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The Compass Parent Portal is an online portal
that allows you to access up-to-date information
about our school and your child’s progress.

The portal is accessible via the web and also via the Compass School Manager App (available for download
via the App store on your device).

Within the parent portal are many different features including the ability to:

e Add Attendance Notes

e Communicate with your child’s teachers

e Monitor your child’s homework and assessment tasks
* View Semester and Progress Reports

® Book Parent Teacher Conferences

e Consent and Pay for school events

e Order school lunches via the Canteen

* Make school fee payments

¢ View school news items

This guide will assist you with navigating the portal and includes step by step information on how to complete key
processes.

Please note, some processes detailed in this guide may not be applicable (or in use) at our school. If you have any
questions regarding your Compass parent portal, please contact the school for assistance.
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How to Access Compass

Compass is a web-based system that is accessible on any modern web
browser (Chrome, Firefox, Safari etc).

Every family receives a separate log in to our school’s Compass site.
This log in information is provided to you by the school.

If you need assistance locating the Compass site link for our school, go to:
schools.compass.education

You will then be able to search for our school and access the link.
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How to Log in

®

If you attempt to log in using
the incorrect details ten times
in a row, you will be locked
out of your account for thirty
minutes. If you have forgotten,
or aren't sure of your details,
please contact the

school office.

To log in, you will require your unique family username and password.
These details will be provided to you by the school however if you are
yet to receive them, please contact the school office. You will initially
be provided with a temporary password that you will be prompted to
update to one of your choosing when you log in for the first time.

To log in, go to your school’s Compass site. Type in your username and
password and click ‘Sign in". Your username will be your parent code at
the school. This will be different from your child’s student code, and it
will not be your email address.

If it is the first time you are logging in, you will be required to confirm
your email address and mobile number. These details may be used by
the school for SMS/email communications and password recovery.

Once you have confirmed your details, you will be required to change
your temporary password to one of your choosing. When you have
entered your new password, click ‘Save’.
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The Home Page

When you log in, you will be taken to the Home Page, which is made up of the following components:

© Menu options

Across the top of the
screen, you will see a
series of menu icons,
each with drop-down
options. These are further
explained in the following
section.

@ Child Information

This section will display
each child you have at the
school. From here, you
can access their profile for
key information or perform
actions such as send an
email to a teacher or add
an attendance note.

© Alerts

On the top right, you
will find a list of clickable
notifications that will
prompt you to action
something.

O Newsfeed

Posts in the Newsfeed
allow the school to
communicate key
information to you. Posts
remain accessible for as
long as the school has
determined, with the most
recent posts displayed
first. Posts that are set

as Priority, however, will
always show at the top.
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Menu lcons

4 The Home icon can be clicked at any time to take you back to the Home
Page in Compass.

The Calendar icon will take you to view the available Calendars i.e. school
events, your child’s schedule etc.

#  The Pencil icon opens the Teaching and Learning menu from which you
can view all the Learning Tasks assigned to your child/children.

it The Grid icon will open the Organisation menu. Here you can access the
Events page and also the Course Confirmation page to pay school fees.

o The People icon is the Community menu. Here you can book parent
teacher conferences (when available). You can also access any School
Resources made available from this menu.

W The Star icon opens the Favourites menu. This contains links to useful
websites the school recommends.

L The Cogicon gives you access to the Tools Menu. Here you can opt to
change your password, view your payment history and update your details.
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How To: Add an Attendance
Note for an upcoming Absence

‘_. q Welcome back, jubette!
- Greenfields College

Opt-n Event Invitations
There are 1 opt in event(s) available

Cic here for moee informason

9 Charlotte BELL

& Protie tssendance. Schedule, Repors)
 Send emal 1o Chavlotte's teachers

> 4 Add Attendance Note (Approved Absencaase]
[T View Acsdemc Reports

@ Ovder Photas

& Book Parent Stucer Teacher Conderence

B 1 overdue bearning task

Payments
Course confiematon and / or ichool payments avadable for completion.

Clck here 10 proceed

Payments Centre

Did you know that payments can be made through Compass for school fees, events, and

voluntary contrbutions?

Clck hare for more indommanon

@ VISA | rewrre

@-‘ Sophie BELL

& ol (Amendance Schedule, Resors)

A Send emad to Sophie’s teachers.

4+ Add Attendance Note (Approved Absencoflae)
[¢ View Acaderrec Ropors

@ Crder Photos

Pacent Student Teacher Conference
2022 Pavent Teaches bnterviews
Cuck here for booking

Event Consent/Payment Required
There is 1 event anating your consent andir payrment
Cick here for more information

Attendance: Attendance Note Required
Charfotte was recorded as ot present or Iate’ without explanation.
Cixck here for roee information

& Book Parent Stucen! Teacher Conderence My News
Attzrdance Mote Bdltor

Mate Detaile ;

Parsan: Charictte BELL Addty. 3 oon

Raasan Tt & e 1% [usenm vsnjrear sn_. souszuze wisu am

Details/Comment= | 09ENG_D9A (Yex S En.. 26/04/2022 09:51 AM
| DOMATH_ 00X (Vear 9 25/08/2022 11:12 AM
| Ul LA (reR Y30 aUNZULL 1213 VM
| DSMATH 09A (Y 3 26/0%/2022 01:58 PM

Important Notice

i cicking Save', you uncerstand, tertfy

and acceot that you are 2 listed parent/guardian for this child, and the

nformetion sbove is mcz ard !.m onliee aw-avd doet NOT constitcle nudu;a w\bn(g and students
3 "

siiulied in VCE buthe

squinst yos (by your registened school afffisted enblies 2nd/or the product ssuer)

Sart- 26/04/2022
Tk 26/04/2022

T3/ 09:00AM |W Sseciapaned. v

T3 0330PM |w| Ssectapensd. W

1| As thes Aftendance Nate is more than 0 teaiing day in lengmh, you will nesd to sutmit separate.

vis

o iy
Feniebiilunt ackon ar ﬁu‘lmalmun— M‘N lhallt— erovy fmsall i sdemii ke, anhi e fre el sedion

as ro Staenmen s

Frch

20/US| 20LL USRS NS
26/04/2022 10:48 AM
26/04/2012 12:00 PM
2ofUR UL VU Y
26/04/2022 02:55 PN

If your child is going to be away,
you can add in an Attendance note
to advise the school.

To do so, click ‘Add Attendance
Note (Approved Absence/Late)’.

A Note screen will open.

Select the applicable reason from
the drop down list; add in any
additional information if applicable
in the Details/Comment box.

Select the start and finish date/time
of the absence and click ‘Save’.
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How To: Add an Attendance
Note for an Unexplained Absence

If your child has been marked Not

' Opt-In Event Ievitations x

W Wekomeback e Theear opt nevere) ol Present without an explanation,
msm“m Click here for meee informason. . .
> you will be required to add an
Covs animatonSconPemers Attendance Note.
. Chiadotte BELL Cixk here to proceed

oy - You will see an alert on your
Payments Centre

1 Serd emat to Charotie’s teachers you through events. and homescreen.
voluntary contrbutions?

+ Add ] Clc here for more informancon

[F View Academe Repons @ VISA | tosuchage

oo rves e S Click the alert and it will take you

A Bodk o 6 Evfirence T O % to your child’s ‘Unexplained’
2022 Paent Teacher knterviews .

| 3\ o ) attendance tab where you will see
AT any sessions listed for which they

@ s Thsei\ ot mmatod <0 cp st et were marked as Not Present or Late

Cick here for more irdormasion .

& Profie (Assendance. Schedule Repors)

4 Send emal to Sophie’s teachers
Attendance: Attendance Note Required

+ A ) o or e 5 <
Chck here for more informanan

1% View Acadesric Reports.

Student: Charlotte BELL - 09A. Year 9 T Select the session (or sessions) that
- T

you are adding a note for and then
click ‘Explain with Attendance
Note'.

This will cause the Attendance Note
screen to pop open.

AGREKG
AGREIG
0F5C1_08A 01032022 12:13 PM 01/03/2022 01:10 PM L8} W00
045Q1_09A 08:50 AM M 15 CWooD

Select the applicable reason for the
absence and add in the relevant
details/comment.

Click ‘Save’. This will assign the
attendance note to the sessions
you selected and they will update
to no longer show as unexplained
absences.
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How To: Email a Teacher

e
W Welcome back, Juiette!
- Greenfields College

Opt-In Event Imdtations =
There are 1 opt in event(s) availadle

Cucic here for more informason.

Cour

e Charfotte BELL

8 Protie (Rtendancr Schndilr, Rrpors)

> ol Send emal to Charlotte's teachers.

I* View Academic Reports
@8 Order Photos

@ Book Parent Student Teacher Conderence

B 1 overdue learning task

4 Add Attendance Note (Approved Absenceane]

Payments
Course confimation and / o schoo! payments avakable for completion.
Gk have 10 procesd

Payments Cantre
Did you know that payments can be made through Compuass for school fees, events, and
voluntary contributions?

Cuck here for more irdormaton

@0 VISA | vosuhare

&) Sophie BELL

B Polie (sendance. Sovedule, Resons)

Email subject:

Pasent Student Teacher Conference x
2022 Pacent Teacher Interviews.
Click heve for booking

Event Required
There i3 1 event awaiting your consent andior payment
Cicw here for moee irdeemation

Insort context: [ '/ 'Tic: Charlstte BELL (BELO002), 094 at Crocnfickds Calisge® 4 A Relenis 3 Remove Al
PACRSC note! 23 WD i OO, IHare 12 N0 J05IET QLIRS of Sucostd oolivery. TIm: Sonzitive anajar highty Cenficentl Infarmadon shoalt nat v~ —
b2 sent using ks sevee. ".-Lu.,f,m.,fmf 098 %
= — = ———— —— ————————— ——r—3 | | coristine WOOD- cWo0D ®
(B 7 Ulla- B |[Fme ||z|l=m <= = = #|m e Teacher of 0950109
= JU NCrENT - JALSkeLt |
||= Teaeher of DOMATH_09A x
—— Waren MLLEUL - WLLtuw
Taacher of COHM_ODA X
| 4 Aoa mzcrensres
|
| NEre 202 N0 AHOWNENLE (0 OLPE notes all users
!::nﬂi. uau.\;xw 0 acpaEy Pisase J‘“muﬂ

Email subject:

Insart contaxt:
Pt
e sent usng this service.

Famiy Trip - Assigiments

i) V] "ne: Charlette BELL (BELD002), 09A 3t Crecnficics Coliege™

32 WiEh i o, there 151a DssAULe QLT of sucoeenul covory. Time Sonzitve Sndéar fughty cenficenal Infarmodon chouls rat

Bzusel— &= l==a

ErEECan

A s wmers Wi am invalc =mad

m %5 fhaod

7_ - _—
+ mduRe=pients 3 Remmove Al
Amenda GREIG - AGREIG
| Teodies OF D9ENG_09A x
{

| = =
e
Hi Amanda
Wi wil L awary il of July, prirese Towend aily sy siiai g Bl

Thanks,
Juliettd

| Ao et
ﬁ'!

There sne no sllauhyments W dbgiy
Firag flss herss i snlnas

| Feeme

Piease notes all users in this list will
receive this email
A O s ) e vl il

m

To email your child’s teachers,
click the option listed under the
name on your dashboard.

This will open the email box with all
your child’s teachers pre-loaded as
recipients.

Amanda GREIG - AGREIG

Teater of USENG_ Q9A »
Chiisting WOOD - CWO0D <
Teatner of 095CT_D9A ”

Remove any teachers that the email
is not relevant to by clicking the
red cross next to their name.

To add any additional staff, click
‘Add Recipients'.

Add in your subject information and
email content.

Click ‘'Send’ to issue to the listed
recipients.

You will receive a copy of the sent
email to the email address listed for
your profile in Compass.

® Compass |
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How To: View your child’s

Learning Tasks

W Welcom.ae back, Juserte!
D Greenfields College

Opt-in Event Imtations
There are 1 opt in event(s) available

Cic here for moee informason

g Charlotte BELL

> & Profie (keendance. Schedule, Repors)
1 Serd emal 1o Chadlotte’s teachers
+ Add Attendance Note (Approved Absercallace]
I* View Academc Reports
@8 Order Photos

2 Book Pamet Stucen Teachar Contemecn

B 1overdue learning task

Payments.
Course confimation and / o school payments svadable for completion.
Check here to proceed

Payments Centre

Did you know that payments can be made through Compass for school fees, events, and
voluntary contrbnubions?

Click here for rore informancn

@0 VisA | roschae

@ Sophie BELL

& Profie (Amendance. Schedule Ry
3 Send ermal to Sophie’s teachers
4 Add Attendance Note (Approved Absencariae)

" View Acadera: Ropons,

Parent Student Teacher Conference b
2022 Parent Teache interviews
Cir heve for bookng

Event Requeed
Thete is | event awating your consent andior payment
Qi here for moee information

Attendance: Attendance Note Required
Chariotte was reconded as ot present’ or ate’ without explanation.
Cixci heve for meee iwformaton

Student: Charlotte BELL - 09A, Year 9 Active
Dashbosrd  Schedule | LearningTasks | Amendance  Reports  Ansitics  lnsights
v & - | ShowHddnTaks Groupbycss  AcsdemicYes: |M23Acdemic  |W
| = e - D) T D X
Codde o Leariing Tesk Stalus Resull Ao
UL USe Final Semester Grade Due date: No due date A
Clace Tack | Rapar: Yes Submittad:  Donding
seen nos ) Class Performance Review Term 2 Due date: Ao due date 2
Class Task | Report: No Submitted:  Pending
gsonc oo il CAT 3 - Final Essay Subinissivn Dimafatios A5 dha gyt Q
- Class Task | Report: Yoz Submitted: . Nending
aoenc oo ey CAT 2 - Macbeth Essay Due date: No de date a
Class Task | Report: Yes Submitted: & On Time
ooenc oon (LN CAT 1- Poetry Studies Due dote: 10/06/22 04:00 PM aQ
Class 1ask | Neport: Yes SUDMITIEA:  KEceneo Late
Student: Charlotte BELL - 09A, Year 9 Active

Dashbosrd  Schedule  LeamningTasks  Anendance  Reports  Ansytics  lnsights

) [ e e e

B e D 0 D D G

Learning Tasks are used to

issue homework, projects and
assignments. They can also be
used to provide assessment and
feedback on work being completed
in class.

To view your child’s tasks, click the
'Profile’ option for that child on
your dashboard.

This will take you to their profile page.

Click to their ‘Learning Tasks’ tab.
Here you will see their tasks listed.

O

The school may have archived
some past tasks, you can click
‘Show Hidden Tasks' to have
archived tasks displayed in the list.

@Compdss ‘ Parent Guide
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How To: View your child’s Learning Tasks
(continued)

Student: Charlotte BELL - 09A, Year 9 Active
Dashbosed  Schedule  LeaningTasks  Amendance  Reports  Anshtics  Insights
e T e e s
| = coeoenes+ I T D (T :
Codde o | Leariing Tesk Sl Result Acvurs
v oo el Final Semester Grade Due date: No due date a
Class Tack | Raport: Yes Submittad:  Donding
NG 008 Class Performance Review Term 2 Due date: No cue date a
Class Task | Report: No Submitted:  Pending
gsonc oo il CAT 3 - Final Essay Subinissivn Dua data: No duo date . Q
- Class Task | Report: Yoz Submitted: . Nending
aoenc oo sy CAT 2 - Macbeth Essay Due date: No de date a
Class Task | Report: Yes Submitted: & On Time
)[gmra“ 550 <Al 1- poetry Studies Due date: 10/0G/22 04:00 PM a

CIass 1asK | KEpOrt: Yes SUDMITIEN:  KEcenss Late

1 warning Tack - CAT 1 - Pastry Shidiss

| TaskDetsite | Fesdbsck
| Aoy fre el vy ehiseqge during eheel
moderation. The statstical, based, p is used sehools’

state SO 10 TRA1 STUCY 10 MEIEH the |eved 3na Saread of the
rnbinad pearsnstion and QAT weome for the cidmate in that sshrnd fning 1hat atidy Far moss i tnrmatinn on asssensnt
moderation, please contact the schoel.

m; B8 ‘
[ Letter Grade A ‘
‘ Pesformance Outstanding
b iacdcc e |l — |
‘ Ferame Uolseded

|
‘ O (ESPONSES [i2Ye DS UDIGI0EE ¢

OCompass & | ¢ |8 = &
Teaching and Learning
ool Course Confirmation/School Payment
. Course confirmation and / or school
> ek Tk k. Koetse Gulv:elvpm::"‘d o 5
Schoct s jis Colege

Pryments Centre

Click the title of a task to view the
details and any results/feedback
provided by the teacher.

If you have more than one student
at the school and wish to view all
their Learning Tasks collectively, you
can click the pencil icon and select
‘Learning Tasks'.
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How To: Book a Teacher Conference

.
0
-

W Welcome back, Jusette!
D Greenfields College

e Charlotte BELL

& Profie (hesendance. Scredule, Reporsd
1 Serd emal 1o Chadlotte’s teachers
4 Add Atterdance Note (Approved Absencalane]
I* View Academc Reports
@8 Order Photos

2 Book Parent Studen Teacher Condemecs

B 1 overdue bearning task

e) Sophie BELL

& Profie (Amendance. Scheduln, Reoey
A Send emat. to Sophie’s teachers
4+ Add Atterdance Note (Approved Absenca’iane]

" View Acadera: Ropons,

Opt-in Event Imdtations x

There are 1 0pt in event(s) available

Cic here for moee informason

Course Confimmation/School Payments
Cour fi and / or school "
Clirk here to proceed

Payments Centre

Did you know that payments can be made through Compass for school fees, events, and
voluntary contributions?

Ciick hare for more indormaron

@0 VisA | roschae

Parent Student Teacher Conference "

2022 Parent Teaches intesviews
Ciri heve for bookng

Event Requeed
Thete is | event awating your consent andior payment
Qi here for moee information

Attendance: Attendance Note Required
Charotte was recorded as ot present’ o ate’ without explanation.
Cicc here for moree informaton

Welcome

Welcome to 2022 Parent Teacher Interviews

Welcome Parents ana Carers,

We are running our 2022 Parent Teacher Interviews On Site and Remately, olease baok teough Compass for a
time. Sed ut perspicatis nde emns ste natus enor S volugtatem acasantiem daloremgue Budantiam,
totam rem apaniam, eague Ipsa quas ab Ko inventore veritatls et guasl arcnitacto beatae vitae ditz sunt.

Thank you and we hap2 fo Se2 you Sa0,
Scott Blackwell, PST Comdinator

When a parent teacher conference
cycle becomes available, an alert
will appear on your dashboard
prompting you to make a booking.

Click the alert.

This will take you to the conference
cycle and you will see the Welcome
message from the school that

will include details about the
conference.

Click the ‘Show me how to book’
option for guided instructions on
how to secure your conference
booking.

@Compdss ‘ Parent Guide
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How To: Change your Password

Opt-in Event invitations
There are 1 opt in eventls) avadable

Chek here for more information.

Course Confirmation/School Payments
Course confemation and j or schocl payments svatabie for completion

Chick here to proceed

Payments Centre

Dré you know that payments an be made through Compass for school fees, events, ard

vohuntary contributions?
CBck here for more nfarmation

@ Visa | rossune

Change My Password

Your new password must:

Not contain your username

Not be a password recently used by this account
Be at least eight (8) characters in length
Contain at least one (1) UPPERCASE letter
Contain at least one (1) lowercase letter
Conltain at least one (1) number

New Password:

Confirm New P

QO :

Tools

My Account

My Fiies

My Fayments

Wallet
Compassidentity Card
Family & Envolments
Change My Password
Update My Detals
Logout

If you need to change your
password, go to the cog icon and
select ‘Change my Password'.

Key in the required information

ensuring your new password meets

the set guidelines.

Click ‘Save’ to update.

@Compdss ‘ Parent Guide
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The Compass School
Manager App



Using the Compass
School Manager App

You can use the Compass app to action tasks.

The app is available to download for free from
the Apple App Store or the Google Play store.

Once installed and opened for the first time, you will be
prompted to choose which school your child attends.

After selecting the school, you will be required to enter your
log in details which are the same details you use to log in to
your Compass parent portal.

G)Compass ‘ Parent Guide
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The App Home Page

When logged in, you will see:

© Profiles

Each of your children who attend the school will appear at the
top of the screen. Click their image to go to their profiles.

Within the profile you can access information pertaining to
your child such as their schedule, learning tasks, attendance
approvals and reports.

O Alerts

Notifications of items that require your action.

© Newsfeed

Scroll through to view the latest posts from your school.

O Shortcuts

The shortcuts button allows you to perform quick actions such as
adding an attendance note or paying for an event.

O More

Gives you access to additional actions — see next page.

G)Compass ‘ Parent Guide
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The App Home Page
(continued)

). St

O Events Consent/ payment
Process consent/payment for your child’s upcoming events.

@ Canteen

Place canteen orders for your child.

© Conferences
Allows you to book teacher conferences.

© Switch Accounts

If you have children attending different schools that use
Compeass (i.e. a child in Primary School and a child in Secondary
School), you can use the ‘Switch Accounts’ option at the bottom
of the menu to toggle between your parent account at each
Compass school.

@Compdss ‘ Parent Guide
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Menu Icons (App)

The House icon can be clicked at any time to take you back to the
Home screen in Compass.

The Calendar icon will take you to view the available Schedules
i.e. school events, your child’s schedule etc.

The Plus” icon will give you access to ‘Shortcuts’, such as paying for an
Event, and adding an Attendance note.

The bell icon opens your Notifications. This contains a list of all
notifications received.

The hamburger menu icon gives you access to the More menu.
Conferences, Events, Canteen, and much more can be found in this menu.

@Compdss ‘ Parent Guide
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Compass

www.compass.education
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