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This guide will assist you with managing and importing students into Classes in 5-Star Students 

✓ Manually adding classes/categories 

✓ Importing class members 

✓ Generating barcodes for class members 

✓ Generating and using class barcodes 

 
Classes in 5-Star Students can be used to keep track of different rosters of students by teacher and/or class 

period. Classes are similar to Activities; however, individuals cannot earn points for being a member of a 

class. This area is designed to help teachers quickly separate their rosters and award points for their 

students. The main Classes page will display the class names in each category and the number of members 

in each class.  

 

From the people menu, select the classes tab. 

 

  
 

 

Manually Add Classes and Members 

To manually add a new class in 5-Star, you first need to add categories. Click the Categories icon at the 

top of the Class Page. Add the different categories (i.e. periods) you will be able to choose from. 
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After categories are set, click the Add New button at the top of the Class page to manually add a class. 
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Add  Members to a Single Class 

 

 
 

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

• Add from list 

• Add from names 

• Add from IDs 

• Import from file 

 

Add from list 

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

through the different rosters.   

 

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 an activity.   

 

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

 

Add from names 

To add class members by name, 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. You can use ‘first 

last’ or ‘last, first’. 

 

Add from IDs 

To add class 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. 

 

Import from file 

To add class 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). 
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Importing Classes and Members 

In order to import multiple members into different classes at once, you will need a file containing the 

individual’s ID number, the category name (i.e. period), and the name of the class (i.e. teacher’s name) in 

separate columns. The import process will automatically create new categories and classes if one does not 

already exist in the program. 

 

Category  Class name  ID  FirstName (skip field) LastName (skip field) 

Per 2 Jackson 10013 Anna Adams 

Per 1 Reagan 10209 Damian Adell 

Per 4 Carter 10869 Ezra Albelo 

Per 2 Roosevelt 10355 Daniel Albriton 

Per 5 Nixon 10243 Karla Anding 

Per 1 Bush 10047 Anabelle Andree 

 

 

 

Click the Import Class Members button 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 class automatically. 

 
 
 

Generating Barcodes 

Generate barcodes for class members 

 

A simple way for teachers to add behavior occurrences is being able to sort barcodes by classroom. After 

selecting the class, they can click on the barcode icon in the top right corner of the list and generate a PDF 

file with their students’ barcodes.  
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Generate class barcodes 

 
Class barcodes are a quick way for staff members to check-in or add occurrences for their entire class 

with one scan. From the main Classes page, click the Classes barcode link in the top right corner. Filter 

and check off the classes you want to generate and print barcodes for.  
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Rather than scanning individual students, staff members will be able to scan this barcode for an activity, 

event, behavior, and/or intervention to add ALL students at once.  

 

  
 

Generate class member barcodes 

 

As previously mentioned, class member barcodes can be generated on list at a time after selecting a 

specific class. You can quickly export class member barcodes using the drop down option from the main 

Classes page. Filter and select the classes you need to export barcodes for.  
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The file will sort the categories (i.e. periods) by column.  

 

 

Remove Classes and Class Members 

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

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

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

 

To remove all members of a class, go to that class and click the Trashcan button at the top of the list. This 

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

 

To remove a class, go to the class page and click the Trashcan icon at the top of the page. This will remove 

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

 

To remove ALL class members from EVERY class, click on the Trashcan icon at the top of the Classes 

page and select ‘Remove all class members’. A warning will appear where you will need to check to 

confirm this action. This will remove ALL class members in EVERY class. It will not delete their personal 

5-Star data.  

 

To remove ALL classes, click on the Trashcan icon at the top of the Classes page and select ‘Remove all 

classes’. Deleting all classes will also remove ALL class members. A warning will appear on the page 

asking you to confirm your action before completing the process.  
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Class Management 

After selecting a specific class, staff members (at the User level) will be able to send push notifications 

from that page. By selecting the bell icon, they will be able to schedule and send messages to the entire 

class.  

 

 

 
 

Staff members can also manage students’ data from the class page. By clicking on the edit button next to 

a student’s name, they can manually add activity participation and behavior occurrences. 
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