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Health Screening Survey Guide 

 

This guide will assist you with creating and managing the health surveys and managing health screenings using 5-

Star Students 

 

✓ How to create and configure a custom health screening survey 

✓ How to design survey questions 

✓ Set up specific responses to prompt warnings for the survey-taker and check-in process 

✓ How to distribute surveys and monitor progress 

✓ How to view and export survey results 

✓ Conducting health check-ins 

 

 

Create and configure a heath screening survey 

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

  
 

 
Health Survey Guide 
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Click “create heath survey”.   

 

 
 

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”). 
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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.  

 

Survey response frequency – Use this option to specify the frequency of accepted responses to the survey. For 

example, setting the frequency to Mon thru Fri will allow eligible participants to take the survey once per day, 

Monday-Friday. Based upon the selected frequency, previous survey invitations will expire (if not taken) and a 

new active invitation will take its place. Once the survey reaches its end date and time no further responses will 

be accepted, regardless of this setting. 

 

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 Add Questions button. 

 

 
 

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. 
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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: 

 

 

 

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. 
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Warnings – re-enter choices from above that will prompt a warning after survey completion and during health 

checks 

 

 
*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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Once a survey has 1 or more responses, existing questions may be disabled but cannot be modified or removed. Click  

to disable a question. Any previous responses will appear in the reports, but will no longer appear in the survey. 

 

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

 

 

 

With each survey, you must choose the list of “eligible” participants.  Individuals who are 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. 

 

 

 

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 individual type (students or staff) 

• By classes 

• By group 

• By activity participation 

• By activity type 

• By event attendance 
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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. Individuals will only be able to complete 

the survey according to the settings (once per day or once every Mon-Wed-Fri). 

 

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

these options can be used. 
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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.   

 

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. 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. This number 

represents the current number of responses from the most recent survey distribution. 
 

 
 

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. 

 

By clicking on the arrow next to a participant’s name, a drop down menu will appear displaying the individual’s 

survey participation history.  
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View the Detail Report 
 

Managers, Users, and Viewers can view and export survey results from the reporting area in 5-Star Students. 

Navigate to the Detail Reports area to view the Health Check reports. 

 

 
 

  

https://app.5starstudents.com/Data/Reports
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The Health Survey Responses report will help Managers, Users, and Viewers sort and filter by responses daily.  

 

 

The Health Survey Response Warnings report will only display participants whose responses prompted a warning during 

the survey.  
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Using the screening survey during Health Checks 

Once the Health Screening Survey has been created, Managers need to adjust their school settings to reflect the 

screening process. Navigate to the school settings from the Manager menu.  

 

Require survey for health checks – Choose whether to require a completed health survey during the health 

check process. Upon adding a health check, the system will verify a health survey has been completed within 

the required timeframe. 

Completed survey policy for health checks – Set the number of hours in which a health survey must be 

submitted prior to health check completion. If a completed health survey is not detected within the selected 

timeframe, an alert will be displayed to the user entering the individual's health check. 

* Health survey verification, no privileges warning, or response warnings are not currently available from the 5-Star Students 

Manager app 

 

 

Check-In Process 

If a school needs to check individuals into campus and perform a health screening, faculty can use the health 

check feature in 5-Star Students to: 

• View completion of health screening survey 

• Mark students as “pass” or “fail”  

• Enter any notes (i.e. symptoms) and temperature reading 

• View the list of “unchecked” individuals  
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When the check-in begins, login to 5-Star Students and select the Health Check button in the top right corner of 

the screen.  

 

To manually check individuals in, click the Add checks button.  

 
 

First, the user will need to select the location of the check-in from the drop down menu. Locations are set in the 

Manager menu (https://app.5starstudents.com/Manager/Locations). 

Manually input ID numbers or look individuals up by last name. Hit the enter key. If the individual has 

completed the Health Screening Survey within the required time, a pop up window will appear prompting users 

to enter in their temperature and any notes (both are optional). Hit the pass or fail button to save.  

 

https://app.5starstudents.com/Manager/Locations


5-Star Students 

Page 15 

Health Screening Survey Guide 

 

 

 

Warnings 

If an individual has NOT completed the survey within the required time, a warning will appear after scanning or manually 

entering their ID. 

 
 

If the individual is on the No Privileges List, a warning will appear when their ID is scanned or manually entered. Users 

can click continue or cancel. 
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If an individual’s responses prompt a warning, a message will appear after completing the survey. If they choose to go to 

school, a warning will appear when their ID is scanned or manually entered. 

 

  
 

Check individuals in using scanners 

 

If you have a mobile Bluetooth scanner or a plug-in USB scanner, use the Scan checks option.  

 

 

First, you will need to download and print the health check barcodes. 

  

1. Select the location 

2. Scan the individual’s ID 

3. Scan the health check barcode 
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You can continue scanning the next individual or manually input their temperature or any notes.  

 

 

View Not Checked Individuals and Failed Health Checks 

Managers, User, and Viewers have access to view individuals who have NOT been checked in during a health 

screening. To view this list, click “Not Checked List” at the top of the Health Check screen.  

 

This list will include the individual’s basic information, as well as their phone number(s) and email address if it 

is included in their 5-Star profile.  
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The Failed Health Checks report will display any individuals that failed the health check within the selected date range.  
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Check individuals using a mobile device 

Individuals with the 5-Star Students Manager App can check individuals in and mark their temperature from 

their mobile device.  

                                                  

        

Mangers, Users, and Operators can mark students as safe or need help. When they begin the check-in process, 

they will be asked to enter a location or other notes. To skip it, click the “Continue” option. There are 3 

different check-in options: 

1. Manual Add – manually entering ID numbers or looking individuals up by last name 

2. Bluetooth Scan – pairing a mobile Bluetooth scanner to the device and scanning 

3. Camera Scan – using the camera on the mobile device to scan barcodes or QR codes 

After each scan, a pop up will appear that prompts the user to enter in the individual’s temperature and/or notes. 

Both of these field are optional. Mark the FAIL or PASS button to save and move onto the next individual. 
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Bluetooth Scan 

Select Location Manual Add 

Camera Scan 
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A warning will appear if a student is on the No Privileges List, they have not completed the Health Screening Survey 

within the set time frame, or one of their survey responses prompted a warning.   
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                         View the Check-In List                                                    View the “Not Checked” List 

     

 

Just like the 5-Star Students website,  only Managers, Users, and Viewers will be able to view the Checked-In 

List and the Not Checked List from their mobile device.  
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