: Compass

Compassis aweb-based system thatis accessible on any modern web browser (Chrome, Firefox,
Safarietc). Every family receives a separate loginto our school’'s Compass site. Thislogin
informationis 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.

Howtologin

Tologin, you will require your unique family username and password. These details will be provided
to you by the school. Please contact the office if you have not received these.

You willinitially be provided with a temporary password that you will be prompted to update to one
of your choosing whenyou loginforthe first time. Tologin, go to your school’s Compass site.

Typeinyourusername and password and click ‘Signin’. 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.

Greenfields College
Usemame

|BELLOOO1

Remember me

Car't access your account?




If itis 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 your emasl address or mobsle phone number B recorded agansd your soopun] n Compass. we can semnd you a password resel ink or a confrmaton code o oblan scoms s Companss

Please complete the below recaptcha;

frm ot @ rolead
Aeet Knosw My meniln phone Fumbes o my aemal address

W take DOvaly and user secunty SEncUlY. SUSDRCHOUS PASFEROND recovery atlempts will be nwestigated and unauthonsed 2CC0SS May resUl N adMinigtraten DAtk Civil andior

wminal 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’.

Next, you will need to change your password

Your new password must:
5 Not contan your LEarmame
5 Naot b a paosssnrd recently e by thic arrnamt
= He at least sight (8) characters in length
*  LOMan at least one (1) UPPERCASE letter
®  Coman at least one [1] lowercase letter
= Curilan al least one (1) numiber

Hew Passwerd:

Confiem Mew Password.

Tip! If you attempt tologinusing the incorrect details ten timesin arow, 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.



The Home Page

Whenyoulogin, you will be taken to the Home Page, which is made up of the following
components:

@Compass & [ » & 2 o ° o
W ep\ 1n Event Invitations x
b1 pekex & wre are | opt in evert(s) avalable
[e Greenfields College & hoire o oncont eshormiion.

Course Confirmation/School Payments
Course confirmation and / or schocl payrents avalable for completion

9‘3 Chartotte BELL i vpp——"

e, Report
Payments Centre

Did yo grants can be made theough Comguss for schaol fees, events, and
4+ Add
—_—
g VISA | Mosuchage
oo
§ B -
Parent Studert Teacher Conference ol
2077 Parertt Teaches Interviews
e Sophie BELL Event Consent/Payment Required
e There 3 1 evert awating your corsent andér payment
Click here for more information
= 4
Attendance: Attendance Note Regquired
+ Add Astendarce Note (Aggroved Abmencell Charlotte was recorded a3 'not present’ or late’ without explanation
w Acade
@ Ovder Photos
g Book Parent Studert Teacher Conference oirh'm

Amancls GREIG

Swimming lesson on Friday

Afternoon Parenta/Caregwvers.

1: Menu options Across the top of the screen, you will see a series of menuicons, each with
drop-down options. These are further explained in the following section.

2: 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.

3: Alerts On the top right, you will find a list of clickable notifications that will prompt you to action
something.

4: Newsfeed Postsinthe Newsfeed allow the schoolto communicate key information to you. Posts
remain accessible foraslong 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.



Menulcons

® Compass @ S OHOM4 *

The Homeicon can be clicked at any time to take you back to the Home Page in Compass.

The Calendaricon will take you to view the available Calendarsi.e. school events, your child’s
schedule etc

The Pencilicon opens the Teaching and Learning menu from which you canview all the Learning
Tasks assigned to your child/children.
Note: thisis not applicable to St Joseph’s

The Gridicon will open the Organisation menu. Here you can access the Events page and also the
Course Confirmation page to pay school fees (this feature is coming soon).

The Peopleiconis 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 Staricon opens the Favourites menu. This contains links to useful websites the school
recommends.

The Cogicon gives you access to the Tools Menu. Here you can opt to change your password, view
your payment history and update your details.
O -

My Files

My Payments

Wallet
Compassidentity Card
Family & Enrolments
Change My Password
Update My Details

Logout




How To: Add an Attendance Note for an upcoming Absence

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)’.

W Opt-In Event Irmitations ]
ap¥” it bkt el There are 1 apt n eventis) available
- Greenfields College Clck here for more informason
Course Condirmation/School Payments
Courve cordumation and [ o schos] payprnents ralable fowi corpletion
Chci heere W0 prod e
g Charlotte BELL ey
& Profie (Asendance Scedule, Repor)
Payments Centie
Sard ernal to CRasiafle’s teashery Dad you lerow that paryrmenits can be made through Cornpass for school fees, events. and
voluniary ¢ontrbwions !
’ +  Add Atterdance Mote (Appreved Abuense/Late Ol haprg B0 PRGPE IS HATATON
I view Acadermc Reports . vm, | Mo surcharge
& o t
& Book Parent 5o Teacher Cordererice
Pasent Student Teacher Conterence -"-
. . 2072 Parent Teacher Intervarws
B 1 overdue learning ta Clcic here for booking
& Sophie BELL Ewent Coment/Payment Required
- Thare s | event anatiog pous consert andion payreent
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B Mol (Asserdance Tenod, e Mool
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Attendance: Attendance Mote Requined
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L i haere f W ITOre o DTl 260
1 il A el Ay
B OCrder oo
& Book Parent Studen Teacher Corderence My Mows

A Note screenwillopen. Select the applicable reason from the drop down list; add in any additional
informationif applicable inthe Details/Comment box. Select the start and finish date/time of the
absence andclick

‘ ) Attendance Note Editor t
Save
Note Detail
' - Potentially Affected Sessions
Person: Charlette BELL Acthvity St o Firizh
Roaxsan: Crter & reaso: -

USTIUM_USA (TESN 9 M. JoUS/00L2 UEiaU AM LofUR ZULE USSR
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USSLL USA [Tear ¥50.. U402 LS PM /U 2L ULIU PR
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Important Notice

In clicking Save!, you understand, certify and accept that you are a listed parent/quardian for this child, and the
informstion above is cormect, and this online appeoval does NOT constilute 8 medical certificate, and stedents
enndled in VEE aie ieguired tu sulsiit a toedical cenificate to the sl i eddtios b this appioval aisd iy
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Flkkrame
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A5 this Attandance Note is more than 0 t=aching day in lengt, you will nesd to submit separste
dotumiilation Ly Uee sthoul viz sales@oompass. sducstion.




How To: Add an Attendance Note for an Unexplained Absence

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 onyourhomescreen. 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.
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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.

Nt Present /Late: Unesplained
A2, Explain with Atterviance Note

Actrity Nome

| 0950 09
DSENG USR
| OGENG_0SA
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| L
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Student: Charlotte BELL - 09A, Year 9
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§ Print Unesplained Lettes =
Period Location Stoff Satus
o v
H 15 CWo00 Late
1 1 AGRLIG Late
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1 11 AlGRLM Late
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1 n AGRE G Late
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4 15 CWOOD Late
1 15 CWOOoD Late




Select the applicable reason forthe 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.

Note Details
Person: Cratotte DOLL
Riirsin -

Uretaisuommient

Important Notice
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A Parent's Guide to Compass - The App

The Compass Parent Portalis an online portal that allows you to access up-to-date information
about our school and your child’s progress.

The portalis accessible via the web and also via the Compass School Manager App (available for
download via the App store onyour device).

Withinthe parent portal are many different features including the ability to:
o Add Attendance Notes

e Communicate with your child’s teachers

e View Semesterand Progress Reports

» Book Parent Teacher Conferences

e Consent and Pay for school events

e Make school fee payments

¢ VView school newsitems



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 (orinuse) at our school.
If you have any questions regarding your Compass parent portal, please contact the school for
assistance.

How to Download

You canuse the Compass app to actiontasks. The app is available to download for free from the
Apple App Store orthe Google Play store.

Onceinstalled 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 yourlog in details which are
the same details you use to login to your Compass parent portal.
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The App Home Page

Whenloggedin, you will see:

1. Profiles Each of your children who attend the school will appear at the top of the screen.
Click theirimage 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.

2. Alerts Notifications of items that require your action.



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

4. Shortcuts The shortcuts button allows you to perform quick actions such as adding an
attendance note or paying foran event.

5. More Givesyou access to additional actions.

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

7. Conferences Allows you to book teacherconferences.

O~

Switch Accounts If you have children attending different schools that use Compass (i.e. a childin
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.

Ms Juliette BELL
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Menulcons (App)

L =

More

The House icon can be clicked at any time to take you back to the Home screenin Compass.

The Calendaricon will take you to view the available Schedulesi.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 bellicon opens your Notifications.
This contains alist of all notifications received.

The hamburger (three lines) menuicon gives you access to the More menu. Conferences, Events,
Canteen, and much more can be foundin this menu.

Updating Child's Medical Details via the App

Loginto yourschool’s Compass portal viathe Compass App, click
‘More’ inthe bottomright-hand corner Select ‘Update My Details’.

< Update Details

These details will be used by the

Students

Update details




Onthe ‘Update Details’ page, click the edit pencil next to the relevant student, click ‘Add medical
condition’, enterthe required information Click ‘Save.

<{ Update Details < Update Details

Edit details p Edit details

Fields marked with an asterisk (*) are required.

Medical Information
Basic Details

Medical Condition 1
Can swim 50m independently?

O Yes @: No Title *

o Medical condition title is required

Description

Medical Information

lical condition

Symptoms

Specifics




