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www.compass.education




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

©cCo
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How to Log in

Greenfields College
Usemname

JBELLOOO1

I8 Remember me

Carft access your account?

O

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 emeil addvess or mobile phone number?

I ysur wowsi addinea or Robibe phone navber . tecorded agierst your bocourt i Compnts. we e send you 4 Pt d et s o 8 confrmaten vade i vbisn mees i Campste.

Plomse complote th bolew rrcapicha,

et 2 et ™
W LK DAVACY S LIS MATIEY SOT0LITY. SANERIOUE PABIIAIT NaCOWAY SO 2CEORD TIBY et 67 RATVOIRV [Hpins, A BNOr
criminel dharges

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 pasmirord must:
= Hol contan your usarmame
© Mo b puvemwns] cansrthy L by thic srmant
© Beatleasl sekt (8) characters o bsoth
* COrmaN: st baast one (1) UPPERCASE MW
*  Conmn a1 last ond (1) Jewestase leitar
< Conkan: ot bmewt oo (1) numbrar
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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:

© 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.
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© Alerts

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

O Newsfead

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 @ g HOON K

# 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.

it 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.

W The Star icon opens the Favourites menu. This contains links to useful
websites the school recommends.

ﬂ 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

Compassidentrty Card
Family & Envolments

Change My Password

Update My Details
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How To: Add an Attendance
Note for an upcoming Absence
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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.

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

9 Charlotte BELL.
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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: Consent and Pay for an Event
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I your child has an upcoming event
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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.
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How To: Consent and Pay for an Event

(continued)

D Administrative questions

Ara tharve any additional medicsl conditions, allerples, medications or slienents?

Paravd / gusrdian chnines detalke

) Contact Detasts on file

s Jubetie BELL

Mobde +51498987525
£mail pareni®rompare educabon

Puzaze contacl the cohool «f any of thae comact information equree updatng

Cantact deialls on the day {If ditterent from normal)

Next will be any administrative
information that you are required
to review or respond to.

If you are required to review a
medical Action Plan to confirm that
it is current, you will need to tick the
acknowledgement box to proceed
(if the Action Plan on file is no
longer current, please contact the
school office to advise).

If your child has any further medical
conditions not listed, please add
the details in the available section.
i they do not have any additional
medical conditions, you can leave

this field blank.

You will then see the current
contact details on file for you.

If these need updating or different
contact information is required
for this event, please add that
information in the space provided.
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How To: Consent and Pay for an Event
(continued)

You will then be required to provide

| gree permusnian for Sophie BELL 10 attend the event mmmﬂmhmummwmmmxuw&bmml consent and payment (please nOte’
mhmﬂn—m«hmmi)mmwmwum*—h—*—“ a0d 2) adkmi auch frst H H
-dnhnl«mmnchmnhn mnmﬂmmmmmmlmmmmmh not a“ events WI“ reqUIre bOth' it

=t .= will vary depending on the type of

mlhurv«lnlu:huuermwy ru-vul.'m-numucmmem,MM-nMu-nnﬁummwuwtm
the event set up by the school).

© Consent and payment method

Conlsct tracing.
thgrial system provided by Serviers Vintona Tho Deop ot Hexith has sirangly Bontect nunber for smah indrvidus! stedent i pravided
A nchost prione (urrbar slane e not conmdensd swificent Provideng corntact detade ot intndum studens wid Expedie Sontact tracang 5o that ndrdusts can be
onntacted by the Departvient of Healh It fequed. MAnents/ Caners/QUardstna ot TS T, Wi requared, ther Schoo! wak be Drovaieng excuriee: vevkes with
contact tetads for sudents The phone number on schoot e for the student wi be promded an the norminuted comtact member Venues wif be coliecdng student
names and coniact phone manbess Jor o feadmte punose and are subiec) 10 Yicknan orvacy lws 5o will handie the informstion securely s ondy retan i for
the rerparsd Mty priad

Ta provide consen, plesas typa your name in hll

© Confirm and pay
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How To: Email

a Teacher
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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.

Amnanda GREIG - AGREIG

Teather of GIENG 094 x
Christine WDGD - CWEOD <
Tearher of 095C1 094 X

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

Took
Qpt-in Event invitations X
Thorr w0t o eveend) svatable oy Hiag
ege Chch e for more eibormaban oy
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Change My Password

Your new peasword must:

+ Not contaw your username

* Nt be @ paswword necently used by this acoount
» Be at beast sight () charactess i length

+ Contain ot least one (1) UPPERCASE letter
= {ontan at Ieast ons (1) iowarcacs lettar

» Contain at beast one (1) number

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.
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How To: Update your

Contact Details

Dye-in Bt Ienviragpons.
Thent e | optin eventis) rvwable

Change Hy Paimen

Parast Stucent Tadchae Conlersnce:

Welcome to the Greenfields College Parant 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 dus 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 Juiiette BELL

Mobile - 0499999 999

Emait prrent@compass aducation

Google Sign In Enk\nthw
bt My Delaib

Thecs oetalls are LOrYact - Procesd 0 Bacant Portal

Compass School Manager requests your parsonal cemtact detaebs on tehalf of your regiswered educabonnl motitubon  Drtmes such as
eoucatonal instution

RV SOArESS #/UF MObHE PR amber will be used

Lompass
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afflioted

these dotaile o any tonc. JOLF Py L (wncks an

tranamitied e act only 3< 3 gateaey for Yor hurther

P

tor the contis of any

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

a1 You can use the Compass app to action tasks

itlie e Ahavioalylol The app is available to download for free from

the Apple App Store or the Google Play store.

Greenfields College

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 piofile
’..h -
(>

Sophie

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 impertant v

, Oo e

Hoitie

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.

© More

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

Ms Juliette BELL

[
‘ Greer

o =5 Yr

Events Volunteering
¥ o
e Cameen School Fees

Conference Photo Ordering
Openin Switch Help
Browser Accounts

Settings

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

7]

© Conferences

Allows you to book teacher conferences.

© Switch Accounts

if you have children attending different schools that use
Compeass {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.



Menu Icons (App)

& =

More

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

i~ 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.

I
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