentiation. 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 

studentsô 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 ñWho Am Iò is a popular variation of 

this kind of board activity. 

 

Creating Message Boards 

Any user with School Teacher access level or higher can create message boards. The steps below describe how to 

create 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. 

 
Click Add to create a new board. 

6. For 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. 

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 message board from the list. 

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 New Post to create a new topic in the board. Click on a topic to read a post. 

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.  Click Reply to reply to the post.  



 
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. 

 
 

Blogs 

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 outlet 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 

recommend 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 students 

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 

students' blog entries, a blog can become an elaborate online discussion with many different participants. 

Research Findings 


