Beaumaris .
Primary School

A Parent's Guide to Compass

Overview

The Compass Parent Portal is an integrated, online portal which we use as our primary means of
communication with our school families and that allows you to access up-to-date and meaningful
information about our school and your child's progress. Compass includes many different features
which are detailed in this guide.

Before we go into detail about the functionality of Compass for new users, we would like to provide a
few tips to current users to make their experience of using Compass easier.

Tips

o ‘Remember me’: make sure that the ‘Remember me’ box (for browser) or the ‘Remember’ is
switched to ‘on’ (for App users) is checked when you first log into Compass. This will remove
the need to enter your Username and Password each time you access Compass.

e Add Compass as a ‘favourite’ in your browser to create a shortcut on your desktop.

You can access the full version of Compass on your phone, iPad etc., by tapping on the menu
button (top left) in the app and selecting ‘Open in Browser'.

e Parent approvals for full-day absences can be entered prior to the absence occurring, or if this
is not possible they can be entered retrospectively. There is no need to change the default
times of 8am-5pm when entering full-day absences.

e Lateness or leave during school hours for appointments etc. are reported via the Compass
Kiosk at the school office when you sing your child infout — NOT via Compass.

o News Feed items in the Compass App: make sure you tap on the item to reveal all of the
information contained in the post.

e Emails from Compass: if you receive an email from Compass asking you to login and view a
News Item, you can simply open the app and tap on the specific news item. Attachments can
then be opened and viewed on your device — you do not have to login via the browser version
of Compass.

Accessing Compass

Compass is a web-based system that is accessible on any modern web browser (Internet Explorer,
Firefox, Chrome, Safari) or by using the Compass iOS or Android apps. To download the app to your
device, search '‘Compass School Manager' in the applicable app store.

Compass Parent Portal (via web browser) Compass School Manager App
Includes ALL features.... Includes SOME features....
Accessing the News Feed Accessing the News Feed
Providing online consent/payment Reporting full-day absences
Reporting full-day absences Viewing Semester Reports

Viewing Semester Reports

Viewing the full school calendar

Booking Parent-Teacher Conferences
Accessing ‘School Documentation”
Monitoring attendance

Updating email address and mobile number
To access Compass via your browser, click on | To get the app, search for ‘Compass School
the Compass link on the BPS homepage. Manager'. If you already have the app. Make
sure you have the current version — software on
your device must also be current!




Every family receives a separate login to our school's Compass site, which will be provided to you by
the school office. If you are having trouble finding the Compass link for our school, go
to http://schools.compass.edu.au where you can search for our school to access our personalised

link.
Logging in to Compass
To log in you will require your unique family username and password. These details will be provided to

you by 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 login for the first time.

To login, access our school's Compass site.

Hogwarts P-12 Type in your username and password.

Username %‘
Password -} ‘
00 Upon first login, you will be required to confirm

- your email address and mobile phone number.
e These details may be used by the school for
S SMS and email communication throughout the

year.

Please confirm your mobile phone number and email 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).

Mrs Molly WEASLEY

Mobile Bl - 0412345678

Email support@compass.edu.au

| Update My Details

| don't have these details

Also when logging in for the first time, once you have confirmed your details, you will be required to
change your password. Once you have chosen your new password, you will be taken to your parent

home screen.
If you have lost your details or forgotten your

Next, you will need to change your password | password, please phone the school office and
they can provide your username and a new

SR S —— temporary password.
= Be at least eight (8) characters in length
= Contain at least one (1) alphabetical character

= Contain at least one (1) numeric character

New Password:
Confirm New Password: ]

Save
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The Home Screen

The home screen provides you with relevant alerts and news, as well as quick access to your child's
profile.

2 MrsMolly weastey  §iF

Main Menu

Welcome to the Hogwarts P-12 C

Porta g OMmpass
orta

Use the links listed for each of your children to explore the portal. |‘ Alerts e

Please keep your mobile phone number and email address up to dat® Reports are available through Ginny's profile or by clicking here =

(Tools » Update My Details). The school will usg™=

. e, events, news Your Child/ren TELIB05E 0T
regarding attendance, events, news and more. ] Your input/feedback is requested regarding Ginny for "Student Goals".

Click here to proceed

L L Course Confirmation/School Payments
Course confirmation and/or school payments available for completion.

g Profile (Attendance, Schedule, Reports) Click here to proceed

B4 Send email to Ron's teachers
Event Consent/Payment Required

There are 2 event(s) awaiting your consent and/or payment.
Click here for more information

+ Add Attendance Note/Approval (Approved
Absence/Late]
=| View Academic Report
g W Aesdemic Reparts Attendance: Attendance Note/Approval Required
Ron was recorded as ‘not present’ or 'late” without explanation.

@ Bock Parent Teacher Interviews
Click here for more information

E 1 overdue leaming task

‘Cauldron Sale

Potions students are reminded that as the end of the year approaches many Year 7 students will
be selling their cauldrons. This is an excellent chance to pick up a nice cauldron that has only been
gently used. Please see Professor McGonagall for further details,

6 days ago by Minerva McGOMNAGALL

Ginny WEASLEY

g Profile (Attendance, Schedule, Reports)
b=] Send email to Ginny's teachers
+ Add Attendance Note/Approval (Approved Homework Club

Every Wednesday 3:30pm to 4:15pm in the Library. A Maths Teacher and an English Teacher

Absence/Late)

Main Menu
Allows you to access other Compass and school resources, more information on these icons is
provided in the next section.

Tools
The Tools Menu (cog icon) allows you to update your contact details and change your password.

Alerts

Custom notifications for items that require your action or attention. These may include excursion
notifications, ordering options for school photos, absence noatifications, surveys, student report
availability and more.

e - Outstanding absences or late arrivals that require a note or approval
e - Parent/Student/Teacher Conferences that are available for booking
e - Excursions or Events that require consent and/or payment

e - Semester Reports that are available to download.

Your Child

To access more information click on the relevant quick link or select 'Profile’ to access details
information about your child. Options here may include:

e - Your child's profile page

e - Attendance pages customised for your child, where notes/approvals can be entered

e - Academic reports for your child

e - Parent/Student/Teacher Conference bookings
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News
Recent school news items and information relevant to parents. This may include Stop Press (our
weekly newsletter), details of upcoming events and much more. This is our main communication

channel with parents.

Menus and Functions

Along the top of the screen there are various icons, and from these icons you can navigate through the
Compass portal.

Y ) 7 i 2 MrsMolly weastey 33

unm The ‘Home’ icon will take you back to the Home page.

The ‘Calendar’ icon will take you to the school calendar, where
you will be able to see any school events or activities that have
been entered to the calendar.

The ‘Pencil’ icon will bring up the Teaching and Learning menu,
from which you can access Learning Tasks and School
Resources.

Teaching and Learning

Curriculum

Learning Tasks

School Resources

m The ‘Grid’ icon will bring up the Organisation menu, from which you
can access Events and Payments.

Organisation

Activity Management

Events

Student Management

Course Confirmation/Payments

The ‘People’ icon will bring up the Community menu, from which
_ you can access Conferences, Photos, and School Documentation.

Community

Conferences (formerly PST)

School Documentation
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Mrs Molly WEASLEY
To the right of the screen, your name will display, with the ‘Cog’ icon,

which will bring up the Tools menu, from which you can access your
Tools Files, your Payments, update your contact details, and log out.

My Account

My Files

My Payments

My Compassldentity Card
Change My Password
Update My Details
Logout

Clicking on your name will take you to your profile page.

t S 8o 8 Mrs Molly WeasLEY  $3F

School Calendar

From the School Calendar you can view details of upcoming events and other relevant school-wide
activities such as School Community events, year level incursions/excursions, Student Leadership
events/meetings and more. If you click on an event within the calendar it will take you to the detailed
page for that event.

N B 7L 2 wirsmolly weastey T

91w 1 12 13 14 15
18 17 18 19 20 21 2
23 24 25 26 27 28 29 Prep Testing
‘Calendars Edit

9am [[5:00: Year & Camp at 500: Vear 6 Camp af | 5.:00; Local Walk Vear 2| || 3:00- Year & Camp 2t Merricks Lodgs 10 Feb-11

Merricks Lodge 10 Merricks Lodge 10 | 2020 - LACE Feb 2020 - COOF

Feb-14 Feb 2020 - Feb-14 Feb 2020 -
oP

co
Whole School - Parents & Siaff| =
Personal calender

Whole School Assembly.

3:00: Whole

6:00: Year 3 Parent Information Evening 6:00: Year 2 Parent information Evening 6:00: Frep and Year 1 Farent Information 6:00: Year 5 Parent Information Evening
ing
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Teaching and Learning

School Resources
This is a repository of relevant documents, websites, or other information that the school has made

available for parents to access when needed.
| B

School Resources

B

: _ _ Please select an item to vi
-._, Faculties- subject content

| Learning Tasks

-._, Central Australia Camp - 2...
L. | senior School Handbook 2.

Organisation

Events
You will receive a notification on your Compass homepage when there is an event that requires your
approval or payment.

Event Consent/Payment Required
There are 2 event(s) awaiting your consent and/or payment.
Click here for more information

To provide the consent/payment required, click the notification. This will take you to the ‘Events’ page,
where you can see all events that require your consent/payment, and those that are upcoming that you
have already consented to/paid for.

f L OE S S s mollyweastey £t
Events
Dashboard

My Children's Events

et My Payments

Event Date/Time Consent/Payment Options Due
Art Gallery & Street Art Wednesday, October 12 2016 - 05:00 AM to o 5 o o 12110
Attending: Ron WEASLEY Wednesday, October 12 2016 - 01:30 PM Process Now (Online] Print Form (Offiine]

Great Victorian Broomstick Tour Saturday, November 26 2016 - 1 Consent/Payment was received 31/05
Attending: Ron WEASLEY Sunday, December 4 2016 - 02 No further action required

Art Gallery & Street Art Wednesday, October 12 2016 - ( o 5 > o 12/10
Attending: Ginny WEASLEY Wednesday, October 12 2016 - 01:3( ProcessNaw{Ontin<] PrnTFOrm(GHine]

Page |1 of 1 £ lems 20 |w Displaying 1-3 of 3
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From this page you can pay and consent for any events, or complete the process offline by printing the
consent form and handing it in to the school. By clicking the "Process Now (Online)" option, you will be
prompted to enter information regarding emergency contact details as well as any updated medical
information that is not already on the student's file.

After you have given consent, when you click on the ‘event name’ on your home page you will be sent
to a page with all the details for the event and you can also see any attached resources.

Please keep in mind that within Compass you cannot consent for an event that has a payment
associated with it without also paying for the event. If you need to pay in person at the school you
should print out the paper consent form and turn it in with payment to the school.

Community

Parent/Student/Teacher Conferences
Allows you to book any meetings which are available for booking. By selecting "my bookings", you are
able to book conferences with your children's teachers.

S i AR 2 s molly weastey  $F

Parent/Student/Teacher Conferences

ft

Conferen

Conference Bookings

Photos X
Please select the eve Conference Bookings Home

Available - School Documentation

Event Student Status

Training Parent/Student/Teacher Interviews - Sonja Ronald WEASLEY Open for booking
Term P/T Interviews Ronald WEASLEY Open for booking
Term P/T Interviews Ginevra WEASLEY Open for booking

You can either start booking right away or follow the tutorial which shows you how to book.

Welcome

Welcome to Term 4 Parent Student Teacher Conferences

Start Booking Now Show me How to Book

Parent Profile

Clicking on your own name at the top right of Compass will take you to your own profile. This page
includes information such as the email address stored on Compass, links to your students' profiles.
Insights, Payments, Conferences, and Communications can also be accessed from the Parent Profile.
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Parent: Mrs Molly WEASLEY /
Dashboard Learning Tasks Insights. Payments Conferences
Parent: Molly WEASLEY Ron WEASLEY
= Parent IDs: MWEA1, MOLLY & Profile (Attendance, Schedule, Reports)
Email: molly@weasley.netau B Send email to Ron's teachers
= Add Attendance Note/Approval
{=] view Academic Reports
e & Book Parent Teacher Interviews

Ginny WEASLEY

& Profile (Attendance, Schedule, Reports)
i Send email to Ginny's teachers
= Add Attendance Note/Approval

{=| View Academic Reports

&3 Book Parent Teacher Interviews

Tools

Mrs Molly WEASLEY | £F Clicking the Cog menu icon will open your Tools menu.

e My Files - Allows you to store files.

Tools

My Account ¢ My Payments - Allows you to view any payments that have been made
to the school through Compass.

My Files

My Payments e Update My Details - Allows you to update the mobile phone number(s)

My Compassldentity Card and email address(es) associated with your account.

Change My Password
Update My Details
Logout

Adding a Note or Approval

If your child has any unapproved absences or late arrivals, you will receive an alert on your Compass
home page letting you know this, and allowing you to add a Note or Approval.

Attendance: Attendance Mote/Approval Required
Ron was recorded as ‘mot present’ or "late” without explanation.
Click here for more information

Clicking on this notification will take you to the Unexplained tab for that child's attendance, where you
can choose to add a Note or Approval for one or more absences. To add a note or approval, select one
or more of the absences listed, then select the 'Explain with Note/Approval' button.

Please note that you cannot edit your notes or approvals after they've been created. If you do need to
make any amendments please contact the school office, as they can do this for you.

Adding a Note/Approval for a Future Absence
You can enter notes and approvals on the morning of absence (e.g. due to illness) or in advance, if you
know that your child is going to be absent from school (e.g. scheduled family holiday).

To do this from your homepage, click on the 'Add Attendance Note/Approval' link listed underneath the
name of the relevant student.
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Ron WEASLEY
g Profile (Attendance, Schedule, Reports)

2= Send email to Ron's teachers

+ Add Attendance Mote/Approval (Approved

Absence/Late)

3— View Academic Reports

g.’-r Book Parent Teacher Interviews

E' 1 overdue learning task

This will take you to the Attendance screen, with a pop-up window to enter details of the note or
approval. Here you can select the applicable date range - in the future if required.
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