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This guide will assist you with creating and managing online surveys using 5-Star Students 

 

✓ Overview of survey types and features 

✓ How to create and configure a custom survey 

✓ How to design survey questions 

✓ How to distribute surveys and monitor progress 

✓ How to view and export survey results 

✓ How to maintain your school interests list 

✓ How to match interests to activities 

✓ How to create and configure the Interests Survey 

✓ How to view and analyze Interests Survey results 

 

Overview of online surveys 

5-Star Students offers the ability to create and manage online surveys, so you can collect feedback on school 

events or other information from your students and staff.  

 

There are 2 types of surveys available: 

 

• Custom surveys – create your own surveys and questions. 

• Interests Survey – a specialized survey to collect student and staff interests, that can be administered 

once per school year. 

 

For custom surveys, supported question types include multiple choice (one answer), multiple choice (pick several 

answers), and open-ended comments.  You may also choose from a set of pre-defined survey templates in order 

to get started more quickly. 

 

With the Interests Survey, you maintain a list of interests for the school, which become the possible selections 

on this specialized survey.  If you’ve also matched interests to your activities, survey takers can get immediate 

activity recommendations based on their response. During or after the survey, you can review the interests 

selected by popularity, by groups, or by individual.  

  

With all survey types, you choose the eligible participants and how to distribute the survey; by web link, by email, 

via school web pages, or using the Student Mobile App (if available).   Students and/or staff must authenticate 
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themselves via one of several methods upon arriving at the survey location.  Requiring some form of 

authentication helps to prevent multiple responses from the same individual or from an unauthorized visitor. 

 

The surveys are designed to be taken on any internet-enabled device, including smart phones.  You can even 

facilitate a survey in a shared computer lab or kiosk setting. 

 

Points may be offered for survey completion and you can monitor survey response metrics at any time.  After the 

survey expires or is manually closed, you can view the results online.  Export of results to multiple formats is 

available, including PDF and Excel. 

 

 

Create and configure custom surveys 

To create a new custom survey, select the add new option in the Surveys area after login. 

  
 

 
 

Type in a name for the new survey.  You can optionally choose to copy an existing survey or start with one of 

the available survey templates.  To view any of the survey templates before selecting, follow the Survey List link 

in the Did you know? box.  Click the Create button to continue. 
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The design page allows you to make a variety of configuration changes to the survey.  

 

Survey name – specify the name of the survey here.  The survey name will be displayed to all survey participants. 

 

Survey introduction – you can optionally include text that will be displayed at the top of the survey.  Consider 

briefly describing the purpose of the survey and any other pertinent information to the survey taker. 

 

Login instructions – you can optionally include text that will be displayed when individuals login to take the 

survey (i.e. “use your 5-digit ID number to login”). 

 

Points – individuals that complete the survey will receive the number of points assigned, if any. 

 

Gray points – individuals that complete the survey will receive the number of gray points assigned, if any. 

  

Restrict privileges? – use this option to exclude individuals on the No Privileges list from taking this survey. 

Even if the individual has been invited to take the survey, this setting will prevent that person from accessing and 

completing the survey online. 
 

If disabled, any individuals invited to take the survey will be eligible. 

 

Include in metrics? – use this option to include or exclude the selected survey in the calculation of student 

involvement metrics. 
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If disabled, any responses to this survey will be excluded from all calculations of student involvement (i.e. % of 

students involved). 

 

Note that this setting will not affect points accumulated for completing the survey, if any. 

 

Is private? – if you wish to keep the survey private and not visible within school web pages or Student Mobile 

App, set this option to "Yes". 

 

Set this option to "No" to make the survey visible to eligible participants on their personalized school web page 

(if enabled). 

 

Anonymous results? – use this option to restrict or enable access to view detailed survey results, which include 

visibility to how individual survey takers answered each question. 

 

Disabling this option will allow registered users with Manager, User, or Viewer access to view detailed results. 

 

Surveys are considered anonymous by default and only Managers are able to change this setting. 

 

Manager access only? – use this option to prevent access to the survey by Users or Viewers. Only Managers will 

be able to modify the survey and/or view results. 

 

Survey open from – specify the survey start date and local time here. The survey will not be visible to eligible 

participants until this date and time.  

 

Survey open until – specify the survey end date and local time here.  After this date and time has passed, the 

survey is considered closed and additional participants will be prevented from taking the survey. 

 

Note that you can adjust the survey end date at any time by returning to this page. 

 

Daily start and end time – you can set the start and end time for each day that the survey is open. If participants 

try to access the survey outside of these hours, a message will display prompting them to log back in when the 

survey opens up.  

 

After making any changes, click the Save changes button at the bottom of the form to save your work. 

 

Design custom survey questions 

With a custom survey, you are free to design as many questions as you wish.  If you started with a copy of a 

previous survey, or selected a survey template, there will already be questions available. 

 

To add new questions or modify existing questions in the survey, click the Design Questions button. 
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For a brand new survey, click the Add question button to create your first question. 
 

 
 

The Question Editor will appear as a pop-up window over the current page. 

 
 

Question text – type in the text for the survey question here.  Make sure to include any pertinent instructions that 

will assist the survey taker in answering the question (i.e. “check all that apply”, etc.) 

  

Question type – you can choose from three types of questions: 

 

• Multiple choice (one answer):  the survey respondent can select only one of the possible choices. 

• Multiple choice (multiple answers):  the survey respondent can select multiple choices, up to a 

maximum number that you select. 

• Comment box:  the survey respondent can type in their own question response, up to 500 characters in 

length. 

Choices – enter each question choice on a separate line within this box.  For simple “yes, no” questions, the 

choices should be entered as: 
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There is no limit to the number of choices that can be entered.  You can also use your computer’s copy/paste 

functionality to add choices. 

*If the Comment box question type is selected, the Choices box is not applicable and will not appear 

 

Maximum number of selected choices – use this option to control the maximum number of choices that a 

respondent can select when answering a multiple choice (multiple answers) question.  The number you choose 

should not exceed the total number of choices available. 

 

For example, if there are ten choices and you want the survey participants to only select up to three, set this option 

to 3. 

*If the Multiple choice (one answer) or Comment box question type is selected, this option will not appear 

 

Answer required? – this option controls whether the survey participant must answer the question prior to 

submitting their responses. 

 

As it is general practice for comment-only answers to be optional, “No” is the default when selecting the 

Comment box question type. 

 

Include comment field? – if adding a multiple choice question, you can also include an optional comment field 

for respondents to supply additional information about their answer. 

*If the Comment box question type is selected, the comment field option will not appear 

 

Comment field label – when the comment field option is selected, you can set the label of the comment box for 

the survey question.  A default label is provided but you may change it as necessary to assist the survey taker. 

*If the Comment box question type is selected, the comment field label will not appear 

 

After you’ve configured your question text and options, click the Save question button to complete adding the 

question.  You’ll be returned to the survey questions page, where your new question will appear in the list. 
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Once there are survey questions created, you have several options: 

• Edit an existing question (click the  button). 

• Move a question up in the list (click the  button). 

• Move a question down in the list (click the  button). 

• Remove a question from the survey (click the  button). 

 

After you finish designing survey questions, make sure to preview your survey to make sure it looks and works 

as intended.  Click the Preview button near the top of the page. 

 

A new window will appear, containing the survey as your respondents will see it.  Go ahead and complete the 

survey to ensure the each question is configured as you expect.  
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Distribute surveys and monitor progress 

Once your survey is designed and configured, it’s time to distribute the survey and collect responses.  Access 

your current list of surveys by selecting the back option. 
 

 
 

Click the  button next to the desired survey to navigate to the Participants page.  

 

 

 

With each survey, you must choose the list of “eligible” participants.  Individuals not on the participants list will 

not be allowed to take the survey, even if they happen to know the survey location.  To add eligible survey 

participants, click the Add from list or Add from IDs button. 
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You can choose any number of students and/or staff members as survey participants.  There are several options 

to assist you with adding groups of students or staff without having to select each individually. 

• By grade and/or gender 

• By group 

• By activity participation 

• By activity type 

• By event attendance 

 

 

 

 

Once you’ve selected all of the survey participants, click the Save List button to confirm your selections. 

You can use the Add from IDs option if you know all of the eligible participants’ ID numbers. Copy and paste 

the ID numbers into the text box to add the individuals to the participants list.  

 

You can remove survey participants at any time, or add new individuals as necessary.  Once individuals take the 

survey, their status will be updated to reflect “completion” of the survey.  In order to prevent multiple responses, 

they will not be able to access the survey again. 

 

You have four options to distribute the location of the survey to your eligible participants.  Any combination of 

these options can be used. 

 

1. School web page – if you are using the school web pages feature, you can enable visitor sign-in and allow 

eligible participants to access the survey once they authenticate.   

 



5-Star Students 

Page 10 

Online Surveys Guide 

 

2. Survey link – click the Survey link tab and review the available information.  Make sure to select the 

most appropriate Authentication method for your school and then click the Create Survey Link button.  

Survey links, once created, will not change and can be distributed via the method of your choosing: 

 

• Post the link on your school web site 

• Share the link via social media 

• Share the link via notification apps (i.e. Remind) 

• Generate a QR code for the link and distribute on printed material 

 

3. Email invitation – click the Email invitations tab and review the information for sending survey 

invitations.  A survey participant must have an email address available in their profile in order to receive 

an emailed invitation.  You can view the number of eligible survey invitations (i.e. how many participants 

have an email address) and decide whether this option is viable or not.   To send survey invitations, fill in 

an appropriate email subject, adjust the invitation message (if needed), and enter your initials to verify 

you have authorization to send communications to eligible individuals.  Finally, click the Send invitations 

button.  It may take up to 10 minutes for emails to be distributed by the system.  Each recipient will 

receive an email message with a personalized link to take the survey. 

 

4. Student App – if your school purchased the Student Mobile App add-on feature, students on the 

participants list can login to their app and take the survey. Because students need to authenticate 

themselves when logging into the app, they will only be able to view the surveys they are eligible to 

participate in. To send a push notification to eligible participants, click on the Notifications button. Click 

Create New Notification. You can schedule a message to send to all participants who have the Student 

App.  

 

 

While a survey is in-progress, you can review the number of responses on the Surveys page.  
 

 
 

In addition, you can view the survey completion status by individual on the Participants page.  If you would like 

to extend the survey window, simply modify the survey end date on the Design page.  If you wish to close the 

survey manually, click the Close survey button on the Participants page. 
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View survey results while survey is in progress 

Only Managers have the ability to view survey results while the survey is still open. Click on the View results 

in-progress link from the Participants page.  

 

View and export survey results 

Once a survey has passed its end date, or is closed, it is considered “completed”.   From the Surveys page, click 

the  button to view the results. 

 

On the Survey Results page, each question is listed and the results displayed based on the question type. 

 
For multiple choice (one answer) questions, the number of responses will equal the number of question 

respondents since only 1 choice could be selected. 

 

For multiple choice (multiple answer) questions, the number of responses may exceed the number of question 

respondents since more choices could be selected. 

 

For comment-only questions, no chart or response numbers will be visible.  For any questions in which comments 

were added by the respondent, comments will be displayed. 

 

You may export results for all questions or an individual question by selecting one of the Export options.   You 

can choose from either PDF or Excel formats. 
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School Interest List 

A unique feature of the 5-Star Students survey system is the ability to administer an Interests survey.  This is a 

specialized survey that allows students and/or staff to select from a list of interests that you maintain.   

The results of this survey type include the ability to: 

• view the most popular interests 

• view a list of individuals that have a particular interest or group of interests 

• view a list of all individuals and their selected interests 

• look up the interests of a particular student or staff member 

• view a list of recommended activities for an individual, based on their interest selections 

The first step to understanding the interests at your school is to develop a list of interests to choose from.  5-Star 

Students provides you with an initial list of over 90 interests from which you can add or remove items. 

 

To access your current list of interests, select the Interests option within the Surveys menu. 

 

 

 

From this page, you can add new interests or remove existing items as necessary. 

* If you delete an interest that had previously been selected by a survey respondent, those results will remain intact.  However, the deleted interest will not appear in future 

surveys. 
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Match interests to surveys 

After reviewing the list of interests, you should take some time to match these interests to your school activities.  

This is an optional step, but one that results in the ability to display recommended activities to survey takers, and 

a reference of activity recommendations by individual. 

 

Interests can be associated with activities when creating a new activity or when editing an existing one. 

 

When creating an activity, look for the Related interests box and, if applicable, select one or more interests.  

 

For an existing activity, navigate to the activity page and choose Edit activity.  Locate the Related interests box 

and adjust interests as needed. 
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Create and configure the Interests Survey 

To create an Interests survey for the current school year, click the Create Interests survey button on the Interests 

page. 

 

 
 

You will immediately be routed to the Design page for the new survey.  The same configuration options apply 

as with a custom survey (see the Create and configure custom surveys section for more details). 

 

Since this is a specialized survey type, you cannot design questions for the survey.  Instead you can update the 

survey if you happen to change your list of school interests, after the survey was created. 

 

You can also preview the Interests survey, to see how it will look to your survey participants.   Note there’s an 

additional choice at the bottom of the list of interests called “My interest is not listed”.  This choice can be 

selected by the survey taker, if they feel one of their interests is missing.   Reviewing the number of respondents 

that selected this option can be helpful in evaluating whether to adjust your list of interests in subsequent years. 
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When a participant completes the survey, the system will check their selected interests for any associations to 

your activities.  If one or more matches are found, the individual will be shown a list of the activities, along with 

the description and contact information (if available). 

 
 

The process to select survey participants and distribute the Interests survey is same as for custom surveys (see 

the Distribute surveys and monitor progress section for more details). 

 

Review and analyze Interest Survey results 

During or after the completion of an Interests survey, you can access the results.  Select the Interests option 

within the Data menu. 
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There are 4 available sections on the Interests data page: 

 

• Most Popular Interests – view a list of the top 10 interests as selected by survey respondents. 

• Analyze Interests – select one or more interests and view individuals that selected those items. 

• Individual Interests – view a list of individuals and their selected interests (if any). 

• Recommended Activities – view a list of individuals, their selected interests and any related 

activities. 
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Within each section, you have additional options to narrow the results by individual type (student or faculty), 

grade and gender.  In addition, you can export the lists of individuals into a variety of formats. 

 

Lastly, on the Students page (select the Students option within the People menu), you can locate a student and 

review their individual interests and recommended activities. 
 

 
Click the “expand” icon next to any student and navigate to the Interests tab to view interests from current and 

past school years if available.  A list of recommended activities is also displayed, based on the list of interests. 
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