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Parent Portal
via Web and App




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.
You can also download the Compass School Manager app on iOS and Android devices.
NOTE: The mobile application is not designed for complete use of the Compass platform; it is

designed for quick access to a set of specific items of information and specific actions. All
features for Parent users included in the application are outlined in this article.

Recommended browsers

1 27 # Download on the GETIT ON
e Q % & AppStore ® Google Play

You can download the Compass App on iOS and

Android devices, simply search for Compass School
Manager in the store.

® Compass |



How to Log in

Greenfields College

Username

JBELLOOO1

Remember me

Can't access your account?

O

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?

It your smail address or mobile phone number i recorded agained your accuun in Compass, we can send you a password reset fink or 3 confirmation code to oblsin sccess to Compsss.

Please complete the below recaptcha:

le

Continue
| doa't know my manén phona rumber o my omai address

fm ot 3 robet

Wao taie DAvacy and User secunity sencusly. SUSDICoUs PISSWOrd recovery atempts wil be investigated and unauthorised access
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:
= Mot co nama
u Matha caetthy s by thic aeenant
= Be ) characters in length
= Connain at least one (1) UPPERCASE letter
" CONEN at least one (1) lowercase letter

= Contsin at least one (1) number

ew Password:

Conflom New Fassword:




The Home Page

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

OCompass & (M # 3 & & .

& in Event Invitations
3 hillatis ere ace | ot in evera(s) avatable

\ © Greenfields College Cick bere for more information.

Course Confirmation/School Payments
Course confiemation and / or school payments avalable for completion

oe Charlotte BELL Cick hese to proceed
2 Protie s .

tendance. Schedule. Report
Payments Centre
prents can be made theough Compass for school lees, events, and

VISA | Nosurchage

Pasent Student Teacher Conference
2022 Parent Teacher Interviews

Cick bere for bookng

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

Attendance: Attendance Note Required
Charotte was recoeded as 'not present’ or lale’ without explanation
Click here for more information

o
Amanda GREG

Swimming lesson on Friday

Afternoon Pacents/Caregivers.

@ Menu options @ Child Information g Alerts @ Newsfeed

Across the top of the  This section will On the top right, you Posts in the

screen, you will see display each child you will find a list of Newsfeed allow the

a series of menu have at the school. clickable school to

icons, each with From here, you can notifications that will communicate key

drop-down options. access their profile for prompt you to action  information to you.

These are further key information or something. Posts remain

explained in the perform actions such accessible for as long

following section. as send an email to a as the school has
teacher or add an determined, with the
attendance note. most recent posts

displayed first. Posts
that are set
as Priority,

however, will
always show at the
top.




How To: Add an Attendance

Note for an upcoming Absence

If your child is going to be
i s away, you must add in an
— Attendance note on
- Y—— O Compass to advise the
- : school.

To do so, click ‘Add
Attendance
Pt i Vo Conkre Note (Approved

20722 Pacent Teaches interviews.

SRty Absence/Late)’.

Event Consent/Payment Required

Gt o o You do not need to contact
e R s the school; the teacher will
e SN be able to check the
attendance on the portal.

Opt-in Event imitations

Attendance Note Editor

Note Detaile

Parson: Charlette BELL Activity St . Firizh

Reasan: Crites & rea20 | UYHUM USA (TE3r 9 M. ZOJU/20L2 LESUAM  20fUS{20L2 VAT A

Details/Comment: 09ENG_09A (Year SEn.. 26/04202209:51AM  26/04/2022 10:48 AM A Note screen W||| Open

OOMATH_OOA (Yaar 9 26/04/2022 11:12AM  26/04/2022 12:00 PM

UYSLI_USA (YRRr Y SO ZOJUSJ20LL LELS VM 25/V% 2022 UX:1U PM

i OOMATH 09K (V9 2604ZI2201S87M 261042022 0255 7 Select the applicable reason
) from the drop-down list; add
’ T in any additional information
e T if applicable in the
P s At Nete 5 e 0 g oy 108, You i 60 0 U et Details/Comment box.

documieilation Lo Uee sthod vis sales@oompass. educatis

26/04/2022 79 09:00AM |V Sekc

Select the start and finish
date/time of the absence and
click ‘Save’.
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How To: Consent and Pay for an

.
e
NG

Welcome back, settel
e, Greenfields College

@ Charfotte BELL
D Profie (Anendance &

‘Volunteering

Fuant

‘ﬁ‘ Fn||I|:r-IIIII

¥r 3/4 Camp, Gundiwindi Lodge

@ Eventinformation

Description and educative purpose

Payments

Opt-in Event imvitations
There are 1 0pt in event(s) available

Clek here for more informason

Course Confirmation/Schoot Paymerts
and f o schaool payments avadable for completion

Parent Student Teacher Conference
2022 Parent Teacher Interviews
Cic here for booking

Anendance: Attendance Note Required
Charlotte was recorded as ot present’ or late’ without explination
Cluk heve for move irformaton

$112.50

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 tarms.

When and where

Location

Additional detalle

a cost and you would ke to use your child's CSEF

Transportation

Finish

Event

If your child has an upcoming
event that requires your
consent and/or payment,
you will see an alert on

your home screen.

Click the alert and it will
take you to the Events page
(alternatively you can click
the grid menu icon

at the top of the screen and

select ‘Events’).

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

Click the event you wish to
action.

You will see the details of the
event.



How To: Consent and Pay for an
Event (continued)

© Administrative questions

Are there any additional medical

e.g. A broken leg, acthma inhaler dosage increase, travel sickness, allergles, dietary requiremaents ate

N—

Parent / guardian contact detalls

> Contact Details on file

Ms Juliette BELL Mobile: +61498087525
Email parent@compase education

Pleace contact the cchool if any of thie contact infermation requires updating

Contact details on the day (if different from noermal)

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 this need updating or
different contact information is
required for this event, please
add that information in the
space provide



N— —

How To: Consent and Pay for an
Event (continued)

© Consent and payment method You will then be required to
' provide consent and

payment (please note,

. not all events will require

Son s s oot o R both, it will vary depending

on the type of the event set

up by the school).

in the event of sickness ot injury. T urther, | sgree 10 meet any transport ¢

To provide consent, pleace type your name In full

‘ Juliette Bell

© Confirm and pay

Payment Method Payment

‘ New credit card } Total amount $112.50

& Pay in full now

- Pay in Recurring Contributions

5555 5555 5555
5555

We use CompassPay.com as our payment processing gateway. in ciicking the
relevant "Confirm and Pay” button to the right, you agree for your credit card to be
JULIETTE BELL 02/13 charged by CompassPay.com on behalf of your school. You understand that the
amount charged will be the "Total Due® or amount indicated 1o the right. Refunds for
cancelled anling arders wil ha made 10 your Campass Ralance regardless of ariginal

ignment with the

‘ 5555 5555 5555 5555

Juliette Bell

‘ 02/13 ‘ ‘ 999

Save this card

AdionGorts  Events  Volunteoing Once you have completed
T the consent/payment, the
ou have accepted Zoo Excursion event WI”

update to show your

child as ‘Attending’.

The ‘Events’ tab will show
all events, both processed
and those still requiring your
action. To access

(- e information on upcoming
events that you have already
processed, click the event.

Upcaming events Upcoming Events

g Charlotte BELL

¥r 3/4 Camp, Gundiwindi Lodge
Tuesd; 2, 600 @m




How To: Email a Teacher

4,
N

[ Greenfields College

[

a Charfotte BELL
8 Profie (etendance. Schodbe, Reporty

Opt-in Event invitath

Parent Student Teacher Conference
2022 Pacent Teacher Interviews
Clek here for bookr

i) V/|"Re: Charlette BELL (BELO0D2), 0IA ot Creonficids Colicge®

B I V||A- Q|| Fomnt

Vi

“ Aca Aacrments

Name

Famity Trip - Assignments

i) ] "Re: Charleste BELL (EELDO0Z), DIA at Greenficlds Caliage™

utr guarankee of suconsshul delvery, Time sensitive andyar highly confidential information shauld Rot

Event Consent/Payment Required
There is 1 event awating your consent andior payment.
Clck here for moee irdanman

Recipients
& A Replents 36 Retmove All
Amanda GREIG - AGREIG
Testies of 0SENG_09A
hristine WOOD - CNVO0D
Teacher of 095C1_09A
2 ADCECT - JALBKELN |
Teacher of 0OMATH_09A

Warren MLLEUU - WMLLEUD
Taachar of COHLM_ODA

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

= Audd Reciplenls 38 Retmove All

Amanda GREIG - AGREIG
Tesuhier of 9ENG_09A

Wi will L vy all f July, pliess Foiwand oy assigimmenis W oy sinail pareid @cunnpasss, sdutalivn,

Thanks,
Julisttd

Phease note: all users in this list will
receive this email

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

frmanda GREIG - AGRELG
Teadher of D9ENG_094

Christine WOOD - OWGO0D
Teacher of 095CT_094

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 |



How To: View your child’s Report

*,
NG

- Greenfields College

g Charfotte BELL

Confirmation/School Payments
and / or schodk payments avadable for completion.

at payments can be made through Compass for school fees, events. and
?

Sophie BELL
-

Student: Charlotte BELL - 09A, Year 9

Dashboard  Schedule  Leaming Tasks Asrendance Repuris Analyics

Reports.

Parent Student Teacher Conference
2022 Pacent Teaches interviews
Ciick here for booking

Event Consent/Payment Roquired
There is 1 event avating your consent andior payment
Clck he or moee inf: 2

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

My News

Insights

To view your child’s
report, click the option
under their details on
your dashboard.

This will take you to the
‘Reports’ tab of your child’s
profile. Here you will see any
available reports listed.

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.



How To: Book a Teacher Conference

Ve Opt-In Event Imvitations
b ¢ back There are 1 opt in event(s) available

Welcome bac jettel
€~ Greenfields College Clck here for more informazion

Course Confirmation/School Payments
and

e Charfotte BELL
2 Pt

at payments can be made through Compass for school fees, events, and

butions

VISA | Nosurcharge

Event Consent/Payment Required
There is 1 event awating your consent andior payment.
Cic here for meee iormaton

Attendance: Attendance Note Required
Charlotte was recorded as hot present’ o late’ without explanation.
Click heve for move irfonmanon

Welcome

Welcome to 2022 Parent Teacher Interviews

Wedcome Parents and Carers,

We are running our 2022 Parent Teacher Interdews On Site and Remaotely, please book thraugh Campass for a
time2. Sad ut perspiciatis unde omnis iste natus error St voluptaten accusantivm daleremdgue lawdantium,
totam rem apariam, eaque ipsa quae ab Mo inventare veritatis et guasi architects baatae vitae dicta sunt.

Thank you and we haps 0 S&2 you S0,
Scolt Blackwell, PST Coordinatar

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.



N

How To: Change your Password

If you need to change your
password, go to the cog

icon and select ‘Change
my Password’.

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

Payments Centre
D t payments can be made through Compuass for school fees, events, and
wutions?

VISA | MNosucharge

Key in the required
information ensuring your
I — new password meets the set
n Not be a password recently used by this acoount g u |de | | nes )

« Be at least eight (8) characters in length
= Contain at least one (1) UPPERCASE letter

= (ontain at least one (1) lowercase letter C“Ck ‘Save’ to update

n Contain at least one (1) number

Change My Password

Your new password must:

0ld Password:
Nesw Paxsweord:

Cenfirm New Password: |+«




The Compass

School Manager App

Download on the GETIT ON
' App Store ’ Google Play



Using the

Compass School Manager App

an

Begin by typing your school name

Greenfields College

Greenfields College

\

# Download on the GETIT ON

S App Store ® Google Play

You can download the Compass App on iOS and
Android devices, simply search for Compass School
Manager in the store.

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.

NOTE: The mobile application is not designed for complete use of the Compass platform; it
is designed for quick access to a set of specific items of information and specific actions. Al
features for Parent users included in the application are outlined in this article.




The App Home Page

Select your child to view their profile

2

Charlotte

2 @ 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

P ®c ®

Home

When logged in, you will see:

o 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.

® 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.



The App Home
Page (continued)

Ms Juliette BELL

Events

Y1

Canteen

Q

=
A

Conference

Open in Switch
Browser Accounts

Settings

® Compass |

Y

Volunteering

o,
=

School Fees

@

Photo Ordering

@ 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 Compass (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.




