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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 View Attendance
e Add Attendance Notes
e \iew Reports

This guide will assist you with navigating the portal and includes step by step information on how to complete key
processes.



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.

Recommended browsers

Ce o



How to Log in

Greenfields Colluge

Greenfields College
Username

JBELLOOO1

--------

€] 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

Whiat is your email address or mobike phone number?

I8 o ol ackdiess ur inabie phone numiber i recorded sgiine your swun in Compass, we tan sund you a password rawel link o e

Please complete the below resapteha;

[l
Tim ot robed e
fesr
freme T
1 diset kncsw my meibile phons rumbes oe my smal address
Wit tais Brivacy and Lsar seourity senously. ¥ s mpas il ated ang aecess may resull in sdministratve penaities. tivi sndior
wiminal 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:
®  Not contan your usermame
o Not b & passwnrd racontly e by this account
* B at least elght (8) characters i length
* Contan at least one (1) UPPERCASE letter
* Contan at least one (1) lowercase latter
= Corfars ot least vne (1) number

New Password: C————
T —
[sw]



The Home Page

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

©OCompass & [ » @

+ O

o -in Event Invitations x

: U are 1 optin evera(s) avalable
-

Clck bere for more infoemation.
ee Charlotte BELL

8 Profhe (Attendance, Schedule. Reports)

Welcome back, pulietie!

Greenfields College

Course Confimation/School Payments
Course confirmation and / or school payrnents avalable for completion.
Click hyere to proceed

Payments Centre

Did you know that paymments can be made theough Compass for school fees, events, and
volurtary contributions?

Clck hvore for more infoemation

@) VIsA | s

= Send email to Chadotte's teachers

4 Add Attendance Note (Agsroved Alnetice/Late)
I* View Acaderic Reports
@ Order Photos

& Book Parent Student Teacher Conference
Parent Student Teacher Conference X
2022 Parent Teaches Interviews

B 1 overdue leaming task

@ Sophie BELL

& Prothe (Attendance, Scvedule. Reports)

<A Send email 1o Scphie's teachers

& Add Artendance Note (Agproved Atmence/Late)

I* 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.

Cick herr for bookng

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

Attendance: Attendance Note

Reguired
Charlotte was recoeded as 'not peesent’ or Tate’ without explanation

Click here for more information

(4 T

Amanda GROG
& days ago

Swimming lesson on Friday

Afterncon Parents/Caregvers,

© 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.



Menu Icons

©® Compass @ P B T

# 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.

.............................................................................................................................................................................

222 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
Family & Enrolments
Change My Password
Update My Details

Logout 7




How To: Add an Attendance
Note for an upcoming Absence

l"

W Wekcome back, jusene
- Greenfields College

Opt-In Event lritations
There are 1 opt in event(s) available

Clck here for meee infonmason,

e Charotte BELL

& Profie (Asendance. Schedule. Resors)

= Send ernai to Crurlotte’s teachers.

Course

Confirmation/School Payments
Course confimation and / or school payments avalable for completion.
Click here o proceed

o+ Add Note (A o)

I© View Academic Reports
@ Order Photos

g Book Parent Stucent Teacher Conderence

B 1overdue bearning task

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

contrbutions?

Cici here for moce irdonmaton

@ VIsA | woschae

@ Sophie BELL

& Profie (Wsendance. Schedule, Repersd

=l Send emall to Sophics teachers

+ Add Attendance Note (Approved Absence ae]

I* View Acaderic Reports

@ Order Photos

Pasent Student Teacher Conference
20272 Parent Teacher Interviews
Clck here for bookng

Event Consent/Payment Required
There is | event awating your consent andior payrment.
Click here for more informmation

Attendance: Attendance Note Required

Charlotte was recorded as ot present’ o¢ late’ without explanation.

Click here foc more information

& Book Parert Student Teacher Conference My News
Attendance Mote Editor

Mote Detaile oty Affectod i

faczoom CARer & Eagn.., [ | uwom s rear e vz wau A

Detsils/Comment: O9ENG D94 (Yeer 9 En_. 26042022 0951 AM
| DOMATH_0GA (Yaar @ _  25/04/2023 11:12 AM
| UL A (TR YN0 BUNLL LS PM
O9MATH 09A (¥ear 9 26042022 01:58 PM

Important Notice |

In clicking Save!, you understand, certilly and accent that you are a listed parent/guardian for this child; 2nd the
infotmistion above is comect, and this online appeaval does NOT constitule a medical certificate; and stedents
wrulled in VGE aie ieguived tu sulnnit a imodical cerifats v he sdwal in addtios o ks appreral, il any

Fesiluilent artian ar i i ki fmsh

n
sguimet yos (b your registesed schoal, alflisted enbies and/or the product s

ST 260412022
Thabeh 26/04/2022

[ s this Attendance Mete i mise than 0 teadhing gay in len
sl compass. siucat]

doumnitation L the suboul vis sal

(3 09:00AM |% | Sslect & period.
TH| U3:30PM || Sehect 2 pericd..

. eriminal amdfne il setinn

g, you wil nead ta submit separste

[+mmmm
i___

This attendance rede has no tiachments.

Drzq flles here o upload.

AL R |

26/04/2022 1048 AM
26/04/302 13:00 PH
20j IR AULE UEELL PR
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’.



How To: Add an Attendance
Note for an Unexplained Absence

If your child has been marked Not

% Opt-in Event Invtations *® 3 .
W ekometac i Theve e 1op vt i Present without an explanation,
A Greenfield Clcc here for more informasion. = .
b e you will be required to add an
Gouse Contimation/School Pryments o Attendance Note.
. Charlotte BELL Cickiied o grocant
A R You will see an alert on your
Payments Centre e T h
11 Send emai to Charlotte’ teachers Did you ke ™ ok omescreen.
+ Add o . ) Cick here for more informasion
1= View Academic Reparts @) VISA | rosmrne
et s W Click the alert and it will take you
e T — x to your child’s ‘Unexplained’
e Gick heve fo bookeg attendance tab where you will see
° — any sessions listed for which they
b e s poest were marked as Not Present or Late.
8 Profie (rendance Schedile, Resors)
1 Send ernal to Sophie’s teachers.
+ Add " Abe Aave! mewuw vich (
Clek here for moee irfonmaton
I* View Acadermic Reports
Student: Charlotte BELL - 09A, Year 9 e Select the session (or sessions) that

you are adding a note for and then
click ‘Explain with Attendance
Note’.

Wa—umm‘mmm
mm-mﬂm |

This will cause the Attendance Note
screen to pop open.

v : 3 3 285 tate
[0 osenc osa 13005/2022 08:50 AM 13/05/2022 05:47 AM 1 n AGREIG Late |
] 09ENG_09A 12/05/2022 12:13 M 12/05/2022 01:10 PM 4 1 AGREIG  Late |
] osenG_osa 06/05/2022 06:50 AM 06/05/2022 09:47 AM 1 n AGREIG  Late |
I1] osenG_osa 04/04/2022 08:50 AM 04/04/2022 09:47 AM 1 1 AGREIG  Late |
] osenc_09a 18/03/2022 0650 AM 18032022 09:47 AM T on AGREIG  Late i
[ 09ENG_0%A 11/03/2022 01:58 PM 11/03/2022 02:55 PM 5 1 AGREIG Late ‘
7] o901 0%a 01/Q32022 12:13 M 01/03/2022 01:10 PM 4 15 CWO00 Late |
' oesciosa 10/02/2022 08:50 AM 10/02/2022 09:47 AM 115 aWO0D  Late \

\

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
e e 4 conen.. v absences.




How To: View your child’s Report T
6

To view your child’s report,

ot Opt-in Event Ivitations X . 3 .

B ekome bk s Thehd i sible click the option under their

. A e i details on your dashboard.
. oot BELL Cickhere 10 proceed

8 Profie thatendance. Scvedule. Repors!

Payments Centre
d Send emai to Charlotte’s teachers. Did you know th be made through Compass for school fees, events, and
+  Add Attendance Note (Approved Absencaflate] Click here for more indommanon
——
I7 View Academc Reports @ VIsA | vosuchage
— W—
@ Order Photos
& Book Parent Student Teacher Conderence
Parent Student Teacher Conference x
B 1overdue learning task al;lmmm
Event Consent/Payment Required
Q SophiebELL There is | event awating your consent andior payment.
Click here for moee infoomation
& Profiie (Amendance Schedule, Repers)
3 Send enal to Sophie’s teachers "
+  Add Attendance Note (Approved Absence/Lase] coded esert e late’ with
Cic’c heve for moee information
I* View Academic Repors
@8 Order Phatos
& Book Parent Student Teacher Conderence My News
Student: Charlotte BELL - 09A, Year 9 Active This will take you to the ‘Reports’

tab of your child’s profile. Here you
will see any available reports listed.

Dashbomrd  Schedule  Leaming Tasks _-* I

e e i Click the blue title of the specific

report you want to access and it
will download as a pdf file to your
device for viewing.

|

|
i
|
:

Thare are no granhs availshle for this Asaderrie Year

Cyeler | Term 2 2021 - - Expart &2 FOT

10
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How To: Change your Password

Opt-in Event Invitations x

There are 1 0pt in event(s) avalablo

ege Clck here for more information.

Course Conl Payments
Course confirmazion and / or school payments avadable for completion.

Click here to proceed

Payments Centre
Did you know that payments can be made through Compuss for school fees, events, and
contributions?
celate) Click here for more information

@ VEE s

Change My Password

Your new password must:

Mot contain your username

Mot be a password recently used by this acoount
Ee at least eight (8) characters in length
Contain at least one (1) UPPERCASE letter
Lontain at least ona (1) lowercasa lattar
Conltain at least one (1) number

ota Passwors:
S—
Confiem New Passurors

ED)

([~ 13

Tools

My Account

My Fles

My Payments

Wallet
Compassidentity Card
Family & Encolments
Change My Password
Update My Detalls

Logewt

11

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: Update your
Contact Details

—

Tools
Opt-In Event invitations » Sy Ackours
There are 1 opt in event(s) avalable My Flas
lege Clck heen lor more indormaneon PRESE
Wallet
Course Conflrmation/School Payments Compassidentity Card
Course conlirmation and / of school payrments avallable for completion.

Click heve 10 proceed Famity & Envciments

Change My Password

Payments Centre ) Undate My Detads
vl you knaw that payments can be made through Compass for school fees, events. and U
voRntary contributons) o

oo datn) Click here for muoee infonmaton

! VISA | Nosurchage

Parent Student Teacher Conterence x

Welcome to the Greenfields College Parent Portal

Please confirm your mobile phone number and emall 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 information
services (depending on the Compass features your school uses) and they are subject
to approval by School staff.

Ms Juliette BELL

Mobile Bl - 0499999999

Email parent@compass. education

Google Sign In ink with Ge
Uplate My Details |

These details are correct - Proceed to Parent Portal

Compass School Manager requests your personal contact details on behalf of your registered educational institution. Detalls such as your
personal emad acdress and/or modiie phone number will De usad solaly by Compass SCNOS Manager and your ragstared 20ucational incttution
for school related communications and notificatioos. T s nof compubsry (o provide these detals. Yoo av abie (o addfupdate and/or remove
these detads ot any time. JOLF International Pty Ltd (including any affilated companics) are not responsibic for the content of any material
transmitted, we act only as a gataway for commumication. For further nformation please emall g compass.adu.au

12

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.



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.

14



The App Home Page

Home

a Select your child to view their profile

Charlotte

2 @ Events and Payments

You have 1 event requiring action. Click here to proceed

@ Course confirmation

Course confirmation and/or 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 v

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.

9 More

Gives you access to additional actions - see next page.

15



