
9/11/2008  1 

�

��������	��
�
�
�
�
�
�
�
�
�
�
�

Janetta Garton 
Technology Curriculum Director 
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Through our web-based Tiger Mail system, you have the ability to create up to 5 blogs.  
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1. Start Internet Explorer and navigate to the District Website at 

www.willard.k12.mo.us 
2. Click the link for Tiger Mail. 

 
 

3. Enter your username. 
4. Enter your password. 
5. Click the Login button. 

 
 
 
 
 
 

6. Click the Blogs link in the list on the left. 
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7. Enter an ending for the web address for your blog. This cannot be changed. 
8. Enter a Title for your blog. This will appear at the top, generally in the banner part 

of the blog. You can change the title at any time. 
9. Click the Create Blog button. 

 
 

10. Your newly created blog is now listed in a table of Current Blogs. Click the 
Settings Button. 

 
 
 
 
 
 
 

11. Copy the Url for you blog for future reference. This is the web address your 
visitors will visit to read your blog. You can add this to your browser’s 
bookmarks or favorites. 
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1. After you have accessed the setting for your blog, scroll down to the preview 

screenshoots. 
2. Click on a screenshot to open it in another widow and preview it.  
3. Close the preview. 
4. Repeat until you decide which template you want to use. 
5. Use the drop down menu for Current Template and choose the one you want to 

use. 
6. Click the Change to button to save your choice.  

 
 
 
 

7. Copy the Email Address and add it 
to the address book of your email 
software, or make a note of it for 
future use. This is the email address 
to which you will send your posts. 

8. Since you can not hold comments 
for moderation, check the box to 
Disable Comments. 

9. Click the Save Settings button at the 
bottom. 
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Your profile is generally displayed in a seperate box with your name and visitor count 
and possibly a photo�

1. After you have accessed the setting for your blog, click the Edit Intro button.  
 

 
2. Replace the existing text with a paragraph explaining the purpose of your blog. 

For example, “This class blog will feature assignments and classroom news.” 
3. Click the Save Changes button. 
4. Click the Edit Profile button. 

 
 
 
 

5. Replace the sample profile with your own 
information. 

6. Click the Save Changes button. 
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7. Click the New Profile Image button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Click the Browse 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

9. Navigate to the picture you want to use 
using the Look in menu. It must be a 
jpeg or jpg file. The image will be 
automatically scaled to the correct size. 

10. Select the image with 1 click. 
11. Click the Open button. 
12. Click the Upload button. 
13. Click Save Setting button. 
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1. Access your email software, either Eudora or the web-based Willard Tiger Mail. 
2. Compose a new message addressed to the email address for your blog, which we 

made note of when choosing a teamplate for your blog, in the settings area. 
 
 
 

 

 

 

3. Enter the title for you post in the Subject field of the email message. 
4. Enter your post article in the message area. *If you have an automatic signature 

set up in your email software that will be included in your post. 
5. If you attach an image file, the image will appear at the end of your post. If you 

attach a document file, a hyperlink to the document is placed at the end of your 
document. 

6. Click the Send button. 

 

 

 

 

 

 

 

 

 

In the image to the right you can see how an 
attached document or image will appear in your 
post. 
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You will receive a confirmation email. 

 

 

 

 

 

To see your new post, visit 
your blog by navigating to its 
address in your browser. We 
made note of your blog’s 
web address/URL when we 
created it. 
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1. Start Internet Explorer and navigate to the District Website at 

www.willard.k12.mo.us 
2. Click the link for Tiger Mail. 

 
 

3. Enter your username. 
4. Enter your password. 
5. Click the Login button. 

 
 
 
 
 
 

6. Click the Blogs link in the list on the left. 
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7. Click the Post button. 

 

8. Enter a subject 
9. Enter the article. Use the toolbar 

buttons to insert a hyperlink, 
format your text, create/edit a 
table, etc. Hover your mouse over 
a button to have its label displayed. 

10. If you want to attach a file (pdf of 
the spelling words for the week, 
picture of a class project, class 
newsletter) click the Browse 
button. Navigate to the file on your 
computer and click Open. 

11. Click the Post button. 

 

12. To view your new article, click the View button. 

 

 

 

 

 

 

In the image to the right you can see how an 
attached document or image will appear in your 
post. 
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1. Start Internet Explorer and navigate to the District Website at 

www.willard.k12.mo.us 
2. Click the link for Tiger Mail. 

 
 

3. Enter your username. 
4. Enter your password. 
5. Click the Login button. 

 
 
 
 
 
 

6. Click the Blogs link in the list on the left. 
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7. Click the List/Edit Posts button. 
 
 
 
 
 
 
 
 
 
 

·  Click the Delete button next to a post to remove 
it. 

·  Click the Edit button next to a post to open it in 
the editor and make changes. Click the Post 
button to save your changes. 

 
 


