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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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Parent Portal  
via Web

 



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

How to Access Compass 
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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. 



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.

How To: Add an Attendance  
Note for an Unexplained Absence 
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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.

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

You will then be required to provide 
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.
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Sometimes the school will offer 
optional events. These may have 
attendee limits 



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, 
if the event did not require any 
consent or payment, your child will 
show as ‘Attending’ and no further 
action is required).

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. 

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

IMPORTANT: If you do not 
proceed to process the consent/
payment before 11:59pm on the 
day you accepted the invitation, 
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 possible if 
the maximum attendee limit for 
that event has not already been 
reached. 
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How To: Email a Teacher 

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.  

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 



How To: View your child’s  
Learning Tasks 

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 
‘



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

If you have more than one student 
at the school and wish to view all 
their Learning Tasks collectively, you 
can click the pencil icon and select 
‘Learning Tasks’. 

Click the title of a task to view the 
details and any results/feedback 
provided by the teacher. 
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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. 



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

This will take you to the ‘Reports’ 



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.

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. 

 

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

How To: Place a Canteen Order  
for your child 
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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 cog icon 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. 

To set up a regular automatic top 
up, click that option. It will expand 
to show the possible selections.

How To: Top up your child’s  
Canteen Balance  

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 





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. 

How To: Book a Teacher Conference 
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To order your child’s school photos, 
click the link on your dashboard.

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. 

How To: Order School Photos
This section is only applicable for participating MSP schools.

27Parent Guide



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. 

How To: Change your Password 
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If you need to update the mobile 



The Compass School 
Manager App 







 

The App Home Page
(continued)

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

7  Canteen
Place canteen orders for your child.

8  Conferences 
Allows you to book teacher conferences.

9  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.

8

9

6

7
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