






Once you reach the login screen you will be required to enter your Gaggle username and password.

Username: firstname.lastname (ex: john.smith)

Password: your 5-digit student number (we encourage you to change your password)

E-mail Address: firstname.lastname@sadams.us

If you are unable to login, please let the Tech Center know.



After you login to Gaggle, you will be taken to 

your "Home" screen. From here, you can choose 

what you would like today. 

There are many features of Gaggle that you may 

explore and use. This document will cover the 

two primary functions used at SAMS and SAHS. 

1. Email

2. Digital Locker (storing documents online). 



To send an email, click on 
the Email tab at the top of 
your screen.

You are now viewing your 
current inbox. Click the e-mail 
to open and read it. 



If you have old e-mails in your inbox, feel free to delete them by clicking on 

in the box to the left of the email. Once there is a checkmark in the box, 

click the trash can icon. The e-mail(s) will be deleted.



To respond to a sender, simply click on the e-mail to open. In the top right corner you'll find an arrow. Click 

the arrow to reply.

At any time, if you would like to compose and e-mail, simply click the orange COMPOSE button on the left side 

of your screen. 



When composing an e-mail, type the recipient's 

name in the TO field. Write your message, and 

click the blue SEND button.

Click on the + to search for 

teacher and student email 

addresses.



Click on USERS to view 

directory.

Click on the drop down arrow to 

enter a name to search for, then 

click the search button.

Student and Teacher 

names will appear 

here.



Next, select the name(s) 

you wish to send a 

message to. 

Choose “Select checked users” 

from the blue drop down menu.

Teacher and student 

names will appear 

here.

After you have 

clicked on “Select 

users”, your new 

message will 

appear. You may 

now type and send 

your message.



To store 

and save 

documents 

online, 

click on the 

Apps tab, 

then the 

Digital 

Locker 

icon.



Click here to upload files 

from your local computer.

Select messages by checking box. Download or delete 

checked messages here.




