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Compass

Make a Contribution to your
School - App

® Comp8

-

Xavier

Click on the Payments Centre Q@ mgnscyde

Step 1

You have 1 open insights cycle requiring action.

notification On your Click here to proceed
homepage. You can also click

@ Payments Centre

on the Contributions module

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

-Fro m yo u r FaVO u rites , O r fro m voluntary contributions?

Click here for more information

the More menu instead. o p—

Favourites &

Step 2

On the Action Centre tab, click
on the Parent Contributions set
up by your school.

Events Clubs Volunteering Payment:

No standard events to action

St e p 3 You have no standard events to action

Click on continue until you
reaCh the Payments tab +1Club to action

Contributions

YOU may need to respond to Account: Xavier HERT

2026 Parent

and agreements and questions et

in order to proceed to the re————————
payments and existing Recurring Contributions
Payment tab.




Compass

Make a Contribution to your

School - App

DL )
St E p 4 2026 Parent Contributions

On the Payments tab, you can
make a contribution towards i Sl

Curriculum / Technology Levy $405.00
Remove

the payment items listed.

Curriculum Contributions - Xavier S
Hert
Curriculum Contributions

First Aid Officer and Wellbeing
Programs - Xavier Hert

S t e 5 First Aid Officer and Wellbeing
Programs

Contribution / Donation

Select how you would like to Et

Centribution / Donation

make a payment and enter
your Card details' Payment Mode

Click on the blue ‘Process’
button to process the

Payment Mode

payment.

Amount to pay $B75.00

® Payin full now

(O Pay in contributions

Step 6

New credit card

You can go into your Action
Centre and make a
contribution at any time.




Compass

Updating Payment Plan Credit
Card Details - App

Step 1

From the More menu,

click on “Settings’ and
‘Wallet'.

Step 2

Click on the ‘Recurring
Contributions’ tab to
see your Payment Plans.

< Instalments

Date Instalments ()

Description Total (§) 22 Mar 2023 $187.50

2023 Contributions - Sirius B $375.00  +e-

. 03 Jul 2023 $187.50
t Credit ™ 1111 late ca -
S p N (_ Failed )
e p |\Cump\uted/\ o
iew instalments

Click on the three dots
next to the payment
plan.

Click on 'View
instalments’ to view the
status of each

instalment.



Compass

Updating Payment Plan Credit
Card Details - App

Step 4 < .Update card

Fields marked with an asterisk * are required.

Update card for recurring contribution *

4444 ¢ xxx 1111 (Current)

Click on ‘Update card’ ! 844 oo e 11
(Current)
to update your credit T —

Card |inked to the Add new Credit Card
payment plan.

Step 5

When selecting an
existing card, please
enter the card expiry

Update card for recurring contribution *

date and CVC | Add new Crecit Card
. Narme on card *
When adding a new ——

credit card, please enter —
the card number, expiry

date and CVC and click
on ‘Update card'.

Update card




Compass

U datmg P ment Plan Credit Card

Detalls Browser

Step 1

Click on the Tools menu
(Cog icon) in the top
right corner.

Click on ‘Recurring
Contributions’.

Step 2

Click on the ‘Recurring
Contributions’ tab.

Click on ‘Show
instalments’ to see the
instalment dates and
status.

Step 3

Click on ‘Update card'.

Tools /

My Account
My Files
My Payments

Wallet

Recurring Contributions

Compassldentity Card
Change My Password
Update My Details
Login and Security

Logout

v Accounts

Description Total Instaiments
Siriu Gt

L %o Date  Amount  States

PN clemouere 00 023Coninbusons - sason Show instalmerts a4 o

e s Sirius BLACK

i

@@ varyrorT

L $0.00

™) e poTTER

A

v Payment methads
visa

VISA cogn-

(@ uinka credit cand

Description Tatal Instalments Card

Cost
Date Amaunt Status

2023 Contributions - $375.00 Hide instalments Adadd oo ko 1171 Update card
Sirius BLACK

22/03/2023 $187.50 Failed
03/07/2023 $187.50 Failed



Compass

Updating Payment Plan
Credit Card Details

Step 4

Select from an existing
credit card, or add a
new credit card.

Step 5

When selecting an
existing card, please
enter the card expiry
date and CVC.

When adding a new
credit card, please enter
the card number, expiry

date and CVC.

Step 6

Click on "Update card
for Recurring
Contributions’.

Update card for Recurring Contribution
2023 Contributions - Sirius BLACK

4444 xoo oo 1111 (Current)

Visa Cradit «==-1111
Add mew Credit Card

VISA

=11

Sirius BLACK

Pleaze select an existing saved credit card or choose to add a
niew card 1o update.

Update card for Recurring Contribution
2023 Contributions - Sirius BLACK

Add new Credit Card N

1234 5678 9099 9999

Sirius BLACK

12/25 444

Please select an existing saved credit card or choose to add a
new eard to update.

Update card for Recurring Contribution

Update card for Recurring Contribution




Compass

Generating Receipts - Web
Browser

Step 1

Click on your initials in e ¢

the top right corner.

Ste p 2 Parent: Mr Layton BELL\‘ rcive

Dashboard Leaming Tasks Insights Conferences Comribations Feesin Advance Payments Communications

Grettie Bell & Layton Bell

. Balance: $5,600.00 Fees In Advance: $0.00  |° Generate SoA % Make a Payment " Advanced Fiter
Click on the ) [P P T .
Debsit Credit
. . [ INV_5645546 Football Acsdemy $5,000.00 $5,000.00 0082023
lContrlbutlonsl tab. 0 pac_esiees Refund for Bullding Fund $200.00 $0.00 26/07/2023
[ REC_60S3013 Building Fund $350.00 . 180772023
[ INv_6053012 Bullding Fund ABN 123456789 $350.00 $200.00 1800772023
] IMv_4452124 Libeary contribution $50.00 $50.00 @ 03/03/M23
[] IW_M52123  Buikding Fund $50.00 50.00 031032023
2222222 Curriculurn Contribution $400.00 $400.00 030320
5600000 $3%0.00 $5,700.00

Step 3

Parent: Mr Layton BELL Active
. Dashboard  Leaming Tasks Insights Fees in Adv Payments  Communications
Click on the checkbox —
. Balance: §5,600.00 Fees In Advance: $0.00 |~ Generate S0 (4 Generate Receipt PDR(s) (% Make a It Advanced Filter
next to the Receipt - P — T p——
Debit Credit
INV_6645546 Football mm.y $5,000.00 §5,000.00 03/08/2023

document/s you would i i
like to generate. NEe—

Receipts have the prefix
‘REC".



Compass

Generating Receipts

S t e p I Parent: Mr Layton BELL Active
Dashboard  LeamingTasks  Insights  Conferences  Coniributions  FeesinAdvance  Payments  Communications
. 7 Transactions: Grettle Bell & Layton Bell (10028999)
Cl ICk On Generate Balance: $5,600.00 Fees In Advance: $0.00 | Generate Soi _’ (% Make a Payment || Advanced Filter
. Y] [] Refesence Summary M::: {B3T ln:::’ Unpaid Amount Entry Date
Rece I pt P D F(S) . ] INv_6645546 Football Acsdenmy $5,000.00 $5,000.00 03/08/2023
] PaY_6371625 Refund for Building Furd $200.00 $0.00 26/07/2023
[v] REC_6053013 Building Fund $350.00 - 18/07/2023
] INv_s053012 Buikding Fund ABN 123456780 $350.00 $200.00 18/07/2023
] v sasz124 Library contribution $50.00 $50.00 03/03/2023
. . (] INV_#452123  Building Fund $50.00 $50.00 030372023
Th e Rece I t Wl | | O v sasziaz Cumiculum Contribution $400.00 $400.00 03/03/2023
$6,050.00 £350.00 §5,700.00

download onto your
device as a ZIP file.

Step 5

Locate the ZIP file in
your downloads folder
and open the Receipt
PDF document.

Receipts for donations

If you have made a donation, and this has been set up by
your school, you will see the Voluntary Donation Receipt
Description on a separate page. This will typically be the
last page of the document.



