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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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Parent Portal
via Web



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

IBELLOOO1

Password

or

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?

I yuur amail addiess or mobile phone number s recorded against your scceent in Compass, we can send you a password resel link or @ confirmation vode to oblain scoess v Compass.

.
Pluase semplute the belaw resaptcha;

fm rot a robet -

1 et know my i phons rumbes e my smad address

Wit Lk DAVECY and LESer SEoUnty sencusly. SUspICious pasSWONd recavery aflompts will be investigated and unauthonsed aCcess May resul in adminisiratve penatties. civil andior
wriminal chargus.

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:
u Mot conkain your ussmams
= Mot he a passwnrr mecently wsed by thic ancount
= Beatleast eight (8) characters in length
= Cornain at least one (1) UPPERCASE leter
= Contan at least one (1) lowercase letter
- Curen at heast one (1) numbrer

Hew Fassward: 3

Comfirm Mew Password: ]

(5e]
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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:

G Compass @& [0 #

;'.*o

9 g Charlotte BELL

& Profiie (attendance. Schedule. feportl

2 Send email 1o Chadotte's teachers

+ Add Artendarice Nate (Aggroved AtnencefLatel

= View Azadernic Reports

B Ovder Photos

& Book Parent Studerit Teacher Conference

E 1overdue leaming task

@ Sophie BELL

& Protie (Atendance. Schedule. Beports}

< Send email 1o Sophie's teachers

+ Add Artendance Mate (Approved Absence/Late)

[* View Acadernic Reports

@ Ovder Photos

& Book Parent Student Teaches 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.

&;:Emlnﬂmm
are | oot ineverals) svailable

Clck here for more information.

‘Course Confirmation/School Payments

‘Course confirmation ard / or school payrnents avalable far completion.

Click here to proseed

Payments Centre

i you krrw that payrments can be mace theough Compass far school fews, events, and

wolurtary contributions?
Click hare for more infoemation

@ visa | s

Pasent S1udent Tescher Conference
2022 Parent Teaches interviews
Clack b for boakrng

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

Adiendance: Attendance Note Requined

‘Charlotte was recoeded as 'not present’ of Tlale’ withoit explanation

Click here for more information

Swisming lesson on Friday

Afternoon ParentsCaneghers,

© 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

LH
W

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.

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.

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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How To: Add an Attendance
Note for an upcoming Absence

W Wieloome bk, juliette!
- Greenfields College

Opt-in Event Irvitations
There are 1 opt in eventis) available

Clck here for moee infonmatan.

Course € Payments

e Charotte BELL

& Profite fasiendance. Schvedule. Reporad

A Send ernail to Chaslotte's teachers.

> +  Add Aterddance Nobe [Approved Absensnfla]
= View Acsdem fieports

@ Order Phatos

& Bock Parert Studern Teacher Conderence

B 1overdue bearning task
8

Cou o aned f o sch
Click here to procesd

Payrnents Centre

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

voluntary contrbutions?
Chicic o for pricee indpemarion

@ visa | rosuge

@ Sophie BELL

8 Profie tnending, Shadue Resersd

= Send email to Sophie’s teachers

=+ idd Artendance Mote [pprved AbsencefLae]
= Wiew Acaderra: Repoms

@ Orcer Photos

Parent Student Tescher Conference
2022 Parent Teacher interviews.
Clcic here for booking

Event Consenty/Fayment Required
Thene s 1 event avsiting your congent andir payment.
Click here for muore infonmation

Atsendance: Attendance Mote Requined
‘Chariotte was recoedied a5 ot present’ o L’ witheut explanation.
Click here for more infonmation

& Book Parert Studen Teacher Confference My News
Attendance Mote Editor

Mote Detaile gy A "

Persan: Charfette BELL m 2 St .

Rcazan: Coter & resson... |"' | USRS A LRSS LU A

Details/Compent: OENG_09A (Yosr 9 En..  Z6/042022 09:51 AM
OOMATH_00& (Yaar 9 JE/04/022 11:12 AM

| USSLE_USA (YEBr Y 3O JOUMLOULL 12115 PM

OSMATH_0SA (Year 3 26/D4/2022 01:58 PM

Important Notice

In clicking Save! yo oertify

i

el in VECE ais rog L sical

feniwhilenl artinn ar i i o thix frah. v n i rue, #rirmis
aguinet you (by your registeed schoal affilisted snlties and/or the produet issyer).
AR 260472022 T4 09:00AM || Sskctaperiod. W

i 26/04/2022 [3|/03:30PM || Selectaperiod.. |

[ s this Attendancs Note s mors than O tsaaing day in lsngm, you wil nesd ta submit separate
e Compass. 3

Il b Ui suiwl vis sal mdusation.

that you i fox thi
il does NOT constitute s medical certificste; and stodents
the salecsl i i 1L ared aiy

o Add Atachments
.Hluulu:

ttendance note has no abachments.
20 flles here to upload.

s o |

Firizh
ool LE USAS A

26042022 L0:48 AM
26/{04/2022 12:08 PM
20U e UL PH
26/04/2022 02:55 PH

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

.." Wieloome back, jullettel
- Greenfields College
. Charlotte BELL.

£ Profile thiendance. Schedule, Regom)
[ Send ernail to Charlotie's teachers

+ Add

= Wiew Academic Reperts.
@8 Orcer Phatos
& Book Parert Studen Teacher Confererce

B 1overdue bearning task

@ o

8 Profie (asiendance. Schwedale, Reports)
[ Send emmall to Sophie's teachers
+ add

5 View Acadermic Repores.

Opt-In Event Imitations
Thene are 1 cxpt in event(s) mvailable

Tl here for moes infermaton.

‘Course Confimation/School Payments

tioe and f

events. and

Evert Convent/Payment Required
Thene is 1 event avwaiting your consent andfor payment.
Click: here for more infonmatian

Attendance: Attendance Hote Rlequired
=

as'nat present’ o late’
Clickc here for moee information

Student: Charlotte BELL - 09A, Year 9

Active

L] OSENG_0%A 052022 12:13 PM 12/05/2022 01:10 P 4 11
7] wseng_ose G{05/2022 0850 AM 0052022 0547 AM 1 n
] 09ENG_09A 04/04/2022 08:50 AM 04/04/2022 09:47 AM 1 11
] osenc_oaa B[O/ EZ 0450 AM TB[T3/2007 15T AM 1 1
[ oeenG_psa 11/03/2022 01:58 PH 11/03/2002 D255 PH H 1
] ossc_osa DNOR0E2 12213 P 01032022 41210 P % 15
[ ©escioon 10/02/2022 08:50 AM 10/02/2022 09:47 AM 1 15

Eﬁiﬁiﬁiﬁﬁi

In eficking ‘Save,

e
mwmmh\dmmum-
| i~ - -

MOT conetitute s madical

0 the school in additi ¥
your registered scheol, affiliated entities and/or the prodct issuer).

:-.Impnrum MNotice -

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: Email a Teacher

e Opt-in Event Imdtations =
w Weelme back, juitte! There ars 1 apt i evensfs) mailable
: Greenfields College Click here for more informasan.
Caurse € Payments
Course conf for
g Charlors BELL Clck hatos 1 presciend
B Prodie astendance, Schedsle, firportsl
Payyrnants Cantre
) (o Sond ernail to Chaslotte's seachers il yous ko thiat payrments can be made through Compass for school fees, everits, and
contrbutions?
+ Add Clackc hare foxr maee irdormazon

—
I= View Academic Reparts @) VisA | rosuchage

@ Order Photas

@ Book Parent Student Teacher Confference
Parent Student Teacher Conference
2022 Parent Tencher Interviews.

B 1 overdus bearming task Click here for booking

Event Consent/Payment Required

@ Sophie BELL

& Profilc psiendance. Siheduie, Regor)

Clicic htre for moee informasian

There is 1 event awating you consent andlir payrrent.

Recipients.

 Adu Revglents 3§ Rermove All

Email subject:

Ircust eontast: i) ¥1'ne: Charlette BELL (BELO00Z), 09A ot Groonfickds College®

Picase nate! 25 with. il malls, there Is na absolits QuaRMEEC of suocesshul delivery, Time sonsitive and/ar highy should nat
be sent using this senvice.

(B 1 ul[a @] rm= -|[z][==]=z=2z|=:==«|m]e

n

:+mm
Hame

g2 aa N SIACAMENCS [0 QSpiEy.
Drag filks hara to upload.

Email subject:
Irgast eontaxt:

Famiy Trip - Assignments
i) [ *Res Charlstte BELL (EELOODZ), 09A at Groonficids Caliege™
Fcoze note: 25 Wi all emalks, there |5 ha chaelibr gUARITECE af succeszhul dofivory. Time sonsltive andar highly confidental information should net

be sent using this senvice.
[z = = =|[m]|a

(& [= =]

s 1 ul[a B || Foma
=]

Hi Amanda,

W will L away all of July, plase foiwasd aiy

s L iy seanail e R G sttty

Thanks,
Juliettd

!+nmuu.r-ul=

There s no sttachments Lo digslay.
Nirng files ke b opload

X X X x

Pleass note: all wsars in this list will
receive this email

i cervoes wmers win an il mail

+ Add Reiptents 3§ Remmowe All

i o retes s it i

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 GRELG - AGREIG
Teadher of 09ENG_09A

Christine WOOD - OWO0D <
Teadher of 09501094

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.
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How To: Change your Password

Cpt-In Event Invitations ®

There ave 1 opt in eventis) avadable

Clk here for mare infamation.

Course Confirmation Schaal Payments
Cour and i or school

Chck here to procesd

ble for

Paymants Centra
Did you kriow that payrmients <an be made through Compass for scheool lees, events, and
woluntary confributions?

Click here for mone information

@) VISA | Housduge

Change My Password

Your new password must:

= Mot contain your uscrname
Mot be a password recently used by this account

= Beat least eight (8) characters in length

Old Password:

Hew

Contain at least one (1) UPPERCASE letter
Contain at least one (1) lowercase lattar
Contain at least one (1) number

Confiem New Pasoword:

O :

Tools

My Account

My Fibes

My Payments

Wallst
Compassidentity Card
Family & Eneolments
Shangs My Prsgward
Update My Detalls
Logout

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

Key in the required information

ensuring your new password meets

the set guidelines.

Click ‘Save’ to update.

@Compdss ‘ Parent Guide

28



How To: Update your
Contact Details

Tools
Opt-In Event Imitations X Py Accci;
Thene are | optin event(y mailible My Fos
lege Click here for e information T s
ty Payment
Wallet
Course Compassidentity Card
Co» ind [ or school
Click hese 10 proceed Farnity & Enrolments
Change My Passwoed
T | ey et
Did you kreow that payements can b thevugh Comyss for school fees, evants, ard gt
wolunitary conbributions?
" Clck baere for e imfoemation
e,
@0 VisA | rosucnuge
tnee
Parent Student Teacher Confenene X

0

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

Ms Juliette BELL

Mobile Gl - 0499 999 999
Email parent@compass. education
Google Sign In ink with Google|

These detalls are correct - Procead 1o Parent Portal

Compass School Manager requests your personal contact details on behalf of your registered educational institution. Details such as your
personal emad addrecs and/or mobile phone numbar will be used solaly by Uompass School Manager and your regectaned educational instituticn
for schonal redates! communications and nodifications, T1 s ol comgualsery b provide Heese delails. o ace alibe (o add/uplale andfor remoe
these details at any time. JOLF International Pty Ltd (including any affiiated companies) are not responsible for the content of any material
trancmitted, we act only 3s a gateway for communication. For further information please amail legali@ compass. edu.au

If you need to update the mobile
number or email address on file
for your account, go to the cog
menu icon and select ‘Update my
Details'.

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



Using the Compass
School Manager App

You can use the Compass app to action tasks.

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

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

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

o Select your child to view their profile

3

.

Charlotte

2 @ Events and Payments

You have 1 event requiring action. Click here to proceed

@ Course confirmation

Course confirmation andfor 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

3
Latest news

- =
)
Sorted by most important ¥

a - eo e

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.

O More

Gives you access to additional actions — see next page.
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The App Home Page
(continued) A\

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

Ms Juliette BELL @ Canteen
‘ Greentields College Place canteen orders for your child.
e © Conferences
B4 T
Allows you to book teacher conferences.
Events Volunteering
0 ; © Switch Accounts
i - If you have children attending different schools that use
(8 fanten enoal. Eows Compass (i.e. a child in Primary School and a child in Secondary
School), you can use the ‘Switch Accounts’ option at the bottom
2z Q) of the menu to toggle between your parent account at each
Conference Photo Ordering Compass SChOO|.
Openin Switch Help
Browser Accounts
Settings ~
About N
-+ =

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.

@ 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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