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and Answers, for
Parents
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Logging in to your Compass account
One-Time-Password Link

Switching between accounts
Account Lockout

Adding an Absence Note

Viewing Attendance

Class Schedule

Event consent and payment

Making a School Contribution
Viewing Notifications

Viewing the News Feed

The Calendar

Translating the homepage, with Google Translate
Emailing Teachers via the App
Booking Parent-Teacher Conferences
Accessing online Parent-Teacher conference bookings
Ordering Compass Identity Cards
Viewing the Class Page

Viewing student reports and grades
Insights

School Favourites

School Documentation

Updating credit card details
Updating contact details

Compass Resources for Parents

NB: Not all modules may be applicable or relevant to your school.
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How can I login?

Compass School Manager App

To easily login to your Compass account, follow the steps below.

Tap in the search field and type the name of the school
From the drop down list, select the school

To login, you will require your unique family username
and password. This information is provided to you, by
the school

Ensure ‘Remember is toggled on and is green

Select the blue ‘Login’ button

| forgot my username, how can |
find this?

Compass School Manager App

The school will provide you with your unique Compass username
which is used to log into your Compass account. If you have
forgotten your username, follow the simple steps below to retrieve
it.

On the login page, select ‘Forgot Password’
On the Compass Forgot Password page, click on the ‘l don't
know my username’ link

e  Type in the email address or mobile number recorded against
your Compass account and select ‘Continue

e  Youshould then receive an email of text message providing
you with your username

Compass

© Compass Trouble signing in?
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How can | use a
One-Time-Password to login to
my account?

Compass School Manager App

If you've forgotten your Compass password, on the
login page, click on “Sign in with mobile number” to
get a One-Time-Password sent to your mobile Signinwithone-time  5'9" " it one-time
phone_ ) code e A5

Sign in with mebile rumber

You can then use the One-Time-Password to login
to your Compass account.

How can | switch between
accounts?

Mr Marshal BARN
Sedect your chid 10 view thee profile l

8¢

Compass School Manager App

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 switch between your accounts.

Latest news

° Select the ‘More’ button from the menu bar at the
bottom of the screen
Select ‘Switch Accounts’
Select the account you wish to login to
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My account’s been locked, how can |
unlock it?

Compass School Manager App

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 require access to your account before 30 minutes, we
recommend contacting your school office directly.

How can | explain my child’s
absence?

Compass School Manager App

If your child is going to be absent from school, login to your
Compass account and submit an absence note.

e  On the homepage, select the blue ‘Shortcuts’ button from
the menu bar

Select ‘Submit absence note'

Select the child you need to add the note for

Select the ‘Reason’

Enter any Details/Comments

Select the Start/Finish Date and Time

Click on ‘Add Attendance Note'

‘Select your child to view ther profiie

08/05(2023 - 0%00 AM
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Where can | view my child’s
attendance?

Compass School Manager App

View your child's attendance for any school day, directly
within the Compass App.

e  From the homepage, select your child to view their
profile
On the Dashboard tab, see ‘Today’s Attendance
Click on a square under ‘Today's Attendance’ to see the
student’s Attendance in the class

Where can | view my child’s class
schedule?

Compass School Manager App

View your child’s class schedule directly within the
Compass App, via the student’s profile.

900 AM - AM - 05GEN_OSC - 22 - EF23

1230 PM - PM - DBGEN_O5C - 22 - EFZ3.

e  From the homepage, select your child’s profile picture @) N sima ok ek

You hawe pen conferance cyshe(s)

to view their profile G larcire

° On the Dashboard tab, see the student's classes

scheduled for the day - — O
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How can | pay or consent for an 06

Event? o
F—

Compass School Manager App A

You can pay and consent for events your child is attending
conveniently within the Compass App

e  On the homepage, select the blue ‘Shortcuts’ button from
the menu bar
Click on ‘Pay for an event’
On the ‘Action Centre' tab see all Events that require
actioning
Select the Event that requires your consent/payment
Fill out the all required fields in the consent form
Fill out the payment details section and process a payment

How can | make a financial
contribution towards my child’s
school fees?

Compass School Manager App

If your school has put School Fees onto Compass, you can
easily make a contribution within the Compass App.

° From the menu bar at the bottom, select the ‘More’ button
(three lines)

Click on School Fees

Go to the Action Centre tab

Click the contribution thats states Action Required

Select Continue

Make a contribution and enter your payment details to
process a payment
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Where can | find notifications from
the school?

Compass School Manager App

You may receive push notifications from the school to
your Compass App. Login to your Compass account to
view any notifications.

From the homepage, select the Notifications icon
Here you can see all push notifications sent by the
school

o  Click on a notification to view it in full and
download any attachments

How can | view news items posted
by the school?

Compass School Manager App

Stay informed by checking News Feed items posted by the school
from your homepage in the Compass App.

e  From the homepage, under the student’s profile, navigate to
the ‘Latest News' section

e  Sort the News Posts that appear by either ‘Most recent; or
‘Most important’

e  Save a News Post by selecting the flag in the top right hand
corner

e  View all saved posts by selecting the ‘Saved’ option near the
top

Notifications

Updated Canteen Menu Now
®  Available >
Click to view News Item

What to bring for next class

¢ Click to view News ftem >

Upcoming Assignment Due Date
' Reminder

Click to view News Item
Parent Teacher Conferences Open

- Click to view News Item

Newsletter Week 7

®  Click to view News Item >

Newsletter Week 6

Click to view News Item >

Music room is closed today for
painting

Click to view News Item

Home

Latest news

Sorted by most important v

Connie Dixon

4 hours ago
Walk to School Week!
Dear Parents/Families,

Well it's that time of year again when our school
seriously starts talking about walking!

Wialk Safely to School Week asks that we all consider
our transport habits and try to as a

.. Continue Reading

Bob Roberts ]
01072020

Grade 5/6 Ned Kelly School Camp!
What a fantastic week that was!

Ned Kelly has had an immeasurable impact on

WY I O N PO S SNSRI

A.. g
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Where can | see key school dates
and activities?

Compass School Manager App

Keep track of important dates and events at your school by using

the Calendar.

° From the menu bar at the bottom, select the ‘Calendar
icon

e  Use the arrows on the left and right to navigate to a
different day

° Select the blue calendar icon, and select the date for the
day you would like to see the schedule

Can | translate the homepage in
Compass?

Desktop Browser

You can now translate your entire Compass homepage, including
‘My News' with the Google Translate feature.

Open Compass in a desktop browser
On the homepage, in the bottom right hand corner,
see the Google Translate feature

e  Select your preferred language to translate the text
on the homepage

=

® Monday, May 8th2023 ®

0900 am - 1200 pm
AM - OSGEN, -

1230 pem - 0330 pm
PM - 05GEN_05C - 22 - EF23 %

D515 prm - 0745 pm
Parent Information Evening

8 May 2023
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Bhojpuri
Bosnian

Bulgarian

wsthrouy  Catalan

Cebuano

Chichewa

Chinese (Simplified)
Chinese (Traditional)
Corsican

Croatian

Czech

Danish

Dhivehi

Dogri

Dutch

ss for scl

[SelectLanguage /|

anation. Powered by Go gle Translatg
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How can | email my child’s
teacher?

Compass School Manager App

Send emails directly to your child’s teachers within the Compass
App

e Onthe homepage, select the blue ‘Shortcuts’ button from the
menu bar

Click on ‘Send Email’

Select the name of your child

Click on the blue ‘+' to Add Recipients

To send the email, click on the airplane icon in the top right
corner

How can | book Parent-Teacher
Conferences? “a
Compass School Manager App ;

Book Parent-Teacher Conferences using the Conferences feature
available in the Compass App

e  From the homepage, select the ‘More' icon from the button
menu bar, and click on ‘Conferences’

e  Alist of parent-teacher conference cycles will be displayed
along with their booking status.
Click on the relevant cycle
Your booking sheet will be displayed and will show the
available booking times.

e  Click on atime in the grid to display the teachers available at
that time.

n -
Aonatar

Gaverdnt
Wed 0103 0545 #40
g i o
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How can | access an online

Parent-Teacher interview?

Reason ¥r 5 Generalist

Compass School Manager App Sudee Charte A

If online Parent-Teacher Conference bookings have been set
up by your school, when making a booking, you can choose
to attend the booking online.

How can | order a new Compass
Identity Card for my child? =

Desktop Browser

Compass Identity cards can be used for a number of functions

Time: Wed 0403 05:45 PM
Stalf Member: Atabela FIGG

From the menu bar at the bottom, select the ‘More’ button
(three lines)

Click on “Conferences”

Click on the Parent-Teacher Conference cycle

See your successful bookings highlighted green

If your booking is online, you will see an online meeting link
URL that is clickable

Click on the URL to be directed to the online meeting

Tools /
My Account

My Fles

r
Y1 5 Ganaralist

Wed 0103 05:45 PM

1baskegs have Bese mace

Ao pkorpan-adicaton 230m s BI4 NEA D

My Payments

Compassidentity Card

Family & Enrolments

" Change My Password
Update My Details

Login and Security

= Logout

within Compass Identity enabled schools. Replacement cards
cost $10.00 and can be ordered directly within your Compass

portal.

Order new card
Click on the “Cog" icon (Tools menu) in the top right
corner
Click on ‘Compassldentity Card’

ek

+F Click here to order a new Compassidentity card

Click here to order a new Compass Identity card S ———

Select your child below and fill out your card details ..
To finalise the order, click on ‘Order Now' sm—
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How can | access my child’s Class
Page?
Compass School Manager App

Within the Compass App, access each of your child’s Class Pages to
see any information and news relevant to the class.

From the homepage, select your child to view their profile
On the Dashboard tab, refer to the classes on the student’s

schedule for the day

e  Click on the relevant class from the schedule to go to the
Class Page

e  On the Dashboard tab, view any Lesson Plans and the Class
News Feed

How can | view my child’s reports and
grades?

Compass School Manager App

Access student academic reports and grades directly within
the Compass App

e  From the homepage, select your child's profile picture to
view their profile

Click on the ‘Reports’ tab

Click on a reporting cycle to view and download the report

Click on the ‘Tasks' tab

Click on the relevant class to expand and view any tasks
Click on the task

On the ‘Feedback’ tab, to view any grades and feedback

Onibon. Chroekde  Tks  fosends  Masents

Charlotte Barn Arabats Figg
— ]
i oy eansacs Room: 22

= Persuasive Writing

Mon May 15, 2023 e A
Mon May 15, 2023 S —

a3 opic
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900 AM - - CSGEN_OSC - 22 - EF2S =y =
[ e ® J | Extension Tasks: Gather avidence for ¢

1230 PM - PM - 0SGEN_D5C - 22 - PN

What to bring for next class
Pioasa ensare jou have pour bptcg for
class

My are berrowng & leston, plesse make s ou
ek This o from the Liteary price 10 chais .
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How can | view my child’s
Progress Reports?

Desktop Browser

Progress Reports provide an indication of your child’s progress in
their classes. You can view Progress Reports directly in Compass via
a desktop browser.

e  To view your child’s progress reports, click the ‘View
Academic Reports’ option under their details on your
dashboard.

On the ‘Reports’ tab, refer to the ‘Progress Reports' section
Click on the Progress Report cycle to view the results in full
To export the report, click on ‘Export as PDF’

How can | provide feedback for an
Insights cycle?

Compass School Manager App

If an Insights cycle has been opened for you to complete by
your school, you will see a green banner on your homepage.

e  Toaccess the Insights cycle, on the green banner select
‘Click here to proceed’
Click on the Insights cycle that requires your response
For each question you can provide a response. Some
questions may be mandatory and require you to provide a
response

e  To save your responses, click on the blue save button

ﬂ Charlotte BARN

& Profile (Atendance, Schechile, Reports)
J Send email to Charlotte 's teachwers

4 Add Attendance Note {Approved Absenceilane)

( I View Acaderric Reports )
@ Order Photos

& Book Parent Student Teacher Conference

Combiart  wide Ltk dedecs g bewar

Ao
Fopcemg Croe P~
3. Semerr 1 Rt W 12 Coe

P

Wrwbraee  Sewves O

csxueseaEnd

@ Insights Cycle

You have 5 open insights cycles requiring action.
Click here to proceed

nsights

Permission to Local Areas

2023 Consent Form > Permission ~
/ 15 your child abie to visit the locations listed
Permission 10 Local Areas - below *
O Carlton Gardens
O Maiboume Museum
O Melboume Aquarkam
15 your child able to catch public transport eg.

Trams, Trsing, Buses

0O Yes
O ne

s your child alowed to leave the local area to go
home given it is the end of the school day? *
tect ul that agply

0 Yes

am
= @
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How can | access School
Favourites?

Desktop Browser

Use School Favourites to easily access a list of useful school
links.

° From the home screen, click on the Star icon
(Favourites menu)

° From the menu, click on the link that is most
relevant to the information you are looking for

How can | access School
Documentation?

Desktop Browser

Use School Documentation to view and download important
school information and resources.

e  From the home screen, click on the People icon (Community
menu)
From the menu, click on School Documentation
Within School Documentation are various folders which
contain content uploaded by the school

e  Click on the relevant folder, and then click on the content you
wish to view

° Click on the ‘Download Folder button to download the folder

School Favourites

Archived Newsletter

i Booklists

€ Compass Parent & Carers FAQ

Compass Parent Guide
Compass School Search
CompassTix

Epic!

National Library of Australia
School Musical Tickets!

i School Newsletter

School Website
State Library of Victoria
VCAA

Wellbeing Resources

® Compass @ ® ESE@&

=k,

:‘ *

Community
Canteen

Conferences

1: Photos

(School Documentation ]
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How can | update my credit card
details in Compass?

Compass School Manager App

You can update your card information in your Compass Wallet
directly within the Compass App.

e  From the menu bar at the bottom, select the ‘More’ button
(three lines)

e  Click on Settings and select Wallet

e Under the Payment Methods section, select the rubbish bin
icon to remove the card from your wallet

e  You canadd a new card by selecting the grey plus icon and
enter in your card details

My contact details have changed,
can | update these in Compass?

Desktop Browser

Ensure your contact details are always up to date in
Compass by using the “Update My Details” section.

Click on the Cog icon (Tools) from the homepage
Click on “Update My Details”

Type in your updated Mobile/Email address

Click on “Update My Details”

Tools

My Accou

My Files

unt

My Payments

Wallet

Compassidentity Card

Famity & Enrolments

Change My Password

Update My Details

Login and Security

- Logout

Welcome to the Magic P-12 College Parent Portal

Piease confirm your motile phane number and emall address(es) below. These
details will be used by the school 1o keep you up to date on school news, upcoming
events, student absences, foes due for payment and a range of cther infarmation
services (depending on the Compass features your schoct uses) and they are subject

o approval by School staff.

Mr Marshall BARN
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Does Compass have any resources
available for parents?

Compass School Manager App

Compass has a wide range of helpful resources and guides which are
available for parents to access.

From the homepage, select the ‘More’ icon

Click on Help, to view a guide for parents and families
In the Table of Contents, click on the below tabs to
navigate to the corresponding section

Compass Parent & Carers FAQ

Our Parent & Carers FAQ guide has been
specifically designed to help you get the most out
of your Compass experience.

Click on the link here to access the Parent & Carers
FAQ on our website.

Help

O COMPASS ety s

WELCOME TO COMPASS

A guide for parents &
families

Table of Contents

the bekow tabs 10 Navipete 1o the

G wscompus
() Howolscen Conpuas?
O Compess A
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