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INTRODUCTION 

Templestowe Park families use Compass as one of the main forms of communication 

between the school and home.  Parents are able to login by entering the web address 

https://templestoweparkps-vic.compass.education directly into a web browser. 

There are a number of parent modules available in Compass as briefly outlined below. 

• Email address and mobile phone number - update your details through the portal. 

The details listed will be used to send emails and SMS alerts.  

• News Feed – the school will post news to parents to remind you about events and 

activities at the school.  Your news feed will be customised, showing only the 

information relevant to you and your children. 

• Attendance - view your child’s attendance online, approve absences, and indicate 

future absence. 

• Reports – receive your child’s reports as an electronic PDF file.  

• Excursions – approve and pay for your child’s participation in excursions and other 

special events.  

• Newsletter – the newsletter will be published on Compass and parents will be able 

to login to view it each fortnight. 

• Parent / teacher interviews - make appointments with teachers. 

Parents play an important role in using this program. It is essential that parents login 

at least once a week to access newsletters, news feeds items, excursion notices and so 

on.  It is also essential that Usernames and Passwords are kept in a safe place, and not 

made available to students.  

When logging in for the first time, you will be asked to confirm your email address and 

mobile phone number.  Following that you will be prompted to then change your 

password. 

Compass is intended to be self-explanatory and easy to use however, if you require 

assistance please contact the school.   

 

 

  

https://templestoweparkps-vic.compass.education/
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LOGIN DETAILS 

All families receive an individual login details for the Compass School Manager system.  

If you have not received your Username and Password for logging into the system or if 

you have forgotten your password, please contact the school office: 9846-2700. 

 

ACCESSING THE COMPASS WEBSITE 

The login page can be found on the school’s home page (icon on right hand side) 

 

 

 

 

 

 

 

 

 

 

 

 

 

or by going directly to: 

https://templestoweparkps-vic.compass.education/login.aspx 

 

FIRST LOGIN 

Enter the login details provided to you by the 

school. 

On your first login you will be required to 

verify your email address and mobile phone 

number for future communications from the 

Compass System. 

Following that you will then be prompted to 

change your password. 

You can choose to  Remember me on your device/computer.  However, you will need 

to keep a record of this NEW password somewhere in the event that you are logged 

out in the future or need to replace your equipment. 

LOST PASSWORDS 

In the event that you do lose your password or are logged out of Compass, please 

contact the school office and we will reset it for you. 

https://templestoweparkps-vic.compass.education/login.aspx
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FAMILY HOMEPAGE  

Once you have logged in, you will see your family homepage.  Depending on how many 

children you have at the school, you will see a profile for each of the individual students. 

Any news or alerts that require your attention will be in “My News”. 

 

 
 

MY NEWS 

Items that require your attention such as Event Consent/Payments and Attendance 

Note/Approvals will sit at the top of the News Feed and be shaded in yellow/green.   

Other News items will be listed below this on your News Feed.  We encourage you to 

log into Compass once a week, at the very least, to check on what has been added to 

the feed.  News in this area can come from all staff at the school: the classroom 

teachers, principal staff, office staff and other members who are coordinating events 

at the school. 

But My Home Page Doesn’t Look the Same 
If you are using a “device” to access Compass please ensure that you have it open the 
App in browser mode. 

Click on the three horizontal lines in the top left hand corner – choose: 
Open in Browser. 

  

N
E

W
S

 F
E

E
D

 

 



Compass Parent Information Booklet               page 6 of 13 

 

In the following pages we will discuss what you see on the   Home Page   for each child 
and what you need it for. 

Below is a representation of the information that you will see summarised for each of 

your children 

 
  
 

Profile (Attendance, Schedule, Reports) 

Add Attendance Note/Approval (Approved 
Absence/Late) 

 View Academic Reports 

Book Parent/Teacher Interviews 

 

 

 

 

 

 

  

John ABBOTT 

 



Compass Parent Information Booklet               page 7 of 13 

 

PROFILE 

In the Profile section you will be able to view information about your child. 

 

 Dashboard  .    

A small summary of your child’s personal details can be viewed here.  You may choose 

to add an Absence note from this tab by clicking on the   Add    box. 

 

  Learning Tasks  . 

Some grades record information here regarding homework tasks. 

 

  Attendance  . 

Attendance will be covered in the following section. 

 

  Reports  . 

One of the many features of Compass is being able to access your child’s reports on 

your computer. 

You are able to print off a hard copy of the report or save a digital version onto your 

computer.  We strongly recommend that you always save a digital version of each report 

onto your computer for future access.   

TO SAVE A COPY OF THE REPORT ONTO YOUR COMPUTER: 

CLICK on one of the reports that you want to download. 

You will then see this message: 

 

 

Choose     OK   . 

Once the download has finished, you will see the following message: 

 

 

Check your “Downloads” folder for the file or click on the PDF symbol in your 

taskbar. You may then choose to move the file into another folder on your 

computer. 

 

  Analytics  . 

Information on your child’s NAPLAN results can be viewed in this section.   

You can also view summary information on their academic progress over the years at 

Templestowe Park. 
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  Attendance  .  

Here is a little more information about what you can see within the Attendance tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Summary .    

Daily Activities & Attendance 

Once the roll has been marked for a session (either am or pm), it will show up in the 

Daily Activities & Attendance section.  Here you can see that the student was present 

for the morning session.  The afternoon session has not yet commenced and so has not 

yet been marked. 

 

Annual Half-Day Summary 

In this section (as shown in the above diagram) you can see the days your child has 

been absent and/or late.  Here is a legend of what the coloured symbols represent: 

 Present 

 Absent – parent explanation given 

 Absent – no explanation given – needs to be provided 

 School approved absence – eg Curriculum day 

 Late – with and/or without explanation 

 

Term Summary (Days Absent) 

On the very right hand side of this section you can see the total days your child has 

been absent.  In this example you can see that the student has been absent for a total 

of 5 Days in Term 1 and for 1 Day in Term 2. 
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ABSENCES 
 

 







 

 

If you have appearing on your Newsfeed a notification that there are outstanding 

absences awaiting your approval, you must approve them. 

It is a parent's responsibility to notify the school of an absence and it has always been 

the case.  Prior to Compass, you would have physically written a note; now you do so 

electronically.  Student Rolls are a legal requirement (Education and Training Reform 

Act 2006) and it is your responsibility to help us maintain them by promptly informing 

us of the reason for your child's absence. 

• Whole day absences can be approved beforehand; 

• Part day absences should only be approved after the fact. 

 

   

 

Remember.  Part 
day absences 

are to be 
approved AFTER 

the absence. 
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Student: John POTTER - 0PX, Prep                       Active   . 
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ADD ATTENDANCE NOTE/APPROVAL 

Parents are responsible for keeping up-to-date approvals for their children’s absences 

on Compass. 

When you log onto your parent welcome 

page a short message will appear above the 

newsfeed on the top right hand side of the 

screen, if your child has any unexplained 

absences that you need to approve. 

1. Click on the link ‘Click here for more information’. 

You will then see a list of times that your child was absent from school and your 

approval is needed.  This form of electronic approval replaces the need to write a 

note, email the teacher or ring the office to inform the teacher of the absence. 

2. Click in the box/es of the dates you need to approve. 

A full day’s absence will have two activity names, Period 1 (AM) and Period 2 (PM).  

If your child was absent for only half of a school day, only one activity name will be 

listed (either Pd 1 or 2 representing AM or PM absence).  You can select more than 

one date to approve at a time by simply clicking in as many boxes as needed.  For 

example, if you were intending to approve two days of absences, you will need to 

select four activities.  Pd 1 and Pd 2 of both dates. 

 

3. Click on the ‘Parent Approve’ button.  The Parent Approval Editor window will appear. 

4. Click on the drop down arrow  

at the end of the Reason box.  

Select the best option presented 

to you as the reason for the 

absence. 

5. Click Save. Finished! 

 

 

 

  

 

Abbreviation for Period 
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Entering AHEAD of Time 

We ask that you also add parent approvals ahead of time - if you know the date of a 
future absence (maybe for a medical appointment, illness or a family holiday). 

1. From the parent portal homepage, click on the   Add Parent Approval  using the 

Action Button next to your child’s name. This will allow you to add an approval and 
select the date for the upcoming absence/s. 

 
 
 
 
 
 
 
 
 
2. The Parent Approval Editor will appear as shown below. 

Begin by entering the date/s that you know your child will be absent. 
The example below shows that this student will be absent from school on both the 
29th and 30th October.  The time that will be missed can be checked here. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Enter a reason for the upcoming absence by using the dropdown arrow .  Any 

additional information can be entered in the Details/Comment section just below 
the dropdown box.  The most common ones chosen are: Medical, Dental and Family 
Holiday.  There are other options to choose from too.  If you find that there is no 
category that suits, choose the “miscellaneous” option that is Parent Choice. 

4. Click on     Save   to record and save your entry. 

5. If you realise that you have made an error after saving your entry, you will not be 
able to change it.  Please don’t fuss, just contact the School Office and we will make 
the corrections for you: 9846 2700. 
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