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My Groups: Flexible Student Groupings You Can Create, Edit, and Delete Yourself 

CFS provides educators with lots of different data about students.  When using and analyzing the data, often it is useful to 

narrow your results and to view data on only certain students.  Filters allow you to do this by narrowing your search results to 

include only students who meet the filter criteria. 

CFS FILTERS 

CFS has many standard filters available across the system.  Filtering varies slightly between the roster and reports areas.  Filter 

options include: 

 

 School* 

 Student ID** 

 First Name** 

 Last Name** 

 Grade* 

 Teacher* 

 Homeroom*** 

 Class*** 

 Ethnicity 

 English Learner 

 Special Education 

 Homeless Highly Mobile 

 Advanced Learner 

 Intervention Area 

 Tier 

 Home Language 

 My Groups**** 

 

* Available depending on user role 

**Only available in Roster (not in Reports) 

***Available if scheduled in the selected school (elementary/secondary) 

****Only available after a My Group has been created 

As you can see, there are many ways that a search can be narrowed to return only specific students.  You can also apply 

multiple filters at once.  For example, you can search for all Special Ed students receiving EL services whose home language is 

Spanish.  Note: grade filter cannot be combined with homeroom/class or teacher. 

However, sometimes the filters above will not work for the search you are trying to complete.  Standard filters will not always 

allow you to find only the desired students in one search.  For example: 

 If you are a special education teacher whose caseload includes all the 3rd grade Special Ed students and select 4th and 

5th grade Special Ed students at a school 

 If you are an EL teacher and looking for just the students whose home language is other than English who have not 

been assessed for English proficiency 

 If you are a social worker meeting with a small group of students supporting social skill development  (directly 

searchable only if this is an intervention and is the only behavior intervention group at the school) 

 If you are a building math lead working with 3 different student groups receiving different math interventions, and 

you are searching for students in only one of the intervention groups 

In these situations the students can be found using multiple searches, and often there will be additional students also in the 

results.  There is a better solution – My Groups. 

MY GROUPS FEATURES: 

My Groups is a filter that allows you to select any student you have access to and build your own custom group. You can 

create as many groups as you need for your instruction.  Students can be included in multiple groups.  You can add and 

remove students and change the group name.  Groups can be deleted when no longer needed. 

My groups are created and edited in the roster tab.  Once a group has been created, it can be used in the roster, reports and 

assessment tabs.   My Groups cannot be shared with other users in CFS; only you can see your My Groups.  
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CREATE A MY GROUP: 

1. Go to the Roster tab.   

2. Select search to generate a roster with the students to be included in the group.   

Note: standard filters can be used in this step if helpful.  Also, know that not all students need to be in this roster.  

Once the group is created, you can add more students if needed.   

3. Select the checkbox to the left of the student’s name for each student to be included in the group. 

4. Optional: hover over the student ID number to view a hover display of the student, including picture.  Confirm that 

you have selected the appropriate students.  

5. Select the Add to Group button.  Note: this button only appears after students have been selected. 

 

 

   

6. A dialogue box appears.  Enter a name in the Group Name field.   A short descriptive name is recommended.  Include 

a date in the name if appropriate, for example with intervention groups.  The students being added to the group are 

listed.  Review the names to confirm they are correct.  

7. Select Save. 

Congratulations!  You have just created a My Group.  If this is your first group, a My Group filter now appears with the other 

filters.  When you select this filter, the roster/report will include only the students you included in the group. 

 

1 

2 

3 
4 

5 



3 
 

 

 

Add Students to an Existing My Group 

My Groups do not automatically update with enrollment changes.  If new a student enrolls who should be included in a 

particular group, you must add the student to the group in order for that student to be included.  If a student changes classes 

or leaves the school (where you have access to), then they will no longer display in your group.  

Follow steps 1 thru 5 for creating a My Group.  (listed above) 

6. Use the Existing Group dropdown and select the group to which you want to add the students.  Once you select it, 

the group displays in in the Group Name field.   

7. Select Save 

Excellent!  You have now added more students to an existing My Group.  Now when you select this filter, the roster/report 

will include all of the students included in the group. 
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CHANGE THE NAME OF AN EXISTING GROUP 

In order to change the name of an existing My Group, you need to open up the add student dialogue box.  This is the only 

place to change the name.  The best way to do this (if you don’t have new students to add to the group) is to add a student 

who is already in the group into the group.  This may sound odd, but it is the best approach.  A student can only be in a group 

one time, so adding them again doesn’t impact the group and opens up the dialogue box. 

1. Go to the Roster tab 

2. In the My Groups filter, select the group that you want to edit the name of 

3. Select search to generate the roster 

4. Select a student (checkbox) 

5. Select Add to Group 

 

6. In the Existing Group drop down, select the group that you want to edit the name 

7. The name will display in the Group Name field.  Erase the old name & enter the new name in the Group Name field. 

8. Select save 
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REMOVE STUDENTS FROM A MY GROUP 

1. Go to the Roster tab 

2. In the My Groups filter, select the group that you want to remove a student(s) from 

3. Select search to generate the roster 

4. Select the student(s) to be removed (checkbox) 

5. Select Delete From Group 

 

6. The name(s) of the student(s) to be deleted are listed.  Select delete to remove the selected students from the group.  
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DELETE A MY GROUP 

When you delete a group it will no longer appear in the My Group dropdown.  There must be at least one student in a My 

Group to delete it.  If you have deleted all students from a group, but not the group, it will still appear in your drop down.  You 

would need to add a student back to the group to be able to delete it all together.   

Follow steps 1 thru 5 for removing a student from a group. (listed above) 

6. Select Delete Group 

7. Confirm you want to delete the group.  Select Yes.  Note: you cannot undo this step if you select yes. 

 

 

 

 

MY GROUP RECOMMENDED USE: 

Using My Groups in conjunction with the Previous and Next buttons on the student profile page saves time and effort.  Filter 

by a My Group and generate a roster.  Then click a student ID number to view the student profile page.  In the upper right 

corner, use the Previous and Next buttons to quickly and easily navigate between students in your group.  
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