
This guide will assist you with managing and awarding points to Groups in 5-Star Students 

✓ Manually adding groups 

✓ Sorting group members 

✓ Manually adding points to groups 

✓ Remove groups and group members 

✓ View reports and groups totals 

 
Groups in 5-Star Students can be used to keep track of different houses or lists of students. Groups are 

similar to Activities; however, individuals cannot earn points for being a member of a Group. This area is 

designed to help schools who have “House” or “Advisory Class” competitions throughout the year. Their 

groups are not assigned specifically by grade level and in order to run point total calculations, they use 

the Group feature in 5-Star.  The main Groups page will display the group names, the number of members 

in each group, and the total points in each group. When creating a Group, schools determine whether or 

not to include individual points in the Group point total. If disabled, schools can manually input Group 

points not assigned to a specific individual. The page will also display a chart with the total points for each 

group and the average points per member in each group.  

 

 
 

Manually Add Groups and Members 

To manually add a new group in 5-Star, click the Add New button at the top of the Group Page. Fill in 

the name of the group, color, and a description. Select if Operators need permission to access the group. 

Click Create Group when you are ready. 

 

 
Groups 



 
 

Add Group Members to a Single Group 

 

 
 

You can use 1 of 4 options to add group members: 

• Add from list 

• Add from names 

• Add from IDs 

• Import from file 

 

Add from list 

To manually add students or staff to the group, click the Add from list button.  You’ll be able to browse 

through the different rosters available.   

 

Use the filter icon, available in each column header, to apply options to narrow your choices.  Once an 

individual is located, click anywhere in their row to add them to the temporary list.  You can also add 

students from a grade level or gender, and even choose individuals from another activity.   

 

When finished, click the Save List button to add the new group members. 

 

Add from IDs 

To add group members from a list of ID numbers, click the Add from IDs button.  This is a simple method 

to add individuals if you have a list of IDs to copy/paste from another file or application. 

 

  



Add from Names 

To add group members from a list of names, click the Add from Names button.  This is a simple method 

to add individuals if you have a list of names to copy/paste from another file or application. 

 

 

Import from file 

To add group members from a file, click the Import from file button.  The file must contain the 

individual’s ID number for the system to properly match to the correct person. You can import files in 

text (.txt), comma-delimited (.csv) or Microsoft Excel (.xls/.xlsx) formats. Make sure to review the file 

instructions, prior to preparing your file(s). 

Sorting Group Members 

To add multiple members to different groups at once, click on the Sorting link from the Groups page. 

 

 
 

There are 3 different sorting options: 

 

 
 

 

  



Add group members from a file 

 

The excel or csv file you will need the individuals’ ID numbers in one column and the group names in the 

other column. The group name must match the name in 5-Star. If a student is in more than one group, list 

out their groups in separate rows. If a group name does not exist, it will automatically create a new group. 

 

Group Name ID Last Name (skip field) First Name (skip field) 

Team 1 10415 Rogers Brian 

Team 1 10321 Brown Gerrard 

Team 1 10455 Clary Bernadette 

Team 2 10674 Simpson Rachel 

Team 2 10345 Adams Anna 

Team 2 10012 Gonzales Juan 

 

 

Click the Add group members from file link to upload the file. Follow the column matching instructions 

on the next page before processing the file. This action create any new groups and sort individuals into 

their groups automatically. If a student already exists in a group, the program will recognize the individual 

based on their ID number and will not add them again. This upload will NOT delete any students who are 

no longer in the group automatically. 

 
Sort Students by Rank 

 

A common option is to disperse house members by class rank and/or GPA. You will need an excel or 

CSV file sorted by class rank (highest to lowest). During the import process, 5-Star will distribute 

individuals in a sequential fashion. If sorting students into houses based on class ranking, we advise 

uploading a separate file for each class. Otherwise, the file should be ordered first by grade level and then 

ranking to ensure students get evenly distributed. An ID or secondary ID must be included in each row 

that matches to an existing individual. Other fields may be present in the file, but will not be used. Students 

or staff already sorted into a house will not be changed, even if appearing in the file.  

 

Randomizer 

 

Schools can randomly sort individuals into houses using an even distribution by grade level and gender 

(if available). Individuals already in a house will not be re-sorted. Based on the number of individuals 

being sorted, an even distribution into available houses may not be possible. In this case, some houses 

may have an additional members. If selected, staff members will be sorted using a distribution by gender 

(if available). Once completed, random sorting cannot be undone. 

 

The program will also display any individuals who have not yet been sorted into a group. By clicking on 

the number of individuals, Managers or Users can manually sort them into a Group. Otherwise, the 

Randomizer tool can be used to place them.  

 

 



Manually Adding Group Points 

A recent feature in 5-Star Students is the ability to add group points. The program will automatically sum 

up the total points for each group member (if enabled in the Group’s details). However, you can also add 

group points that are NOT assigned to a specific student. For example, if the Blue Team won the rally 

competition, you can award the Blue Team 500 points across the board without affecting the leaderboard 

or having to divide the points up across all of the group members.  

 

Only Managers have the ability to add manual points. Next to the Group name, click the Add Points link 

or navigate to the specific group page and select the Additional Points tab. Click the Add Points button to 

manually enter the point value and any notes. This can also be done from the Manager App by clicking 

on the People icon and selecting Groups. 

 

 

   
 

To remove any manually entered points, click on the “X” next to the entry. It can take up to 10 minutes 

for new point totals to be displayed.  

 

 

Remove Groups and Group Members 

To remove a single group member, click on the group they belong to. Find their name in the list (use the 

filter icons on any of the column headings) and click the trashcan icon in their row. This will remove them 

from the group, but will not delete any of their 5-Star data.  

 

To remove all members of a group, go to that group and click the Remove button at the top of the list. 

This will remove all of the group members, but will not delete any of their 5-Star data.  

 

To remove a group, go to the group page and click the Remove Group link at the top. This will remove 

the group and all of the members, but will not delete any of their 5-Star data.  



To remove ALL group members from EVERY group, navigate to the Sorting page and click on the 

Remove All Group Members link. A warning will appear where you will need to check to confirm this 

action. This will remove ALL group members in EVERY group. It will not delete their personal 5-Star 

data.  

 

To remove ALL groups, navigate to the Data Management area in the Manager section. 

 

 
 

 

View Totals and Reporting 

If your school has created a school webpage through 5-Star Students, you can enable the group leaderboard 

to be displayed. This will automatically update with the sites totals and averages for each group.  

 

If your school has the Student App feature, you can also display the group leaderboard within the app.  

 

You can sort and view several reports based on groups. For example, you can view the Group Summary 

report which will display the number of individuals from each group that attended a specific event. The 

Group option is also available using the Student Analysis tool. 

 

Manually Adding Group Points 

The adjustment algorithm will apply a point multiplier based on the current number of group members 

and individual points, in comparison with other groups. Groups having a multiplier greater than 1 will 

receive additional points via a manual point adjustment. Groups having a multiplier less than 1 will have 

points deducted. 

 

Point adjustments will be recalculated after any group membership or individual point change, within 10 

minutes. These adjustments can be viewed on each Group page, in the Additional Points tab. 

 

Note that additional points added manually to groups will not be considered in the adjustment algorithm 

If the auto adjustment option is disabled, all existing point adjustments will be removed. 

 

To enable this feature, navigate to your School Setting page and choose Yes to allow the system to auto-

adjust group point totals, based on an even distribution of group members. 
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