
 

USING THE TIGER STAFF NOTEBOOK 

1. Use the CHROME Browser to access the portal (portal.office.com) 
2. Log in with your credentials  

a. username: email  
b. password: word#word 

3. The Office 365 portal will open with various tiles 
4. Click on the One Note tile 

 
5. Click on the “Shared with Me” tab 

 
6. Choose the Notebook titled “TIGER 2017-2018” (with your principal’s name) 

 

 
7. Click on “Edit in Microsoft OneNote”   

 
8. The Notebook will then open in your LOCAL OneNote 

 
 
 
 
 
 
 
 



 
ONCE YOU HAVE OPENED THE NOTEBOOK IN YOUR LOCAL ONE NOTE, YOU DO 
NOT HAVE TO GO BACK TO THE PORTAL TO ACCESS IT. You can access it from 
your Local OneNote. 
 

 
 
Once you are in the Staff Notebook on your Local Drive, you will see three tabs 
along the top: 
 

 
Collaboration Space - will not be used for the TIGER process 
 
Content Library – a place where content is stored. You will see the following tabs: 
Rubrics, Walk Throughs, Stage I, Stage II, and TIGER Information 
 

 
You can click on each tab to access content.  
  

All of your Notebooks can be 
found by clicking on this 
arrow. 
 



SY 2017-18 Growth Plan 
 

If you are a STAGE II Teacher, you will need to complete the Stage II Reflection and 

Growth Plan. In order to access that, you will click on the Stage II Tab. Over to the right, you 
will have a number of pages listed below. Click on the page titled “Stage 1 Reflection and 
Growth Plan.” 

 
 
You will see a printout of the Plan as well as a Word Document link. Click on the 
link and open the Word Document. 

 
You can now work from this document and save it as you go (either in your local 
drive or you can save it in the One Drive). 
 
 
 
 
 
 
 



When you have finished your Reflection and Growth Plan, you will need to Print it 
to the OneNote Staff Notebook. In order to do this, you will click PRINT just as if 
you are printing to a printer. Instead of choosing a Printer, you will choose “Send 
to One Note.” Then click PRINT. 

 
 
You must now select the SECTION of the notebook to print to. You need to make 
sure you print to SELF REFLECTION – GROWTH PLAN. Click on this section. Click OK. 

 
 
Your Self Reflection and Growth Plan should now be printed directly to your One Note Notebook. 
 
You can now RENAME that page in which you printed. It will be titled PRINTOUT. You can right click on the 
page title to the right and choose RENAME. 
 
 

 
 
 

Right Click HERE and rename the page  

“Self-Reflection and Growth Plan” 



 
 

WALK THROUGHS IN THE ONE NOTE STAFF NOTEBOOK 
 

 
 
You will need to make sure you are in the section of the notebook labeled with 
YOUR NAME. This is the area where all of your data will be housed. 
 

 
 
You can access your Walk Through Data from your evaluators via the “Walk 
Throughs” Tab. This is where your evaluators will drop in their Walk Through 
Checklist. This is also an area that you can add your own comments in response to 
your evaluator’s data. You will be able to click on any area of the page to write a 
comment. 
 
For example, if your evaluator did not observe that you “modeled 
expectations/visuals used” while he/she was in your classroom. You can click to 
the RIGHT of the page and type a response to your evaluator’s comments. 
 

 
 
 
 
 
 
 



 
 

You can find a copy of the Walk Through Checklist in the Content Library. 
 
 

 
 

Click on the Walk Throughs Tab/Section 
 

 
You will see a print-out of the Walk Through Checklist used by evaluators. 
 
 
 

What is in the Content Library? 

 
 

RUBRICS: 

 
 

 
 
 
 

ALL Educator Rubrics are 

located in this section 



 
WALK THROUGHS: 

 
 
STAGE I: 

 
 
 
 

ALL Educator Walk Through 

Checklists are located in this 

section. Just click on the 

desired page to access each 

document. 

ALL documents used for STAGE I 

teachers are located in this 

section. Just click on the desired 

page to access each document. 



 
STAGE II: 

 
TIGER INFORMATION: 

 
 

ALL documents used for STAGE II 

teachers are located in this 

section. Just click on the desired 

page to access each document. 

Procedures and FAQ’s are 

located in this section. Just click 

on the desired page to access 

each document. 



 
 
How do I return to the Notebook Home Page? 
Click on this green arrow. 
 
 

 
 
When you are in your section of the notebook titled Your Name, you will see the 
tabs below. This is the section where your evaluator will drop information in 
regards to your evaluations. This is also the place where you will place your 
evidence and comments in regards to your evaluations. 

 

 
 
 
If you click on the Log of Professional Activities tab, you will see a table in which 
you will complete to display your log of professional activities. If you have more 
items than this table allows, you can add more rows by hitting tab or enter at the 
end of the last row. 
 
This is the table you will use to log your activities: 

 


