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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:

- Add Attendance Notes

- Communicate with your child’s teachers

« Monitor your child’s homework and assessment tasks
- View Semester and Progress Reports

 Book Parent Teacher Conferences

« Consent and Pay for school events

« 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.

Recommended browsers

¢
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How to Log in

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

Greenfields College password and click ‘Sign in’. Your username will be your parent code at
g the school. This will be different from your child’s student code, and it

will not be your email address.
IBELLOCO1

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
G Sign in with Google Wit I your emad address o mobiie phone number?
I yorar rmad axkdrens or motde prone numiber B recerded agard pou scoeurd n Compans. we wan send you 3 pensaord rews! ik or 8 conirmation code o sbtan soss ta Compass.
Remember me
o
Car't access your acoount? -

Firase complets e belerw ivvawicha

e il sl

) A Py L PR Sa PR TE Py AL AR

WU LA Ereacy S er BTUSY Eaftaly. HARouS (8 10N Setovty SRETEN wil Be e igited St LASUTSASES SIS MY feSUN N SOERItTMTvE POnaRiny, Chl SR
rwmangl 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’.

O

If you attempt to log in using

MNext, you will need to change your password

the incorrect details ten times e

in a row, you will be locked Bl e
out of your account for thirty e e
minutes. If you have forgotten, = otz ot bt e (1] meenbew

or aren’t sure of your details, P )
please contact the st F

school office.

(:)COmpdSS ‘ Parent Guide 6



! o o0 s

Greenfields College
Usermame

JBELLOOON

G Sign in with Google

Remember me

Car't access your acoount?

O

Josdl Jmeud edgls 13]

FU S ATE INRETIH
¢¢JL~w g.JbA).«.u.C— WI

S Jol o e
le BB I Bal JJLuo-
o of ey 2ol Jeolidl] s
Lol o sd Lo 138Te oS5
s yaall CoKay

ol ygyall dalS g sastiiall @l J] Zlisd B Jpﬂlw
sy gals ol 13 uﬂg:d‘u‘).m”JAQAN_UJNoLQJlom}‘QgAM
44.99A)9)A4AJ.§J4J|.\4J|&;9J.\J9)JM d.m).m”u&mJL‘aJﬂ' g;'>-).<.9

Jgﬂ Josall Loud sue Byl o yg30 4alS JI lginass J.wul.kuﬁug

ol S cbinnyaay ol Bogdl e I il mew
u}i‘*"’ "Jpﬂ‘w 399);:;!9&4,0[21 393l dalS g aasciull
u.c.l.a.Lom ..musi.w.y M).).A”L;B)Aﬂd]g)n_)sm&uobg” ?M‘
oSl Ay st o5 s celliby ol (Il 3o

g Bowd (Jozsal Loty L@.& podi I Q.Jgﬂi 3yall & 0l iS5 13]
MJJ.A.U oSy - Joaall elasla @dyg gl Hag gy L)Tg*.c St elia
Wl ypadll duadl Bl ye LW Looladl sl alascisl

93all dalS Bsleswlg v)g)&.lﬂl

Compass Login Help

Wt Is your omail address or mobiie phone number?

I yorar rraal sl o rksby e raamiber i revonded sgaind o scosund i Compans, we can send you 3 pesand et ik or o conlrmation e b obisin scoves o Compass,

Firase complets e belerw ivvawicha

e il sl

) A Py L PR Sa PR TE Py AL AR

WU LA Ereacy S er BTUSY Eaftaly. HARouS (8 10N Setovty SRETEN wil Be e igited St LASUTSASES SIS MY feSUN N SOERItTMTvE POnaRiny, Chl SR
rwmangl charges

iS5 B gun cely Lolsdl oot aaSly dyatinall
JL:-JL! f:gzu losie J_)L.z&-[ oo o.L>|9 OJI J.! doldl ngj] _)9_).A.” 4l
Shas " 399_).0.3' :o_\J_\:>J|_)9_).A” dalS

MNext, you will need to change your password

TOUT N DASFWONE mast
= Nt 20NN your LTS
w Ko I 3 porcanerd ror ey srad by Bs anroon
e ut least eight () charscters i lorgth
*  Contar ot beast one (1) UPFERCASE istter
= Contar at least one (1) lowercase letier
= Contain it et oo (1) resmber

Conifien How Faaawsrd. :
(=)

© Compass | c.isi s



The Home Page

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

(4

Aemurcly GREWG
B iy

Swvimrurng be st o Fraday

[TINEEEEN_ NS ey

@Child Information QAlerts

This section will display On the top right, you

each child you have at the will find a list of clickable
school. From here, you notifications that will

can access their profile for prompt you to action
key information or perform something.

actions such as send an

email to a teacher or add

an attendance note.

ONewsfeed

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 Icons

© Compass @ S HOOA K

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

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

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

21 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.

##  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.

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

4 The Cog icon 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
Farnily & Enralments
Change My Password
Update My Details

Logout
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Tools

My Account

My Files

My Payments

Wallet
Compassidentity Card
Farnily & Enralments
Change My Password
Update My Details

Logout

© Compass | c.isi s



How To: Add an Attendance
Note for an upcoming Absence
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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
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Important Notice

Thie il i Al ekl B i fusibt vl aptminls 0 e asbortond skt

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.
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How To: Consent and Pay for an Event

[
L1y Vot Back, bl

) Greenfields College

a Chariote BELL

B Protie Dterdance Scwdue, Sepod

4 Seed erall o Chariotbe'i baichan

 Add Atondance Mobn Uggerend Bhaes Lo
I* Werw Reademic Repom

B Oeder Photon

B Bl Pacerd Sntesn Teadber Covdinimie

B everde e lask

@ Sophee BELL

B Protic oedecs Scwde, Sepond
1 Sord ermall tn Saphud's teachers
4 A Aierdance Hise Wpprrend S

[ Werw B ackeeac B

Action Centre Events

‘Voluneering

Payments

Fuant

@ Snphis RF 1

¥r 374 Camp, Gundiwindi Lodge
> Tuesday December 2Tth 2002 9:00 am
Fricay, Ducesnber St 2022, 4.30 pm

) Event information
Description and educative purpose

Dpt-in Kennt Imeiations ®

Preire e 1 opd i weontinl kil
ik Fate Pt e arwenatiane,

Coune ConfimmationSchool Paymenty
Conarpe ot g, sn oo pcheoscd paprreesin sesilable b cormpletion,
Click bueoe ne: proseed]

Paymar Centre

D i i B PR i o e thivsagh Cosrand o il foeil irvesi, el
© ¥

Ol e i P A

! WVISA | Mosrchage

Parent Snofant Testhar Corbpsnas s

2CRY Parert Faacher ioorarn,
i hase for bookerg

Amordanie Attdere Mobe Regqeend
CRarorte was 0orded S1L Ot prewent 0 Lite without saplanuton.
L

11250

>

Gundiwindi Lodge ks situated on the border of Wandin Morth and Sivan, Victoria. s setting ls unbque in that it has much natural
bushiand, park-ike landscape and 0pen grazing paddock areas all surrounded by rural and agncultural fams.

Whan and where

Location Glan

Gundrwing Lodge (00 Campus)

Additienal datalls

Please Note: - Complete Medical Detads or

Tuesday, December 27th 2022, 900 am

Finksh

Friday, December 30t 2022 430 pm

2005t and you would ke 10 use your child's CSEF please contact the Monty Ehves at the office

Drece code

Full gchagegd wnifoem
Transportation

Bus

Thie: event can be paid for via Recurring Conibution. $how contribation dates.

Emergency Contact Rumbers ondy o they differ fegmn detads already held on student file - If this evend has

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

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.

(:)COmpdSS ‘ Parent Guide
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) Event information
Description and educative purpose

Gundiwindi Lodge ks situated on the border of Wandin Morth and Sivan, Victoria. s setting ls unbque in that it has much natural
bushiand, park-ike landscape and 0pen grazing paddock areas all surrounded by rural and agncultural fams.

‘Whan and whers

Location Start Finksh

Gundrwind Lodge (01 Campus) Tuesday, December 27th 2022, 900 am Friday, December 3(th 2022, 430 pm
Additienal details

Flease Note: - Complete Meodical Detalds or Emergency Contact Mumbers ondy f they differ from detads already held on student fie - If this evend has
2005t and you would ke 10 use your child's CSEF please contact the Monty Ehves at the office

Drece code

Full gchagegd wnifoem
Transportation

Bus

Thit event can b paid for wia Recurting Comniation. Show contribation dates.
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How To: Consent and Pay for an Event
(continued)

©) Administrative questions

Are here sy sdditiensl madical conditl sllergies, medications or silments?

.9. A broken leg asthma inhaler dosage iIncrease, traved sickness, allergies, diatary requirements eic

Parent [ guardian cantact dataile

> Contact Detals on file

M Jubette BELL Miohile: +614989RT525
Email parent@oompase education

Pheace coMacE thi sohesl if Sy of thit SONLISE NTMIMaton Megures updating

Contact dutails on e day (I EMecent froam monmal)

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 and N You will then be required to provide

| grve pemission for Soaphie BELL 1o atbend this event. ‘Whene the staff memser in charpe is unable to contact me, or whsent i is impracticable 1o contact ma, |
sutharise the stat! member in chaege bo 1) consent 1o amy medical or surgical attention deamed necsssary by a medical practitonss, and 2) sdminister such first
a3 4 Wk 01T b i chanoe padoed 10 b nbsionably Receiiany. | understand that this il an ofS5isl school Frent and that Sophis BELL will adbane 1o the
drass code, as cutlined abows, and behava in alignment with the school’s code of conduct. | agres 1o maat any medical sapenses andfor transport costs incurmed
in the ewend of sschinvess or injary. Further, | sgres 10 meet sy nenspont costs should my child be send horme o 8 result of misbePaviour of Inspproprate conduct

Contatt tracing:

Sl EECIAON viviahl bie Feduined 1o collsc! Sontct details and e Peaponible b MAANORG retifd EESing for CoRLECHIRRERG iR e with cumrent publ:
hanalsh, dirnctives Mot varuss ans ranuined i uss alirfnnis renard kasning that cesnarts with an dpplicatinn Programming Intirfacs (WP linked perider oo s
degnad pyatemm pravided by Servtes Vaotona The Department of Health has stoomgly redomamarabtd That 3 e sit numdees 168 6300 inderfudl Stadent = gatneded
A achaol phese fuamleee alocs i 621 conadered sulficient. Providieg contect detads for ndoidusl students will expedite conlact Facing 56 that ndividuals can be
comacted by the Depariment of Health i requaned Farents/Caners’ guardans ane a3vised [t when reguined, tRe SCHool will De provicng SXCUnkecn venues with
conact Setady for sudents. The phaors mumber on schosd file Tor S soudent will be provided a4 e nomingted contic! mrmber Virues will be collscting miudent
names and contact phone numbers for & legitimate purpose and ane: subject bo Wictonan prvacy laws 0 will handie the information seoorely and only retain it for
Mty b PRy i

To provide censent, please type your name in full

I Juliette Bedl
€ Confirm and pay
Paymem Method Payment
|| oo ereem cane w Total amouet $112.50

W Pay i ol v
O Payin Recurring Contributions

e use COMpassFay.00m &% QU PYTTent processing ganeway. in cicidng the
i "Conrrm aeted Py oo o W might, you dgres fof youf credn Caed ia e
changed by CompassPay.com on behall of your school. You understand that the
rmguni chaeged well bre B "Total D™ o ameund indcased 1 the nght. Refunds for
rancebed ke nrers wil ba made b yres Crengavs Raslsncs regasdienn o angnal
matead of paymant This paymaent end wes of ths wibans i i algrumant with thy

g5 EELe poEE geEe ] Eormpasa e Manager s s candnens of uae arulable o
T EOEA A MY
| Jualigite Bell ]
| o2r13 P |
] Save thus card

Crend steested »
Viou haret scocpied 2oo Coouwrsion.

UpComing evenits
Chartotns BELL
2 eventa
Dnstdcss Fobuc abin Rock to Reed T
Meandag Augurt 15t 2022, 400 am Ampeadeny Ay 000 >

Mander Aogust 13 2902 330 pm

Tow Enrursion
TuR:ar, NOVember 191 2
Tus-slay, Niwermiber 151 3

@ S AL
L4 1 evemis

Yo WA Came, Cundiwind] Lodds :
Tuwudy, Decorides 37th 2022, $00 wmi samry T + i $1128 »
Ve, Dsermber 30N 20T 4790 by oot e

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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| grve pemission for Soaphie BELL 1o atbend this event. ‘Whene the staff memser in charpe is unable to contact me, or whsent i is impracticable 1o contact ma, |

sutharise the stat! member in chaege bo 1) consent 1o amy medical or surgical attention deamed necsssary by a medical practitonss, and 2) sdminister such first L&é-l-ls &-) »ﬂl
5 0 e 1Y M i chanot Radodd 15 b nealonably oS ary. | uRderstand that this i §n ofcial Bchool event and that Soohne BELL will b 15 the dads A.” ” !

dreds code, a8 cutlined abows, and behavs in alignment with the scheolls code of conduct. | sgres 1o mest any medical sapenses and/for traneport costs incurmed O E_SJ >

in the ewent of sickness or injury. Further, | sgres 10 meet sy Innsport Costs should my child be per home as 8 resuh of misbePaviour of iInspprapriate conduct ( ) ”
Coaitact tracing:

Sl EECIAON viviahl bie Feduined 1o collsc! Sontct details and e Peaponible b MAANORG retifd EESing for CoRLECHIRRERG iR e with cumrent publ:
hanalsh, dirnctives Mot varuss ans ranuined i uss alirfnnis renard kasning that cesnarts with an dpplicatinn Programming Intirfacs (WP linked perider oo s
degnad pyatemm pravided by Servtes Vaotona The Department of Health has stoomgly redomamarabtd That 3 e sit numdees 168 6300 inderfudl Stadent = gatneded
A achaol phese fuamleee alocs i 621 conadered sulficient. Providieg contect detads for ndoidusl students will expedite conlact Facing 56 that ndividuals can be
comacted by the Depariment of Health i requaned Farents/Caners’ guardans ane a3vised [t when reguined, tRe SCHool will De provicng SXCUnkecn venues with
conact Setady for sudents. The phaors mumber on schosd file Tor S soudent will be provided a4 e nomingted contic! mrmber Virues will be collscting miudent
names and contact phone numbers for & legitimate purpose and ane: subject bo Wictonan prvacy laws 0 will handie the information seoorely and only retain it for
ity s et PRy e

To provide censent, please type your name in full

Juliette Bedl

€ Confirm and pay
Paymem Method Payment

|| ew cregmn cang v | Totatamoumt $112.50

W Pay i ol v
0 Payin Recurring Contribations

e use COMpassFay.00m &% QU PYTTent processing ganeway. in cicidng the
i "Conrrm aeted Py oo o W might, you dgres fof youf credn Caed ia e
changed by CompassPay.com on behall of your school. You understand that the
rmguni chaeged well bre B "Total D™ o ameund indcased 1 the nght. Refunds for
rancebed ke nrers wil ba made b yres Crengavs Raslsncs regasdienn o angnal
matead of paymant This paymaent end wes of ths wibans i i algrumant with thy

[ e ——— ] Ciorngusn Bkl blarageer varmrss and coritions of mes seslably i

T e

!- Juligite Bell ]

| o213 | 9 |

O Save this card
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Mandry Aogust 13t 2022 330 pm
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How To: Opt into
an Optional
Event

Wrkire bk, e

2} Greenfields College

Comme CorlerrationSobel Payments
ounse corfematon snd 1 o ichool payments sslabie for completor.
e ke L Chick b 00 e eed

B Protie et St Sy
o Sl vl 1 OIS Dty

+ Add Antendance Mote Doprrend AburonLin] Cach hunew for moen nforeratan
= Wirw e sebeeic Brporn

W COrcer Photen

Fayranty Cartra.
0yt oo ot puaryrrents can e rrade theowgh Compass far schood fees. evenas and
aretaseeat

S Boul Purerd Stuceett Peacher Confererar

Tewther (orfeerace
B oot berig bial ':T-I:‘:;mm
@ Sopile ML mmmmw
P i b Fi pycer ety
1 Sord evrall 1o Sophec's toschor
Amcralare Ateadate Mate

Al ATt e Wide [Appererd Bbeers o]
Dk hurse ot e sndwmmation
|* Vs Acaderic Brpom

Action Cantre Cventy Volunbesring Payments

a Charlome BELL
1 evenis

Wr WA Camp, Gundinied Ladge
lubday. Dedermbed 20Th JUEE RO0 3 P mase >
b reldy, Dedember e 2 AP pe

Opt i weents

Chawlosie AL
evenis

Zoo Excursion
Tuesday, Nowember 151 2022, 8:50 am - Tuesday Novemnber 151 2022, 2255 pm

i i m
|

Description and educative purpese

I SR PSR OIS GUtS WORLPEAS 31 ASDEMaTur SUR BaR AU U, 280 sl DONSSdu NI Maghl dHGRES 08 Gul FAtone VOl LpTatem
SEQUI NESCIUNT, NESQUE PO GUISQLENT S51 QUI SORNEM IPSLIM QUID GOIOFN SI1 AMEL. CONSECTEtur, SMIpSC el

Wihreis aind wivein

Lecation Start Finiah

City Zoo [0 Gampun) Tucaduy, Movemnber 10t 2022, 8:50 am Tucoday, Movernber 1ot 2022, 2:58 pm

—

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.

(:)COmpdSS ‘ Parent Guide

14



u-é Ayubedl taas T

L4 6)‘ o @ ‘ 00! !
| e—. < s gl ¢ 9§J 8 <UJL<—‘>| HReS]
=)  Greenfields College pAsy Jgﬂ' u.uLA e Jasig )9;0.‘>=U
§ oo el i o Solesl Sas dla 6K u.99 L;l Q_Q
N oo 4l sl @] cllab 8903 il
S Serd el 1 Chasbes b mnmwrrmmummwmummmuw kﬁJJ 4.;0L>=” ‘Q:DL‘” 4.‘>-9J
AP ——— DRk oo e mation. Sl s @t e ulf‘ )m” e
I+ Voo e B @ VisA | vonmue lasYl dsbe
[ = S
S Boul Marerd Stude Poadher Lonfermrar
Parest Testheer {orfeerace 3
B oot berig bial h-lr:'::m
@i o et e s e

B Prolic paesdenos Sowdoie, fagomd

1 Sord evrall 1o Sophec's toschor

Begpeisnd
A AstEeE RAE e R Charotie was reoorded & Bef present o Lite’ without explarusion,
Dk bt fow e arlowmranon

|* Vs Acaderic Brpom

Action Candre Cvents Volntesting  Payments Olas T 4433 &‘*"9‘-] JL‘-"” &9—9 )‘Ul

Sy slasd \51 @9.9 )n.\l VN F-1| B
Loy uf

Upioming sl Upeeening Cvenls

a Charlome BELL
1 evenis

e 8008 5
e >
-rudy; Deoermbir JOM T2,
Bt i wpente
e Fhasboste RELL
eeencs <
Tow Bowrsion.
eepday, Mowemser 1ot B2 #50 om et T o 80,00 >
utbaay, Howimeas 161 285 prr i

Zoo Excursion ERY ugiu.sg uJ.:x” JMEJ RSV
Tuesday, Nowember 151 2022, 8:50 am - Tuesday Novemnber 151 2022, 2255 pm L@JQ-AB 9 OQ.C-J.H ;‘) )L‘D-

—
ik s m

Description and educative purpese
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How To: Opt in to an Optional Event
(continued)

—

If you choose to accept the
invitation, it will move from the
‘Opt In’ section to the ‘Upcoming
Events’ section and show as
requiring consent/payment (note,

il e if the event did not require any
consent or payment, your child will
show as ‘Attending’ and no further

snoe action is required).

Evenl accepted
WO haret @008t e Zoo Exeursion

Lo oming evenls

B Chariotie BELL

Quldess bdusabern Rock fe Reel
Manayg Augedt |

50,00

Upooming Evenis w

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.

When your child’s status for the

event shows as ‘Attending’ they
have a secured place.

SR A 02 D00 Aionding §0.00
Mondig Aupedd 1 P
T Exvursken @
weaday hovember ".'."?l'e B 50.00
e e s IMPORTANT: If you do not
@5 EtmL proceed to process the consent/
. payment before 11:59pm on the
gl by s day you accepted the invitation,

Opt in events

There ae no wpooming opt in evens

your child will no longer be
considered an attendee of the
event. Their status will revert back
to ‘invited’ and you would need to
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 possiblef

[
the maximum attendee limit for
that event has not already been
reached.

(:)COmpdSS ‘ Parent Guide
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How To: Email a Teacher

. Dpt-in Dewng IRt
Verkitere back, piettel Thiire ase 1 gl i Gontial inaisic
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name on your dashboard.
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How To: View your child’s

Learning Tasks
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Student: Charlotte BELL - 09A, Year 9

Dashbosrd  Sohedels  LesmingTasks  Amesdarce  Reporls  Anabien Insights

S e
il === I =t &} reteein 5 Jf rucnct st |

(= Lmarwing Tank Satn

s e ) Final Semaster Grada sk ez N0 i il -
i Trosle | Muiart: Yot Skttt Barities

] Clase Performance Review Term 2 e dabes o due e a,
Class Task | Repori: Ko Sebmitied: [ Perding

G 1 el CAT 3 - Final Essay Sulbmisskon B datan Ko dos date a
Clidd Taiki | Mepert e Exlmitods  Pording

e nna, sl CAT 1 - Macheth Essay e dlabes N cue it a,
Class Task | Report: Yes Sebmitied: § On Time

s 1o ] CAT 1 = Poetry Studies. Dt bt ENOSTE Bl PH a
Libis lask | WepOr: Te Hisoieie Lite

Active

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.
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How To: View your child’s Learning Tasks
(continued)

Student: Charlotte BELL - 09A, Year 9 Actve Click the title of a task to view the
details and any results/feedback
provided by the teacher.
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If you have more than one student
at the school and wish to view all
their Learning Tasks collectively, you
- G crnrenitianonaps can click the pencil icon and select
‘Learning Tasks’.
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How To: Submit your
child’'s work for a Learning
Task

Student: Charlotte BELL - 09A, Year 9
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A4

If you are required to assist your
child in submitting work online
for a Learning Task, you can do so
by going to their ‘Learning Task’
tab and clicking the title of the
applicable task. This can be done
via their student log in, or from
within your parent portal.

When in the task, click ‘Create
Submission’. If you don’t see this
option, it means online submission
has not been enabled for this task;
please contact the teacher for
further assistance.

Select the file you want to upload
from your device, it will then show
as a submitted file.

You can click the little disk/arrow
icon next to the file to download it if
at a later date you want to view it.
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How To: View your child’s Report N
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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.
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How To: Place a Canteen
Order for your child
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If your child has been given access
to the student Compass portal
(generally Secondary students), they
are able to place orders from their
account.

You can also place a canteen order

on their behalf from within your
Compass parent portal. To do so,
go to the people icon at the top of
the portal and select ‘Canteen’.

This will take you to the Canteen
page. Click ‘Get Started’ and you
will be taken to the ordering tab.

On the ‘Place Order’ tab, select the
child you are ordering for and then
click ‘Next’.

Next you will need to select the
date the order is for. Some dates
may have more than one menu
available, for example, there may
be the standard canteen menu and
then perhaps a ‘special’ day, like a
sausage sizzle menu available for
that date. If there is more than one
menu available to order from for the
date you selected, you will need to
select which menu you are ordering
from.

Click ‘Next’ to proceed.
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How To: Place a Canteen Order for your child

(continued)
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You will see the menu items listed,
scroll through and click ‘add item’
for each item you want to order for
that date.

You will see the added items show
under the order details. You can
also adjust quantities if needed for
the added items.

When you have finished adding
items, click ‘Proceed to review
order’.

Review the order. You can remove
an item by clicking the cross icon
next to it. You can also add any
additional information in the
available section.

When you are happy with the order,
click ‘Add order’.
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How To: Place a Canteen Order for your child
(continued) a

This will add the order to your cart.

e e e T If it is the only order you are placing
B at this time, click ‘Confirm and
= pay’. Alternatively, you can proceed
R e to make additional orders for other
e I children or other dates and add
e them to your cart.
9 = o @5 o s?.a-o Once all orders are added to your
= cart, you will need to click ‘Confirm
o and pay’ to pay for them in order for

them to be received by the canteen.

Confirm and pay x Select the card you want to pay
R e R for the order with (or in the card
il el et e 1535 ; drop-down, select the option to
e Tl Gk’ of Mvaimnl il W1l 15 T Bahindi s eannilod ankng aderi will e 5500 . . .
S TR add a new card if required) and click
s of Bos wahaks .nn.vv-und by The Diumguann Torbaad W'lml ol et Toskal I3 '}

o wob vadabie 31 b comaaes + 3 bk Process Payment’.
9 ] $5.00

5555 5583 5355 sans]

Mata el

g o

Camnl

To view any existing upcoming
orders or past orders for your child,
click to the ‘My Orders’ tab.

O

R p— If you need to cancel an
upcoming order, you will have
the option to do so when
viewing the order on the ‘My
Orders’ tab provided you
are attempting to cancel the
order before the cancellation
deadline set by the school.
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How To: Top up your child’s
Canteen Balance
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For students using their Compass
Student ID card to place canteen
orders or purchase ad-hoc at the
canteen, parents can top-up the
child’s card balance.

To do so, go to the cogicon in the

top right of your portal and select
‘Wallet’.

On the Wallet page, click the child
whose balance you want to top up.

You will see their existing balance

and two top up options, one to set
up an automatic regular top up and
another for a once-off top up.

O

Before proceeding with any top
up, ensure you have selected
the correct child from the left
hand side list of users whose
balance you want to top up.
You are not able to move funds
between different Compass
Wallets after they have been
added. If you need funds
moved or refunded, please
contact your school office.

W RSO
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©

Charlotie Compass Balance
$0.00

> ‘ T Uy SuBmARC o Ups Sor Chamofte’s stcoand 3

Top wp Chasigtins 20wt now (ance o) )

up, click that option. It will expand
to show the possible selections.
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How To: Top up your child’s Canteen Balance

(continued)

a Payment methods

[T PR
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Choose the card you want to link
to automatic top-ups.

Set the minimum Compass balance
to trigger the top-up for your child
(i.e. when their balance reaches
$10, a top up payment will trigger).

Then set the top-up amount that

is to occur (i.e. when their balance
reaches $10, top up with a $40
payment).

Once you have made your setting

selections, click ‘Enable automatic
top-up’ and the automated system
for that child’s card will be in place.

If you ever need to remove the
automatic top up, click ‘Automatic
top-up is enabled’ and it will
expand to show the details.

You will then have access to click

the ‘Remove automatic top up’
red button.

To simply do a once off top-up, click
‘Top up account now (once off)’.
It will expand and you can select the

card to be debited and also the top
up amount.

Click ‘Confirm Payment of $ to
account’ to process.
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How To: Book a Teacher Conference
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Welcome

‘Welcome to 2022 Parent Teacher Interviews

Weicome Parents and Carers,

Wie ane running our 2022 Parant Teacher Inkerviews On Site and Remately, please book through Compass for a
time. Sad ut perspiciatis unde omnis tste natus error St voluptatem accusantium daloremgue laudantium,
totam rem apariam, eague ipsa quae b Blo inventare veritatls et guasi architects baatae vitae dicta sunt.

Thank you and we hope o Se8 you saon,
Scolt Blackwell, PST Coordinatar

Start Booking MNow

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.
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‘Welcome to 2022 Parent Teacher Interviews

Weicome Parents and Carers,
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How To: Order School Photos

This section is only applicable for participating MSP schools.
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To order your child’s school photos,
click the link on your dashboard.
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Alternatively you can click the
people icon at the top of your
screen and select ‘Photos’.

Click into the current year to order
photos.

On the right hand side there is

an option to view past orders if
required.

Add the packs you want to purchase
from the available list to your cart
and then process the payment.
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How To: Change your Password

Cpt-in Event irwitatons
Theve ave Topt i everd( seslubie

Lk e fot preee formata,

Loure CanfirmasonLrhac Paymenty
e COTTR N 4 {08 BePead P b o Complian
[y e ——

Paypreancy
Dol i e Dl iy roents, i ot praiedie Bvongh € orrapuias Hor sl T, ewerta. aced

confributons?
Chech Pote fool st ol oevma”

! VISA | heseoans

°|¢

Took

My ot

My Fis

Py Fayrrends

Witallat
Compasydentey Cand

Farrdly & Lnvsdmants

gt My Oetals

Change My Password

Your new password must:
= ot CORTNN YOUF LSCIMAmEe
» Mol be & password recently used by this acoourit
« B at least sight (8) charackers in kength
= Contain wt least one (1) UPPERCASE letter
= Lontain at leact ona (1) lowercass lattar
= Comlein at least one (1) number

T [reereers

Hewr Pasawned: |asairen 1
Confirm Hew Password: |sssssees

(Sove

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.
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Change My Password

Your new password must:

= Mot CORLNN YOUR LUSCIMAme

» Mol be o password recently used by this acrount
« Be at least eight (8) characters in length

= Contain wt least one (1) UPPERCASE letter
= Lontain at leact ona (1) lowercass lattar

= Comlein at least one (1) number

T [reereere
Hiew Pasawned |asairen 1
Confirm Hew Password: |sssssees |
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How To: Update your
Contact Details

°| o If you need to update the mobile

Tecla number or email address on file
P — x oy e for your account, go to the cog
Tt it | et i bwerintil ivadiie Py Files
- i menu icon and select ‘Update my
My Papmeres
—_—- Details’.
Camprse Carelwvmiatin S humis

Parranti Campanudersny Card
i Conf r i il § o wchod! payrrerts il for compieBon.
Tl e b proced

Fayrroeeis Cerse >
B s oo e purgemeerats i b e hcangh Comrpurial For achnd fowm, arweriti, e L
comirpatona? ¥

i Dl e o et irvhmrraation

! VISA | Mo wrchinge

[Ty ee—

Changs My Passed

Purerst Sudert Tnachas Condurense L

Add in your new contact

Fleaze confirm your mablle phone number and emall address{e<) below, Thasa nOtIflcatlon tO the SChOOl adVISIng
details wil be used by the school to keep you up to date on schodl news, upconing them of these changes.
events, student absences, fees due for payment and a range of other information

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

Ms Juliette BELL

Mobile Bl - 0499 999 999
Email parertBoomnaL education

Goagle Sign Tn Lirik with Gongle

Upsste: By Detalbs

Thasa Gatalls 3nd Comact - Froceed bo Parant Poral

Compass School Mansger requests vour porsonal contact details on behall of vour registened educational institution. Detalls such as your
pericrdl emad Jddlﬁ.s r\-d.:\-’rm:- epb'w P will e uted todely by Lompass Mohodd Marager add your regetened educiticral ru.ul. oy
fi wbusd Pl pow - Fuaticars. 1 s i awmgmibay [0 posie Dvse delais, Yini v shie b aklgelse sl 7

thee detods of oty g .ﬂrlrﬂm\m’ol"hlﬂ o] iy DTGk COMEEREE] S At rienabic o the Wr".ﬂ#"rl—#lm
URALTESEG, Wi BET OhlY 3 3 GTIVETRY 10F COMBTRIICITGN, or TUFTR INTOATIRESN PAdDE Sid lgaloenp ot . an

(:)COmpdSS ‘ Parent Guide

29



Joldi Cousd tdas
ar Lo lsdl JLo.’h!l

Opa-tn vere Ievstations
Thert ot | ot o everitil ivadaiig

l‘t“ i Bt o e arvhgervaon

Camarse Carsbirmanhon Gt Payrrents
Cinane conf ration aned § of ichodd payments nealabds for camplction.
Tl e b proced

Fayrroeeis Cerse

B s oo e purgemeerats i b e hcangh Comrpurial For achnd fowm, arweriti, e
comirpatona?

Dl e o et irvhmrraation

! VISA | Mo wrchinge

Purerst Sudert Tnachas Condurense L

Welcome to the Greenfields College Parent Portal

Please confirm your moblle phone number and emall 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
services (depending on the Compass features your schodl uses) and they are subject
to approval by Scheool stafl,

Ms Juliette BELL

Mobile Bl - 0499 999 999
Email parertBoomnaL education

Goagle Sign Tn Lirik with Gongle

Upsste: By Detalbs

Thasa Gatalls 3nd Comact - Froceed bo Parant Poral
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The Compass School
Manager App






Using the Compass

School Manager App

e

BN Z I xlclvibinimBEE

alsjdlfjaglh]ljlk]!

¢

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.

(:)COmpdSS ‘ Parent Guide

31



Sudal alasiw!
Compass School
Manager

algall iaw) Compass §adai plasiial ey

oo Blono Juasnil) Lo el 2l sl

(b Jox st of T 0ladal yie

A & yaall jles] elin bz Byo Jo¥ douidy diecd 3y
Jos Il Jmud Jeolas Jlso] el cllazos dayaall jlas ] asy
Jom ! Jemacd gossizas L3l Lo ladl uds Lag ol dolsl]

.Compass 3 doldl aallgll Llgs JI

alsjdlfjaglh]ljlk]!

BN Z I xlclvibinimBEE

e —

¢

© Compass | c.isi s 31



The App Home Page

Home

9 Select your child to view their profile

L

Sophie Charlotte

2 @ Events and Payments

You have 1 event requiring action. Click here to proceed

@ Course confirmation

Course confirmation andjor school payments available
for campletion. 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 *

& - Oe 0 -

Homa

When logged in, you will see:

OProfiles

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.

OAlerts
Notifications of items that require your action.

©Newsfeed
Scroll through to view the latest posts from your school.

GShortcuts

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.
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0 Select your child to view their profile

Sophie Charlotte
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You have 1 event requiring action. Click here to proceed QI
@ Course confirmation

¢
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Course confirmation andjor school payments available
for campletion. 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

e
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3
Latest news

=

Sorted by most important *

& Qe -

Homa
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The App Home Page
(continued)

M35 Juliette BELL
| r
Events Volunteering
8,

¥ =
Canteen School Fees
= o
~: [©]
Conference Photo Ordering
Open in Switch Help
Browser Accounts

Setlings

About

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

ﬂCanteen
Place canteen orders for your child.

@Conferences
Allows you to book teacher conferences.

QSwitch 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.
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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 yourNotifications 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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