GETTING STARTED

School Leader Quickstart Guide

From setup to all set for the new school year

Say hello to your best back-to-school season yet.



The magic of going
100% schoolwide with ClassDojo
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Better family engagement » 89% teachers say Dojo builds better family relationships

Better student behavior = 3 in 4 principals say it’s easier to build positive behavior

Improved absenteeism = 7in 3 teachers see better attendance with ClassDojo

One app for your full community = Connect families, teachers, kids, and admins in one place
Higher enrollment » When families feel connected, they stay

Lower teacher churn » 8 in 10 teachers say ClassDojo improves their day-to-day better

Better student outcomes » More engaged families = better learning outcomes



School Leader Quickstart Guide

Track your progress for a school year that isn’t just handled, it’s happier.

Phase 1: Out with the old

D Archive past classes D Review your teacher directory
Take a moment to review your active Work through your teacher directory
classes and archive any outdated and remove any no longer associated
classes for the new year. with your school.

Phase 2: In with the new

D Invite new teachers D Upload your students
Head back to your teacher directory Using our bulk import tool, import any new
to invite your staff for the upcoming students to your account from your school
school year. management system.

Phase 3: Creating a positive community

D Set up your Schoolwide Points D Create your first School Story
Add 3+ schoolwide values aligned to your Welcome new students and ring in the
schoolwide PBIS or community guidelines school year, or borrow a femplate from our

to share across all students in your school. Schoolwide Communications Calendar!

D Graduate students

Bulk graduate any students who are no
longer attending your school.

D View your connected families

Filter your roster to show any students
that don’t have a connected family, and
send your invites.

D Build your calendar with Signups

Create Signups for any events or activifies
for your first month of school, plus create
your posting calendar for regular
schoolwide stories and events.



Graduate
students
Show me how »
1. Head to the Students tab
in your school Directory
2. Start with the students not
currently connected to a
class, and click Select All
3. Click Graduate in the
pop-up menu bar
S REVIEY Graduate
any grades ,
that have M —
graduated, and click Select
All
o Click Graduate in the
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pop-up menu bar

Phase 1: Out with the old

Review your
teacher directory

Show me how »

1.

Head to the Staff tab in
your school Directory

Review and approve any
new teacher accounts

Scroll to Inactive staff and
click individual teachers or
choose Select All

Click the Remove from
school in the pop-up menu
bar

Review your active
teachers, and select any
that you would like to
assign Admin access to

Click Make Admins in the
pop-up menu bar

Archive past
classes

Show me how »

1.  Head fo the Classes fab in
your school Directory

2. Click Filter = Filter

and select P
Inactive Classes

3. Check off any class you
wish to Archive

4, Click Archive Classes in the
pop-up menu bar

Archive classes

Note: Archiving a class will keep
the students and families in your
Directory.

o
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Invite new
teachers

Show me how »

1. Head back to the Staff tab

of your Directory

2. Click on + Invite staff

4 Invite staff

3. Add teachers individually
by typing in their school
email address, or

4. Bulk add all your teachers
by importing a list from
your staff management
tool
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Phase 2: In with the new

Upload your
students

Show me how »

Navigate to the Students
tab of your Directory

Click on + Add students

+ Add students

Add students by typing in
their full name and family
email address, or

Click Import list to paste a
list of student names and
family email addresses

Select Done adding
students to save

Share the next slide with
your staff to create classes!

View your
connected families

Show me how »

1. Go to the Students tab
in your Directory

2.  Click Filter
Invite families

3.  Select No )

fqmllles X 15;of students have family connected

connected

4, Review and click Invite for
any students still missing
connected families

Note: Make sure to include a
family email address in your
roster to automatically invite
family members when you
upload students!




Share with your

teachers School Leader Quickstart Guide
Phase 2: In with the new

Create
your classes

O/ i .
. o o ®0 ¢
1.  Head to the Classes tab in @) pirectory :

your school Directory

Staff Students Classes FAQs 2

Egelnises

2.  Click Create class e = Fier
> 12thgrade 1
3. Type in the class name and " s
choose the grade level
> 8thgrade 12
4. Invite any co-teachers or Ll
select I don’t have any % Shgrada 9
co-teachers > Sthorade 11
> 4thgrade 18
5. Upload a list of students to > Irdgrade 30
automatically match from S Philaradets
your schools roster, or S il B0

6. Manually selects students
from your school’s roster


https://docs.google.com/file/d/1X0Kq3jk5V19VqjGpuO-MlkVlPc92nzb4/preview
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Phase 3: Creating positive community

Set up your
Schoolwide Points

Show me how »

1.  Head to the Schoolwide
Points tab in ClassDojo

2.  Click on Manage v

Manage ~
NS

3. Click the ¥ button to add a

new skill, or edit existing
skills

4.  Assign your new skill an
emoji, hame, and point
allocation

5.  Click Save schoolwide
skills to apply changes

Create your first
School Story

Show me how »

1. Navigate fo the Story tab

2. Click in the text entry field
labeled “What’s happening
at..” to open a New Post

38 Add your post copy &
attach a photo, file, or
video

4. Click on the @ icon to

p
schedule the post for later,
or click Post to share the
post instantly

Note: Check out our School Resource
page for innovative ways to use School
Stories and other schoolwide features

Build your calendar
with Signups

Show me how »

1.

2.

Go to the Calendar tab

Click + Create Event

+ Create Event

Give your title a name,
description, and dates

(optional) Click + Add spot
to add sign up spots for
conference, volunteer, and
more

Enable any reminders .
to send automaticall o ¥ N
Y »\\ .
»

Click Create in the g
top right corner



VIDEO APPENDIX

School Leader Quickstart Guide

From setup to all set for the new school year

Say hello to your best back-to-school season yet.
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Graduate
students

1. Head to the Students tab in
your school Directory

2. Start with the students not
currently connected to a
class, and click Select All

3. Click Graduate in the pop-up
menu bar

4.  Review any grades that have
graduated, and click Select
All

5.  Click Graduate in the pop-up
menu bar

Note: Remove students individually
by clicking directly on their name

Phase 1: Out with the old

. m Directory

Staff  Students  Classes FAQs 2
1099 students
QFind by name = Filter 1 Sort

> 12thgrade 54
> 9thgrade 89

> 8thgrade 143

> Tthgrade 6

> éthgrade 14

> Sthgrade 42

> 4thgrade 131

> 3rdgrade 76

> 2ndgrade 55

> lstgrade 99

> Kindergarten 55
> Pre-School 28
> Other 85

> Noclasses 222

> Graduated 232

+ Add students

& Get QR printout

& Copytar

ink

® Po ¢


https://docs.google.com/file/d/1mYXFgKkpzv-TAi6QCtGkXG-wrcj8OQaU/preview
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Review your
teacher directory

1.

Head to the Staff tab in
your school Directory

Review and approve any
new teacher accounts

Scroll to Inactive staff and
click individual teachers or
choose Select All

Click the Remove from
school in the pop-up menu
bar

Review your active
teachers, and select any
that you would like to
assign Admin access to

Click Make Admins in the
pop-up menu bar

Phase 1: Out with the old

o m Directory

Staff Students Classes FAGs 2

2 of 5 staff connected ¢

~ Needs approval 1

y Yy
LF ) Requested 3 minutes ago - Principal Decline Approve
 lauren foy@classdojo.com

> Activestaff 2

@ Directory Guide
@ Training &PD
@ Priority Support
@« Book 11 Call

£ School settings


https://docs.google.com/file/d/1lR4oYWq-Bw8e5KMQ4uErmy_ypIaCOH-_/preview
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Archive past
classes

1. Head to the Classes tab in
your school Directory

2. Click Filter and select
Inactive Classes

38 Check off any class you
wish to Archive

4.  Click Archive Classes in the
pop-up menu bar

Note: Archiving a class will
keep the students and parents
in your Directory!

Phase 1: Out with the old

. E’ Directory

Stff  Swdents  Claggs

FAGs

® Po ¢

182 classes

Q Find by class or teachername = Filter
> 12thgrade 1

> 9thgrade 3

~ 8thgrade 12 Selectall

v

2024-2025 8th Grade Resource Lab
Ms Zients - May 2025

24-25 Myles Social Studies
202

P s myes -Nov 2024

24-25-

)@ sy

E Fisher, 8th Grade ELA
Ms Fisher - Mar 2025

Show more.

> Tthgrade 7
> 6thgrade 8
> Sthgrade 11

~ athgrade 18 Selectall



https://docs.google.com/file/d/1R2PBw5Zd0msd6PwO9YETlK5kt32dN9gN/preview
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Phase 2: In with the new

Invite new
teachers

°m Directory ® ®o ¢
Students  Classes  FAGs 2

1. Head back to the Staff tab I
of your Directory

2. Click on + Invite staff R
a &) -
3. Add teachers individually .
by typing in their school
email address, or

4. Bulk add all your teachers
by importing a list from sroemre
your staff management
tool

> Inactive staff 21


https://docs.google.com/file/d/19-4msH3dSgpqPXOpkKaTBKwmJ5yUY6Xi/preview
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Phase 2: In with the new

Upload your

students
oi] Directory ® Po e
1. quigqte TO The students Staff Students Classes FAQs 2
tab of your Directory 1108 students
Q_Find by name = Filter T Sort e
2.  Click on + Add students o
2 Eiuevas s ; Invite families
3. Add students by typing in i SEEAES
their full name and family % Sthrad 143 o & GetaRprintout
email address, or > Tthgrade ¢
o Givarads & Copy family invite link
grade
4.  Click Import list to paste a > Sthgrade 41 S
list of student names and y aiigzadis 1

family email addresses

> 3rdgrade 86

> 2ndgrade 55

5.  Select Done adding
students to save A kil
6. Your teachers can now add
students to their classes!


https://docs.google.com/file/d/1GQxE9ZCUUsHbMwEkLpRLu6IOJGrwUwmy/preview
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Phase 2: In with the new

View your
connected families

1. Goto the Students tab © @) Directory © ®o s
in your Directory
Staff Students Classes FAQs 2
2. Click Filter ,
Q Find by name = Filter o Sort

> Merge

& Select No families g o -
connected Invite families

9th grade 89 Select a &

16% of students have family connected

~

~

8th grade 143

4. Review and click Invite for PSR
any students still missing gL st
connected families

~

& Copy family invite link

v

6th grade 19

@ staff approve allfamily connections

~

5th grade 41

~

. 4th grade 131
Note: Make sure to include a

family email address in your
roster to automatically invite
family members when you
upload students!

~

3rd grade 86

~

2nd grade 55

~

Istgrade 99


https://docs.google.com/file/d/1uSrEUqX3-zgrWZyV1dJhSud-LmnFFk8j/preview

Set up your
Schoolwide Points

1. Head to the Schoolwide
Points tab in ClassDojo

2.  Click on Manage v

3. Click the + button to add a

new skill, or edit existing
skills

4.  Assign your new skill an
emoji, name, and point
allocation

5.  Click Save schoolwide
skills to apply changes
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Phase 3: Creating positive community

z
Mojo Academy of
Awesomeness v
@ Storys
G Calendar

® Messages

0

& Directory
Schoolwide Center
& Insights

¥ Sidekick

° New class

@) pemociass

& AddStudentsFlowTest
&3 Emailtolnfinity

) Mrs.Foy2nd Grade 202..

J Ms. Foy 2nd Grade 202.

Archived Classes

Schoolwide Points @

e Mojo Academy of Awesomeness

1 What's happening at Mojo Academy of Awesomeness?
(=) Photos/Videos 15 Events  File
Allstories =

Mrs. D

Mrs. Dempsey- Principal Aug 28
9th Grade. 2024-25

Upcoming Events

MULTLOAY - SCHOOL EVENT
Arts and Craft Clean

19 UpEvent

A9 Aug19,9:00 AM- Sep
27,10:30 AM

SATURDAY - SCHOOL EVENT
Earth Day
Preparations

All day

MULTI-DAY - SCHOOL EVENT
1 WatchDogs
s Sepl-Sep30

View all events

School Insights

Get teachers on board


https://docs.google.com/file/d/1beMYA0JYIJr6f1nAzgv3TSkRHzDwQmnj/preview

Create your first
School Story

1. Navigate to the Story tab

2. Click in the text entry field
labeled “What’s happening
at..” to open a New Post

B Add your post copy &
attach a photo, file, or
video

4, Click on the schedule icon
to schedule the post for
later, or click Post to share
the post instantly

Note: Check out our School Resource
page for Principal Lamb’s Daily Memo
template and more innovative ways to
use School Stories
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Phase 2: Phase 3: Creating positive community

ey O Mojo Academy of A

Mojo Academy of
Awesomeness v

112 teachers - 251 parents

& Story

Gl Calendar

®, Messages [2]
8 Schoolwide Points [new )

2 Directory
Schoolwide Center

[ Insights

3 Sidekick

Classes

° New class
i] Demo Class

Teacher resources - Support
https://teach.classdojo.com/#/schools/599c618fd72422df2f48c42¢/story

1 What's happening at Mojo Academy of Awesomeness?

3
[&) Photos/Videos

School Story ~

Events

Mrs. Si
Mojo Al b o
"
IS
) [
o ot o
J+. -~ - =-ta
Thursday, November 14 - SCHOOL EVENT
Thanksgiving Lunch
All day
Sign up
© 8views

Q) File

L]
P od
-t

°

SepTl

Upcoming Events

MULTI-DAY - SCHOOL EVENT
Arts and Craft Clean

19 Up Event
Aug Aug 19,9:00 AM - Sep
27,10:30 AM

MULTI-DAY - SCHOOL EVENT
1 Watch Dogs
Sep Sep1-Sep 30

FRIDAY - SCHOOL EVENT
20 Museum Field trip
Sep 10:00 AM - 12:00 PM

View all events

School Insights

Messages sent to families

8

- ) e



https://docs.google.com/file/d/1LwcsceNOfxPFEoQuLzMf4FKfPHtAp7Px/preview
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Phase 3: Creating positive community

Build your calendar

with Signups

1. Go to the Calendar tab
2. Click + Create Event

3. Give your title a name,
description, and dates

4, (optional) Click + Add spot
to add sign up spots for
conference, volunteer, and
more

58 Enable any reminders to
send automatically

6.  Click Create in the top right
corner

=

Mojo Academy of

Awesomeness v

@ Story

5 Calendagy

®, Messages

€ SschoolwidePoints (@D
& Directory )
3 Schoolwide Center

€ Insights

3 Sidekick

° New class
§) pemociass
€

AddStudentsFlowTest
é: Email to Infinity
) Mrs Foy 2nd Grade 202.
) Ms.Foy2nd Grade202.

Archived Classes

° Mojo Academy of Awesomeness

1 What's happening at Mojo Academy of

[ Photos/Videos 1) Events % File
All stories ~
Senhorita braga 7 minutes ago
Mrs. Warren's 4th Grade 2024/25
o S b
5 ot 3
;

n
12:00PM - 4

Mrs. Dempsey- Principal Aug29
Mojo Academy of Awesomeness

BN >

) ® -
ing Events
...................
Arts and Craft Clean
19 UpEvent
A Aug19,9:00 AM- Sep
27.10:30 AM
SATURDAY SCHOOL EVENT

31 CEarthDay
Preparations

o
®  Allday

«
Watch Dogs
S0 Sepl-Sep30

-

View all events

School Insights

Get teachers on board


https://docs.google.com/file/d/1HPL8nCI_yDSLeQb8QU6YF80iFHlT4ZRw/preview

