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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

e 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

Greenfields College
Username

JBELLOOO1

G Sign in with Google

Remember me

Can't access your account?

®

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.

Compass Login Help

What is your email address or mobile phone number?

1 your ermail acdress or mobile phone number is recorded against your account in Compass, we can send you 3 password reset link o a confimmaion code to oblain sccess to Compass.

Please complete the below recaptcha:

fm not a rebet fowr

1 don't know my mobie phons rumbes o my emal address

We take Drivacy and user security sencusly. SUSEICIOUS PASSWONd recovery atlempts wil be investigated and uNaUthOMsed 3CCess MAy resull in SaMInistrative penalties, <ivil andior
criminal charges.

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’.

Next, you will need to change your password

Your new password must:
®  Not conkain your usermame
= Nat he a pacownrd racently Licad by thic account
= Be at least eight (8) characters in length
* Contain at least one (1) UPPERCASE letter
* Contain at least one (1) lowercase letter
= Curilein et beast one (1) number

New Password:
L —
[Se]
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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:

@ Compass # s

t.’

:.*o

Welcome back, jubette!

Greenfields College

9 g Charlotte BELL
a

Profile (Adendance. Schedude. Reports!

4 Send email to Charlotte's teachers

4 Add Artendance Note (Aggroved Alrence/Late)

|* View Academic Reports

@8 Order Photos

& Book Parent Student Teacher Conference

B 1 overdue leaming task

@ Sophie BELL

Profile (Atendance. Schedule. Seports}

o Send email 1o Scphie’s teachers

 Add Attendance Note (Approved Atsence/Late)

[* View Acaderic Reports

@ Order Photos

& Book Parent Student Teacher Conference

© 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.

-in Event Invitations
are | opt in evena(s) avalable

Clck here for more information.

Course Confirmation/School

Payments
Course confiemation and / or schocl payments avalable for completion.

Click here to proceed

Payments Centre

D you know that payments can be made theough Compass for school fees, events, and

voluntary contributions?
Click here for more infoemation

@D VISA | s

Parent Student Teacher Conference
2022 Parent Teacher interviews.
Clck heve for booking

Event Consent/Payment Required
There is 1 event awaiting your consent andior payment.
Click here for more information

Attendance: Attendance Note Required

Charlotte was recceded as 'not present’ or late’ without explanaticn.

Cuck here for more information

0 -

Amanda GREIG

6 days ago

Swimeming lesson on Friday

Afterncan Pacents/Caregivers,

© 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

® Compass @ s

)
T

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.

O -

Tools

My Account

My Files

My Payments

Wallet
Compassidentity Card
Family & Enrolments
Change My Password
Update My Details

Logout
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How To: Add an Attendance
Note for an upcoming Absence

oo
W Welcome back, Jusette!
- Greenfields College

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

Click here for moee information.

Course C

e Charlotte BELL

8 Profie (Atendance. Schedule. Repors)

A Send emai to Charlotte's teachers

) 4 Add Attendance Note (Approved Absencaflase]
I View Academc Reports

@ Order Photos

@ Book Parent Student Teacher Conderence

B 1 overdue bearning task
8

Payments
Course corfirmation and / or school payments avalable for completion.

Cici heve 1o proceed

Payments Centre

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

voluntary contributions?

Clci here for more informanon

@D VIsA | hosschure

@ Sophie BELL

& Profite (ssendance. Schedule, Repors)

4 Send emal to Sophie’s teachers

+  Add Attendance Note (Approved AbsenceLave]
[* View Acadermic Reports

@ Order Photos

Parent Student Teacher Conference
2022 Pacent Teacher Interviews.
Click here for booking

Event Consent/Payment Required
There is | event awating your consent andior payment.
Click here for more information

Attendance: Attendance Note Required
Charlotte was recorded as 'not present’ or late’ without explanation.
Click here for more information

& Book Parent Student Teacher Conference My News
Attendance Note Editor

Note Detaile

Person: Charlette BELL | Aty pRe

i Crkes & reason I" USHUM_USA (YEIr Y. ZB/US/LULL LBSU AM

Detzils/Comment: 09ENG_09A (Year 9En.. 26/04/2022 09:51 AM
OCMATH_OOA (Yaar O  26/04/2022 11:12 AM
USSLI_USA (YRR Y SO ZUS/Z022 12115 VM
OSMATH_09A (Year 9 . 26/04/2022 01:58 PM

Important Notice

In clicking Save', you understand, certify and accept that you are a listed parent/quardian for this child, and the
information above is cormect, and this online spproval dzes NOT constitute a medical certificate; and stedents
crelled in VCE aie requived to submit a imedical cerificate to the sdwol in addiios to this spproval arsd any

feaneulat actian ar istaetinnal mie e of thi frat e oy il in sdminicteati, eriminal asd for il setinn

aqainst you (by your registerad schoal, aflisted entties andfor the product issuer)

Sart: 26/04/2022
T 26/04/2022

3] 09:00AM |V | Selectaperied.. W
39| 03:30PM |¥| Selectaperied.. v

| As this Attendancs Note is more than 0 teaching day in length, you will nead to submit separate

vis

o Add Atachments
Filename

This attendance note has no attachments.
Drag flles here to Lpload

- T

Firizh

20/U%] 2022 VSR A4
26/04/2022 10:48 AM
26/04/2022 12:00 PM
20/U% 2022 VIV PN
26/04/2022 02:55 PM

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’.

C:)COITIPGSS ‘ Parent Guide



How To: Add an Attendance

Note for an Unexplained Absence

8 Profiie (Anendance. Scheduie, Repors)

i Send email to Charlotte's teachers

+ Add ]
= View Academic Reports.

@ Order Photos

& Book Parent Student Teacher Cordererce

B 1 overdue learing task

@ e

& Profie (Assendance. Schedule, Reports)
(4 Send emal to Sophie's teachers
+ Add

I View Acadermic Reports

Student: Charlotte BELL - 09A, Year 9

Dashboard  Schedule  Learning Tasks

Opt-in Event Ivitations x

There are 1 opt in event(s) mvailable
Clck here for moee informason.

gh ‘school fees, events. and

Event Consent/Payment Required
There is 1 event awaiting your consent andior payment.
Click here for more information

“late’

Attendance: Attendance Note Required
Ch or
Click here for more information

Active

Reports  Analytics Insights

Summary  Notes

Not Present/Late: Unexplained

12/05/2022 12:13 PM

1u

7] 09enG_osa AM

AGRLIG
AGREIG
1n AGRLIG
11 AGREIG
AGRE

0850 AM

n 16

01:58 PM
01/03/2022 12:13 P

01/03/2022 01:10 P

1 AGREIG
15

s
z
EEEEEEEEE 8

08:50 AM

M

If your child has been marked Not
Present without an explanation,
you will be required to add an
Attendance Note.

You will see an alert on your
homescreen.

Click the alert and it will take you

to your child’s ‘Unexplained’
attendance tab where you will see
any sessions listed for which they
were marked as Not Present or Late.

Select the session (or sessions) that
you are adding a note for and then
click "Explain with Attendance
Note’.

This will cause the Attendance Note
screen to pop open.

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.

© Compass | parent cuie
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How To: Consent and Pay for an Event

If your child has an upcoming event

. Opt-In Event Imdtations x .
¢ ecomebac paen v e Top mevert) e that requires your consent and/or
e, Greenfields Col[ege Click here for moee information. .
payment, you will see an alert on
Course ontimationSchootPayments your homescreen.
e gmk;w-;::m 106 school payments avalable for completion.
Charlotte BELL oebiceahi
R S Click the alert and it will take you
o % Payments Centre .
4 Send e to Ot texchas Okl permers b e ough Comps ot o, everts 00 to the Events page (alternatively
4 Add Attendance Note (Approved Absenceflase] (:v‘ovrmu information you Can C||Ck the grid menu ICOF]
[* View Academic Reports VISA | Nosurcharge
o == — at the top of the screen and select
& Book Pareet Student Teacher Condersrce : ’EVentS').
Parent Student Teacher Conference *®
B 1overdue bearning task ke
@ Sophie BELL miﬂmmgy::‘;fmmw <
Clic here for more information
& Profile (Assendance. Schodule, Repors)

d Send emai to Sophie’s teachers
Attendance: Attendance Note Required

4 Add Attendance Note (Approved Absenceflae] Charlotte was recorded as 'not present’ o late’ without explanation.
Clic here for more information

[* View Academc Reports

AcionCentre  Events  Volunteering  Payments On the ‘Action Centre’ tab you
will see any events requiring your
Evect action. If you have more than one
A student at the school, events will be
el listed here under each child.

Yr 3/4 Camp, Gundiwindi Lodge
Tuesday. December 27th 2022 9:00 am
Friday, December 30th 2022, 4.30 pim

snzso > Click the event you wish to action.

© Event information You will see the details of the event.

Description and educative purpose

Gundiwindi Lodge is situated on the border of Wandin North and Silvan, Victoria. Its setting is unique in that it has much natural
bushiand, park-like landscape and open grazing paddock areas all surrounded by rural and agricultural farms.

When and where

Location Start Finish

Gundiwindi Lodge (Off Campus) Tuesday, December 27th 2022, 900 am Friday, December 30th 2022, 430 pm
Additional detalle

Picase Note: - Complete Medical Details or Emergency Contact Numbers only if they differ from details already held on student file.- If this event has
a cost and you would lke to use your child's CSEF please contact the Money Elves at the office.

Drees code

Full school uniform
Transportation
Bus

Thic event can be paid for via Recurring Contribution. Show contribution datee.

é)compdss ‘ Parent Guide 1
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How To: Consent and Pay for an Event
(continued)

© Administrative questions

Are there any addi medical llergi or ail

e.0. A broken leg, asthma Inhaler dosage increase, travel sickness, allergies, dietary requirements ete

Please contact the school if any permanent/on-going medication information requires updating

Parent / guardian contact details

> Contact Details on file

Ms Juliette BELL Mobile: +61498987525
Email: parent@compace. education

Pleace contact the school if any of thie contact information requiree updating

Contact details on the day (if different from normal)

Next will be any administrative
information that you are required
to review or respond to.

If you are required to review a
medical Action Plan to confirm that
it is current, you will need to tick the
acknowledgement box to proceed
(if the Action Plan on file is no
longer current, please contact the
school office to advise).

If your child has any further medical
conditions not listed, please add
the details in the available section.
If they do not have any additional
medical conditions, you can leave

this field blank.

You will then see the current
contact details on file for you.

If these need updating or different
contact information is required
for this event, please add that
information in the space provided.

@Compdss ‘ Parent Guide
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How To: Consent and Pay for an Event
(continued)

@ Consent i payrient rethod You will then be required to provide

| give permission for Sophie BELL to attend this event. Where the staff member in charge is unable to contact me, or where it is impracticable to contact me, |
authorise the staff member in charge to 1) consent to any medical or surgical attention deemed necessary by a medical practitioner, and 2) administer such first
aid as the staff member in charge judpes to be reasonably necessary. | understand that this is an official school event and that Sophie BELL will adhere to the
dress code, as outlinad above, and behave in alignmant with the school's code of conduct. | agrea to meat any medical axpanses and/or transport costs incurred
in the event of sickness or injury. Further, | agree to meet any transport costs should my child be sent home a3 a result of misbehaviour or inappropriate conduct.

Contact tracing:

Some excursion venues are required to collect contact details and are responsible for managing record keeping for contact-tracing in line with current public
haealth directives Most venues are required to use slectranic racard keeping that cannects with an Application Pragramming Interface (APY) linked provider or a
digital system provided by Services Victoria. The Department of Health has strongly recommended that a contact number for each individual student is provided.
A school phone number alone is not considered sufficient. Providing contact details for individual students will expedite contact tracing 3o that individusls can be
contacted by the Department of Health If required. Parents/carers/guardians are advised that, when required, the school will be providing excursion venues with
contact details for students. The phone number on school file for the student will be provided as the nominated contact number. Venues will be collecting student
names and contact phone numbers for a legitimate purpose and are subject to Victorian privacy laws so will handle the information securely and only retain it for
the required 2R-day periad

To provide coneent, pleace type your name in full

l Juliette Bell

© Confirm and pay

Payment Method Payment

Total amount $112.50

l New credit card v

Pay in full now
Pay in Recurring Contributions

We use CompassPay.com as our payment processing gateway. In clicking the
relevant "Confirm and Pay” button to the right, you agree for your credit card to be
charged by CompassPay.com on behalf of your school. You understand that the
amount charged will be the “Total Due” or amount indicated to the right. Refunds for
cancelled anline arders will be made 10 your Compass Ralance regardless of original
method of payment. This payment and use of this website is in alignment with the

] Compass School Mansger terms and conditions of use available ot

[ §555 5555 5555 5555
NP //COMPass.edu.au/policy/

[ |

]

[ save tis card

Action Centre

Event accepted X

You have accepted Zoo Excursion.

Upcoming events Upcoming Events v I
Charlotte BELL
2events
Outdaor Fducation Rock to Reef
Monday, August 1st 2022, 9:00 am Attending $0.00 >
Monday. August 1t 2022 3.30 pm
Z0o Excursion
Tuesday, November 13t 2022, 8:50 am $0.00 >
Tuesday, Nowember 15t 2022, 255 pm
Sophis RFLL
W 1events
¥r 3/4 Camp, Gundiwindi Lodge
Tuesduy, Decernber 27th 2022, 9.00 am $112.50 >

Fnday, December 30th 2022, 430 pm

consent and payment (please note,
not all events will require both, it
will vary depending on the type of
the event set up by the school).

Once you have completed the
consent/payment, the event will
update to show your child as
'Attending’.

The ‘Events’ tab will show all
events, both processed and those
still requiring your action. To access
information on upcoming events
that you have already processed,
click the event.

(:)Compdss ‘ Parent Guide
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How To: Opt into
an Optional Event

(e
S
-

9 Charforte BELL

Welcome back, juliette!

Greenfields College

8 Profile (Assendance. Schadle, Repors)

= Send emal to Charlotte’s teachers.

+ Add Attendance Note (Approved Absence/Lase]
[* View Academic Reports

@ Order Photos

& Book Parent Student Teacher Conference

B 1 overdue learning task

@ Sophie BELL

& Profile (Anendance. Schedule, Repors)
i Send emal to Sophic’s teachers
4 Add Attendance Note (Approved Absencafase]

[* View Academic Reports

Action Centre Events Volunteering Payments

Upcoming events

g Charlotte BELL
1events

Outdoor Education Rock to Reef
Manday, August 151 2022, 9 00 am
Moy, Augist 151 2022, 330 pin

Sophie BELL

Yr 3/4 Camp, Gundiwindi Lodge
Tuecday, December 2/ 2,900 am
Fnday, December 30th 2022, 430 pm

Opt-In Event Innvitations x

There are 10pt in event(s) available <

Clck here for more informasion.

Course Confirmation/School Payments
Course confemation and / o school payments avalable for completion.
Ciick here 1o proceed

Paymants Centre
D you know that payments can be made through Compass for school fees, events. and
voluntary contrbutions?

Clck here for moee informason

@ | VIsA | resrawre

Pasent Student Teaches Conference x
2072 Pavent Teacher Interviews
Clck here for booking

Event Consent/Payment Required
There s 1 event awaiting your consent andior payment.

Click here for moee informaton

Attendance: Attendance Note Required
Charlotte was recorded as 'not present’ or late’ without explanation.

Clc heve for more informasion

‘ Upcoming Events v ‘

Amtenang el $0.00 >

$Naso >

Opt in events.

e Charlotie BF |
Zoo Excursion

Tuecday, November 16t X
Tuecday, November Tet

450 am

255 pm

Zoo Excurslon
Tuesday, November 1st 2022, 8:50 am - Tuesday, November 1st 2022, 2:55 pm

X Decline Fvent

Description and educative purpose

Nemo enim ipsam volupiatem quia voluptas sit aspernatur aut odit aut fugit, sed quia consequuniur magni dofores eos qui ratione voluptatem
sequi nesclunt. Neque porro quisquam est, qui dolorem Ipsum quia dolor sit amet, consectetur, adipisct veat.

When and where

Location Start

City Zoo (Off Campus)

Tueaday, November 13t 2022, 8:50 am

Finish

Tueaday, November 13t 2022, 2:.55pm

—

Sometimes the school will offer
optional events. These may have
attendee limits and work on the first
in first served basis.

Anytime there is an optional event
that your child has been invited
to, an alert will show on your

dashboard.

When you click the alert, you will
be taken to the Events page.

Click the option to expand the list
of Opt In events available.

From the list, click into any events
you want your child to attend.

You will see the event details and
have the option to decline or accept
the invitation.

é)compdss ‘ Parent Guide

14



How To: Opt in to an Optional Event
(continued) \

ke Cocks T Brorts TR Vimicess I Paneris If you choose to accept the
invitation, it will move from the
‘Opt In" section to the ‘Upcoming
Events’ section and show as

Event accepted X

You hivw aconpled 7o Freursion

Y | upcomingevente o Brariaios requiring consent/payment (note,
if the event did not require any
i e consent or payment, your child will
1 N 1
e R e : show as ‘Attending’ and no further
Monday. Augu 2022 9.00 am Ameedting o $0.00 > i i i
Monday. August 2022.3:30 pm g 5 aCtlon IS reqUIred).
/Y e T T L L R
Tuescay, November 15t 2022, 850 am ” $0.00 >

Tursiity, Newernber 151 2022, 2 56 pm

To secure your child’s place, you will
then need to click the event and
proceed to complete the consent/
payment per the usual event
process.

Adlion Centre Fvents Voluntearing Payments

Event accepted X
You have accepted Zoo Excursion

When your child’s status for the
Upooting s i event shows as 'Attending’ they
have a secured place.
9 Charlotte BELL

Outdoor Education Rock to Reef
2,9:00 am Attending G $0.00 >

30 pm 2022 @

er 15t 2022, 8.50 am , oz $0.00 >

Monday, August 1
Monday, Auguet 1

uesday. November 1st 2022. 2.55 pm
IMPORTANT: If you do not
Sophie BELL
e proceed to process the consent/
N payment before 11:59pm on the
oy sl ‘ e | 20| D day you accepted the invitation,

your child will no longer be
Optinevents considered an attendee of the

event. Their status will revert back
to ‘invited’ and you would need to

There are no upcoming opt in events re-accept the invitation to secure
their place in the event. If there
is an attendee limit for the event,
being able to re-accept their
invitation will only be possible if
the maximum attendee limit for
that event has not already been
reached.

@Compdss ‘ Parent Guide 15



How To: Email a Teacher

Welcome back, jullette!

Greenfields College

Opt-in Event Invitations x
There are 1 opt in event(s) mvailable

Clck here for more informasion.

e Charfotte BELL

(< Payments.
Course confimation and 7 or schoo! payments avalable for completion.
Ciick hace 10 procesd

8 Profie (Assendance. Schedile, Reports)

i Send emai to Charlotte’s teachers

4 Add Attendance Note (Approved AbsenceLate]
I* View Academic Reports

@8 Order Photos

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

Clck here for more informanon

@D VISA | roschaye

@ Book Parent Student Teacher Conference

B 1 0overdue learning task

Parent Student Teacher Conference x
2022 Parent Teacher Wnterviews
Click here for booking

@ Sophie BELL

& Profile (nendance. Schedule, Reports)

Event Consent/Payment Required
There is 1 event awating your consent andior payment.
Cici here for moce irdoemanan

Email subject: Recipients
Insart context: i) /I*Re: Charlette BELL (BELOOD2), 09A at Creenficids College® o+ Add Replents 36 Remmove All (
Picze notc: 35 with il omalls, thore I no Sbaslute guorantec of succeszful dovery, Time senzitive and/or highly confidental Information sheuld not ade Chea
be sent usng this senice. ""ﬂ"t G"Rﬂc ‘G&MRE'G *®
e rigtine WOOD - CWO0D
B I !!‘A' B- || Format “L“- HEEE 3= = ’EME ‘(. Tescher of 095C1_09A x
0 ADRECNL - JALEKEL |
& ‘ Tescher of COMATH_09A b 4
. WEarren MLLEUD - WMLLEUD
Teachar of 0OHUM_ODA X
“ Aca Amzcrenents
Name Faaname |
Ingre are NO ATachments to o
Drag fiks hara to upload. s Please note: all users in this list will
: receive this email

) ommes oers wimn an Il emai

Email subject:
Insart contaxt:

Family Trip - Assignments
i) /]*Re: Charlette BELL (BELO002), 09A at Greonficids Coliege®

Picaze notc: 35 with 3l cmails, there i no Sboolutc guorantee af succeszhul dovery. Time sonzitve and/or highly confidensal informtion should not

be sent using this service.

Redipients.

o Add Replents 3 Remove All
Amanda GREIG - AGREIG

Teechier of 09ENG_09A ®

B Z ula @ |rm |[g][=

=3

- m e

s
Hi Amanda

Vit will L away all of July, phease foiward any

1oty email p

Thanks,
Juliettd

o Add Aechments
Name Fizname

Thene e no ellatiaments W display.
Nrag filss heen b uplead

Please note: all users in this st will
receive this email

0 Soriss was with an el smsil

C=m £
A

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

| Teacher of 09ENG_09A x

| Christine WOOD - CW00D <
| Teacher of 095CT_09A N

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.

écompCISS ‘ Parent Guide

16



How To: View your child’s Report T

To view your child’s report,

) Opt-in Event Imdtations x
e . . .
W ecomeback paens Theeareopt vl il click the option under their
2 Greenfields College Chck here for moee informaton. .
details on your dashboard.
Course C Payments
Course confimation and / or school payments avalable for completion.
e Charlotts BELL Cicic heve to proceed
8 Profie (Atendance. Schedule. Repors)
Payments Centre
4 Send emai to Crarlotte’s teachers Did you know that payments can be made through Compass for school fees, events, and
voluntary contrbutions?
4 Add Attendance Note (Approved Absencelase] Click here for more informanon
—
> = View Academic Reports @ VIsA | vosuchage
@ Order Photos
@ Book Parent Stucent Teacher Conderence
Parent Student Teacher Conference x
2022 Pacent Teaches Interviews
B 1 overdue bearning task (x-l\«e‘ol::okrvi

Sophie BELL Event Consent/Payment Required
@ There is | event awating your consent andior payment.
Click here for more information
& Profite (Anendance. Schedule, Repors)

A Send emai to Sophie’s teachers.
Attendance: Attendance Note Required

Charlotte was recorded as 'not present’ or late’ without explanation.
Click here for more information

+  Add Attendance Note (Approved AbsenceLave]
[* View Acadermic Reports
@ Order Photos

& Book Parent Student Teacher Conference My News

Student: Charlotte BELL - 09A, Year 9 Actve This will take you to the ‘Reports’
tab of your child’s profile. Here you

Dashboard Schedule Learning Tasks Attendance Repurts. Analytcs Insights

will see any available reports listed.
Reports.

Y | [ = o 1| Click the blue title of the specific
report you want to access and it
will download as a pdf file to your
device for viewing.

Ausdemic Yesr: (Quirertly Risevart) -
There are no graphs availsble for this Academic Year
Cydet  Term 2 2021 v /| Cxport as FOT
Area of Assessment
Subject Appeoaches to Learning Behaviour Effort Ave.
Performance Avg. WA WA WA NA
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How To: Book a Teacher Conference

oo
-\ Welcome back, jubette!
- Greenfields College

e Charlotte BELL

8 Profile (Atendance. Schedule. Reports)

=4 Send emai to Charlotte’s teachers.

4 Add Attendance Note (Apgroved Absencalase]
I* View Academic Reports

@ Order Photos

@ Book Parent Student Teacher Conference

B 1overdue learning task
8

@ Sophie BELL

& Profile (Assendance. Schedule, Reporsd
d Send emai to Sophie’s teachers
4 Add Attendance Note (Approved Absenceflate]

[* View Academc Reports

Opt-in Event Imtations x

There are 1 opt in event(s) available

Click here for moee information.

Course Confirmation/School Paymests
Course corfirmation and / of school payments avalable for completion.
Ciick have to proceed

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

Click here for more information

@D VisA | hosuchure

Parent Student Teacher Conference x

2022 Parent Teacher Interviews
Cucichere for bookng

Event Consent/Payment Required
There is 1 event anaiting your consent andior payment.

Click here for more information

Attendance: Attendance Note Required
Charlotte was recorded as ot present’ oe late’ without explanation.

Clic here for more information

Welcome

Welcome to 2022 Parent Teacher Interviews

Vielcome Parents and Carers,

Wie are running our 2022 Parent Teacher Intenviews On Site and Remotely, please book through Compass for a
time. Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque laudantium,
totam rem aperiam, eague ipsa quae ab Ho inventore veritatis et quasi architecto beatae vitae dicta sunt.

Thank you and we hope to see you Soon,
Scott Blackwell, PST Coordinater.

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.

C:)COITIPGSS ‘ Parent Guide
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How To: Change your Password

Opt-in Event

Invitations
There are 1 0pt in eventi) avadable

Chck here for more information.

Course Confirmation/School Payments
Course confirmation and / or school payments avadable for completion

Click heve to proceed

Centre

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

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
Conlain at least one (1) number

old P [
New [oosneees )
Confirm New P [essere ]

QO :

Tools

My Account

My Files

My Payments

Wallet
Compassidentity Card
Family & Envolments
Chanes My Password
Update My Detals

Logout

Cick here for more information

@) VIsA | rouscne

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.

C:)COITIPGSS ‘ Parent Guide
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How To: Update your
Contact Details

O]

If you need to update the mobile
number or email address on file

ofate)

ence

Welcome to the Greenfields College Parent Portal

Please confirm your mobile phone number and email address(es) below. These
details will be used by the school to keep you up to date on school news, upcoming
events, student absences, fees due for payment and a range of other information

Tools

OptinEvatinvtains » Hy Account for your account, go to the cog

There are 1 optin event(s) available My Fles . .

ek hee o meveormasion ol menu icon and select ‘Update my
e Details'.

Course ConfirmationySchool P: s Compassidentity Card

ayrment
Course confirmation and / or school payments avalable for completion

Click here to peoceed Famity & Envolments

i v Pt
S | ey et
O you know that payments can be made theough Compass for school fees, events, and ER
voluntary contributions? B

Click here for more information

@D VISA | Mosuchuge

Parent Student Teacher Conference x

Add in your new contact
information. This will trigger a
notification to the school advising
them of these changes.

services (depending on the Compass features your school uses) and they are subject
to approval by School staff.

Ms Juliette BELL

Mobile
Email

Google Sign In

Bl - 0499 999 999

parent@compass.education
ink with Google:

These details are correct - Proceed to Parent Portal

Compass School Manager requests your personal contact details on behalf of your registered educational institution. Details such as your
personal emad address and/or mobile phone number will be used solely by Compass School Manager and your regstared educational Institution

for schoal redated communications and notifications. Tt is not compulsory to provide Uese details. You ace able (o add/upate andfor remove
these detalls at any time. JOLF International Pty Ltd (including any affiiated companies) are not responsible for the content of any material
transmitted, we act only as 3 gateway for communication. For further information please email legal@compass.edu.au
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The Compass School
Manager App



Using the Compass
School Manager App

an You can use the Compass app to action tasks.

Begin by typing your school name

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

Greenfields College

Greenfields College

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.

(:)Compdss | Parent Guide



The App Home Page

o Select your child to view their profile

X

Sophie Charlotte

p @ Events and Payments

You have 1 event requiring action. Click here to proceed

@ Course confirmation

Course confirmation and/or school payments available
for completion. Click here to proceed

@ Payments Centre

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

Latest news

Sorted by most important v

. : 0 (+) 9 =

Home

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.

© More

Gives you access to additional actions — see next page.

@Compdss ‘ Parent Guide
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). St

The App Home Page
(continued) A\

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

Ms Juliette BELL @ Canteen
‘ reent ‘ Place canteen orders for your child.
e © Conferences
E i 4
Allows you to book teacher conferences.
Events Volunteering
0 © Switch Accounts
¥ - If you have children attending different schools that use
(8 St Senool Eeex Compeass (i.e. a child in Primary School and a child in Secondary
School), you can use the ‘Switch Accounts’ option at the bottom
Rz @) of the menu to toggle between your parent account at each
Conference Photo Ordering Compass SChOO|.
Openin Switch Help
Browser Accounts
Settings v
About v

More
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Menu Icons (App)

@

More

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.

o 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.
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