
 
 

myFolio Beginning of the School Year Checklist 

 

​ Manage School Data 

​ Add new employees, remove employees who are no longer at the school 

​ Update Supervisor Structure for any changes in supervision 

​ Update Groups and Group Viewers for any changes 

​ Update Permissions 

​ Check Cycle Date 

​ Update Supervisor Structure 

​ Supervisors 

​ Group Builder & Group Viewer 

​ Milestones 

​ Set Milestones and Milestone due dates  

​ Update Focus Settings (if applicable)  

​ Themes 

​ Confirm themes for the 25-26 school year 

​ Delete old themes  

​ Add new themes 

​ Goals 

​ Create Goal Templates  

​ Update Goal instructions in the Goal Manager  

​ Create Note Templates for Goals Meeting 

​ Notes 

​ Create Note Templates for each Note type  

​ Goals Meeting Templates 

​ Observation Templates 

​ Mid-Cycle Templates 

​ End of Year Templates or Custom Forms 

​ Professional Development 

​ Update Professional Development process for new cycle 

​ Update Custom Professional Development Form 

​ Update Approval process 

​ Collaborations 

​ Set up any known Collaborations OR enable employee initiated collaboration 

​ Resources 

​ Update any schoolwide resources 

​ Workspaces 

​ Archive any unused Workspaces 

​ Create new Workspaces 

​ Add Waypoints to all Workspaces 

https://biteable.com/watch/4439482/d4f0a9808932f8ece3b38c6c4fc5b732
https://biteable.com/watch/4442780/60fbafab7fb28138d7018fe3242c05e7
https://biteable.com/watch/4443539/a985aed8c42b13aa8155dadff4f35773
https://biteable.com/watch/4439484/94481c01b99321f714feffd7499cbc3d
https://biteable.com/watch/4421797/78556b5c524ef9060d4c2ac6adba28b8
https://biteable.com/watch/4442780/60fbafab7fb28138d7018fe3242c05e7
https://biteable.com/watch/4443539/a985aed8c42b13aa8155dadff4f35773
https://biteable.com/watch/4434689/ad7371ee7e631e5334037b7ccd1959d4
https://biteable.com/watch/4439452/95b17bb254a396a6911085d1989df5c9
https://biteable.com/watch/4434505/43cfcb74a9aa30c8d37ad89fd4f17add
https://biteable.com/watch/4444562/45678e91389638afb31295b70a0587be
https://biteable.com/watch/4442814/2ffde8ecae0f8dcd5e9164635f11bb0f
https://biteable.com/watch/4434502/666666082a5ca126fd276e7efcff04b0
https://biteable.com/watch/4439448/ce9a76cb93e1efdac9fceda1d40c1777
https://biteable.com/watch/4443500/5cdfef366cccdcef37115a0a8d3adb75
https://biteable.com/watch/4443524/7d78daa2fa7a35b766b3882acb445e42

