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Conducting Events Guide 

This guide will assist you with managing self-check-in methods for events and interventions using 5-Star 

Students 

✓ Determine which check-in method you’ll use for an event/intervention 

✓ Understanding and managing school locations 

✓ Creating check-in schedules  

✓ Examples of checking in from the 5-Star Student App 

Self-check-in Methods 

One of the primary features of 5-Star Students is the ability to capture and store attendance data during school 

events. 

 

Schools using 5-Star Students have the ability to use barcode scanners and mobile devices to scan student IDs to 

record attendance for events and interventions. The self-check-in methods allow students to mark themselves as 

present from their mobile device or laptop. 

 

Check-in Options 

There are four (4) self-check-in options for an event or intervention. When creating an event or intervention, 

managers and/or users have the option to add a check-in schedule. Determine the type of event/intervention and 

what self-check-in method will be used. 

1. Check In Code - Create a code for students to manually enter and check themselves in.  

 
a. Ex) Virtual club meeting where an advisor can announce the check-in code for students to enter in from 

home. No location verification needed.  

b. Available on the school webpage 

 

 

2. QR Code (app only)  - Create an event or intervention QR code for individuals to scan with the 5-Star Student 

App.  

 
a. Ex) Tutoring check-in. A student would scan the QR code upon entry.  
b. This allows for contactless check-in. 

 

 

 
Check-In Schedules 
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3. Location (app only) - The program will use the individual’s geocoordinates to verify that they are at the location 

of the event/intervention during check-in.  

 
a. Ex) Football game check-in. Create a location for your school’s stadium and adjust the range. This 

would NOT be the best option for an event held in a specific classroom due to the difficulty of locating a 

specific room on the interactive map. 
b. 5-Star Students does NOT monitor individuals’ locations. An individual must opt for self-check-in. Location 

services must be enabled on the mobile device. 

c. The individual will NOT be automatically checked out if they leave the location. 

 

 

4. Beacons (app only)  - Schools with proximity beacons purchased from 5-Star Students can allow self-check-in 

via Bluetooth. 

 
a. Ex) Leadership meeting in a classroom.  
b. The beacons range approximately 150ft with the potential for the signal to be disrupted by walls and/or objects. 

 

Managing School Locations 

Managers can add/edit school locations. These can be used for event/intervention check-ins, as well as health 

check-ins in 5-Star Students. Under the Manager menu, navigate to School Locations.  

    

After adding the name and description of the location, click on the pin icon  to locate it on the map. Enter in 

the address at the top of the map and drag/drop the pin. Using the interactive map, adjust the radius used to 

verify the geo-location. Be sure to click Save Changes when finished.  

Use this tool to add locations all over, including away games/meets across town or any off campus event.   
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Creating Check-In Schedules 

There are a variety of event options that can be utilized within 5-Star Students.  You may require a different 

combination of options based on the nature of each event. Please refer to the 5-Star Students Event Guides for 

further documentation on creating an event.  

The Event Calendar is where all of the existing events will appear. You can view them by Day, Week, Month, or 

Schedule. To find an event, use the search bar at the top of the page.  

 

https://support.5starstudents.com/hc/en-us/articles/360026693172-Event-Guides
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To add an Event, click the Add New button at the top of the calendar. Fill in the event information and click ‘Add 

check in schedule’. 
 

  



5-Star Students 

Page 5 

Check-In Schedules 

 

 

 

 

From the drop down menu, select the check-in method that will be used for the event.  

 

1. Check In Code  - Create a code for students to manually enter and check themselves in.  

 
a. Confirm location? - If enabled, the program will check to make sure the individual is at the desired location during 

check-in. If they are without of range, a warning will appear and not allow them to check in.  

b. Start and end date/time - Set the desired check-in window. Individuals will not be able to self-check-in outside of 

the this time frame. 

c. Send notification? - Send a message to student app users, letting them know 'check in' is available. Set the 

date/time when notification should be delivered and edit default message as needed. 

 

 

2. QR Code (app only)  - Create an event or intervention QR code for individuals to scan with the 5-Star Student 

App.  

 
a. Confirm location? - If enabled, the program will check to make sure the individual is at the desired location during 

check-in. If they are without of range, a warning will appear and not allow them to check in.  

b. Start and end date/time - Set the desired check-in window. Individuals will not be able to self-check-in outside of 

the this time frame. 

c. Send notification? - Send a message to student app users, letting them know 'check in' is available. Set the 

date/time when notification should be delivered and edit default message as needed 

d. After the QR code schedule is created, navigate back to the event/intervention and select the QR code tab to 

download and print.  

e. Click the Reset button to generate a new QR code for the event/intervention. 
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3. Location (app only) - The program will use the individual’s geocoordinates to verify that they are at the location 

of the event/intervention during check-in.  

 
a. Choose location? - Select the event/intervention location from your list of school locations. 

b. Start and end date/time - Set the desired check-in window. Individuals will not be able to self-check-in outside of 

the this time frame. 

c. Send notification? - Send a message to student app users, letting them know 'check in' is available. Set the 

date/time when notification should be delivered and edit default message as needed. 

 

 

4. Beacons (app only)  - Schools with proximity beacons purchased from 5-Star Students can allow check-in via 

Bluetooth. 

 
a. Choose beacon - Select the beacon that will be used for the event or intervention. Multiple beacons can be added 

after the initial setup. 

b. Start and end date/time - Set the desired check-in window. Individuals will not be able to self-check-in outside of 

the this time frame. 

c. Send notification? - Send a message to student app users, letting them know 'check in' is available. Set the 

date/time when notification should be delivered and edit default message as needed. 

 

Creating Additional Check-In Schedules 

 

After an event or intervention has been created, managers and users can add multiple check-in schedules. 

Navigate to the event or intervention page and click the Check In Schedules button at the top. Use a 

combination of any of the check-in options to create additional check in schedules. If an event/intervention does 

NOT allow unlimited check-ins, individuals will only be able to check in once.  
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Check-in Examples from the Student App and School Webpage 

Example 1: Using a Check In Code for an online club meeting 

Create the club meeting on your event calendar and set the check in code options.  

 

 

 

Add a custom code. Note that 

identical check in codes 

cannot be used for different 

events simultaneously. 

Leave the ‘confirm location’ 

disabled since individuals will 

be checking in remotely. 

Send a reminder out to all 

Student App users about the 

club meeting. 

Set the window in which 

individuals can check in to the 

meeting. 
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Student Check In from the 5-Star Student App 

Individuals will navigate to the check-in screen from the Student App and select Check In Code. Enter in the 

code to self-check-in and view their history from the check in page.  

 

     

 

Student Check In from the School Webpage 

After logging in, students will see the check in option at the top of the screen. They can click “Enter it here” to 

submit the provided check-in code. This will NOT work if location verification is enabled.  
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Example 2: Using a QR Code for Tutoring Check In 

Create an intervention and generate the QR code.  

 
 

Click on the QR Code tab from the intervention page to download and print the QR Code. 

 

 

  

To prevent students from 

taking a picture and sharing 

the QR code, you can require 

location verification. 

Send a reminder out to all 

Student App users about 

tutoring. 

Set the window in which 

individuals can check in to 

tutoring. 
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Student Check In from the 5-Star Student App 

Individuals will navigate to the check-in screen from the Student App and select Scan. The app will open up the 

camera on the device and automatically scan the QR code and verify the intervention check in window and 

location. 

 

     

 

  



5-Star Students 

Page 11 

Check-In Schedules 

 

 

Example 3: Using a Location for a Sporting Event 

Create the event on the calendar and select the desired check in location.  

 

 

Student Check In from the 5-Star Student App 

Individuals will navigate to the check-in screen from the Student App and select Find Events. The app will 

look for any nearby events using the individual’s location. If they are at the Stadium, the Football Game will 

appear on their screen for them to tap and check in. 

 

     

 

  

Select the location from your 

school’s list. 

Send a reminder out to all 

Student App users about the 

club meeting. 

Set the window in which 

individuals can check in to the 

meeting. 
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Example 4: Using a Proximity Beacon for a Leadership Meeting 

Create the event on the calendar and select the beacon being used.  

 

 

 

Student Check In from the 5-Star Student App 

Individuals will navigate to the check-in screen from the Student App and select Find Events. The app will 

look for any nearby events using the Bluetooth and the individual’s proximity to the beacon. If they within 

range of the beacon, the Leadership Meeting will appear on their screen for them to tap and check in. 

 

     

 

 

Select the proximity beacon 

from your school’s list. 

Leave this disabled unless you 

want to send a reminder to 

ALL Student App users. 

Set the window in which 

individuals can check in to the 

meeting. 
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