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COMPASS SCHOOL MANAGER

Compass School Manager is a management system that Macleod College utilises to form a crucial educational
partnership between home and the College. Through a personal secure online parent/guardian Compass
account they receive important communication and are kept informed about their son/daughter’s learning. By
logging on to any device that is connected to the internet parents are able to:

Access information regarding upcoming events

View your child’s timetable

View and update class and school attendance information

Email your child/children’s teacher(s)

View comments from teachers about your child’s behaviour and achievements

View and print your child/children’s school reports

Book parent teacher interviews

Pay for, and give consent, for all school excursions

The key to successful use of the Compass Parent Portal is to log on regularly and use this information to have
regular discussions with your child.

ACCESSING COMPASS FOR THE FIRST TIME

New parents will receive a letter in the mail with their login details once their child has been enrolled. This
letter will have your Compass username and password for logging onto the Compass Parent Portal. If you do
not receive this letter after a week please contact the College to inform us so that we can get you onto
Compass.

The login page to Compass Parent Portal can be found by browsing to the College website under Links.
The College homepage also has a link to the Compass Homepage and compass user guides that cover many
of the functions covered in this booklet.
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First Login
Enter the login details provided and click the log in button. On your first logon, you will be asked to verify your

email address and mobile number, for future communications out of the Compass system. You then will be given
the option to change your password if you so desire.

Importantly parents should ensure they protect their password so that it cannot be used by the child to
approve absences etc. If you feel that your son/daughter knows your password you have the ability to
change this at any time, using the ‘my accounts’ button (as indicated on the next page)

Welcome to the Macleod College Parent Portal

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).

Mr

Mobile o

Email
Ms

Mobile ol

Email

Update My Details

| don't have these details

ail address and/or mobile phone number will be u
e communications and notifications. It is not con
al Pty Ltd (including

or communication. For further information ple

email legal@compass.edu.au

Next, you will need to change your password

Please note the new password requirements below:

= Your e pesswond must be numeric
= Your new must be at least four (4) digits long
= Your password cannot contain lethers or Symbals

Confirm Mew Password: eess T




Home Page of Compass

Home Button Calendar leaching & Learning. Organisation/ Events Community
This will return This will allow you This will allow you to view This will allow you to This will return
you to the to view a range of your students ‘Learning view ‘Events’ or you to the
‘Home Page” ‘Colendars’ such Tasks’ along with the activities that your ‘Home Page’
from anywhere as your student/s, “School Resources’ such as student/s may/will be from anywhere
within Events & Public previous newsletters & participating in. You can within Compass.
Compass. school calendars. other useful documents. also give consent and

| make payments.

Welcome to the Macleod College CO m pa SS

Portal

- My News MACLEOD COLLEGE
Usa the knks listed for each of your children to explore the partal.
Plezse keep your mobile phone number and email address up to date Attendance: Attendance Note/Approval Required

(Teols = Update My Detaik), The schood will use this to contact you pas recoroied as ‘nat present’ oo 'late’ withawt exalanatian,

Click here for more infarmation
regargding attendandce, evenis. news and maore.

& Parent’s Gulde ta Compass
Please find below a step by step guide to navigating arcund Compass.

Mackeod Callege usas COMPASE 1o share infarmatian for studonts and parants including:

2 Prafile {Attendance, Schedule. Reparts)
= Lend email ta 5 teachers

Fipass Parent Guids pdl
4 add Attendsnce NotefSppeoval [Bpproved

by Emima WAGMER  [See More]

Abrsence/Late)

I=] view Academic Repots Primary Bulletin - available via website

& Book Farent Teacher Interviews I . httpsfdacswinstaticoamyugd/TEF328_dbGEEetf1c5 1487000004 frasal 5209, pdf

z 2 overdue learming tasks R Smane HALE

E 1 leaming task due in the ned wesk
.‘ S Prafle (Attendance, Schedule Reparts)

= Send email ta s beachers

o s Alrendsnce Note/Appeoval [Approved

Al eLate}
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Student Profile Attendance My News Parent Profile Tools  —
This will allow you to view your Approvals This will This will allow you to This will allow
student/s" profile. This will display This will allow contain view Parent A's Profile you to, Make
your student/s’ current timetable, you to approve news [tems (first listed parent on Payments,
weekly/monthly schedule, your student/s” that relate the College’s Change
Chronicle, Attendance & Reports. absences. to you and database). Password,
Learning Tasks, Analytics, Insight & Future your These modules will be Update details
PfST Interviews will become absences can student/s. available at a later & Logout
available at a later date. also be entered. date.




Student Profile

You will be able to view your student’s Dashboard, Schedule, Events, Attendance, Reports, Learning Tasks,

Analytics & Insights

Dashboard

This Displays:

s Your student’s
details (with photo)
» Your student’s
timetable for the
current day

Schedule.

This displays your students
weekly timetable.

Which includes, classes,
extra curricular activities
or events/excursions.

Attendance

This displays your student’s
attendance history.

You also have the ability to
approve unexplained
absences or enter future
known absences.

Reports
This will display all
of your students
past reports.
Future reports will
also be posted in
here for your
convenience.

-P5, Year 6

Dashboard Schedule
Student: Sabrina DAL MASO
Details:
Groups: GOLD,
Student IDs:
Email:
Al
| o1 Email *
Tuesday, 12
8am

Learning Tasks ﬁﬂenénce Reports Analytics Insigh

P5, Year &

4 Add +

September 2017

—

? Student Chronicle <<—3

8:34: FA - HEHOM2 - B3 - HIL

Gam | 9:00: 1 - 5I6GEN2 - BS - HIL

10amn | 10:00: 2 - 5/6GEN2 - B - KAN

11am

11:25: 3 - 5/6GEN2 - B5 - HIL

12pm

12:25: 4 - 5/6GENZ - B5 - HIL

1pm

1:25: Student Leadership Meeting - CMA4 - HAR

zpm 2:10: 5- BIBGENZ - B5 - HIL

3pm

Date Filter: | This Year

Displaying entries made between 1/1/2017 and 31/12/2017 for: | All Categories

Mo Chronicle Entries to display

Learning Tasks

You can view an up-to-
date record of your
child's homework and
upcoming assessment
tasks

Analytics

Here you can find your
childs performance
data, including
NAPLAN results ,
AusVELS data and
OnDemand data.

Insights

When an insights

cycle is available to be
completed an alert will
appear on the enrolled
users Compass home

page

Chronicle

This is where you can
see statements
entered by your
student's teachers.
Achievements,
behaviour, wellbeing
are some examples




Student Schedule

This displays your child’s week/ month schedule.
This includes classes, extra curricular activities and events/excursions.

Blue Colour

This indicates the
class has no changes.

Pink Colour

This indicates there have

been changes made.

¢ Change of teacher
and/or

Green Colour

This indicates that your
student is involved in and
extra curricular activity or
and event/excursion.
Click for more details.

Week - Month

These buttons give

you the option to view

the schedule ina

weekly or monthly
calendar view.

¢ Room Change

K

Active

. N
Student: -P5, Year6
Dashboard Schedule Learning TasHs Attendance Reports Analytics Insights
4 b Jumpto: | 12/09/2017 @ Go
Assessment Task:...
Assessment Task:...
Assessment Task:...
Bam
£:54: FA - 5/6HOM2 - BS - HIL] [2:54: FA - 516HOM2 - BS - HIL| [ 8:54: FA - 5/6HOMZ - B5 - HIL| [8:54: FA - 5/6HOMZ - B5 - HIL] [8:54: FA - 5IEHOMZ - B5 - HIL
9am 9:00: 1- 5/6GENZ - B5 -| [9:00: 1 - 5/6GENZ - B5 -| [9:00: 1 - 5/6MUSZ - H3 -| [9:00: 1 - 5/6GENZ - B5 -| [9:00: 1 - 5/6GENZ - B5 -
HIL HIL ELD HIL HIL
10am 10:00: 2 - 5/6GENZ - B5| [10:00: 2 - 5/6GEN2 - B5| [ 10:00: 2 - 5/6GEN2 - B5| [ 10:00: 2 - 5/6PEDZ - 10:00: 2 - 5/6GEN2 - B
- - - HIL ST1 - MOU -HIL
11am
11:25: 3 - 5/6GEN2 - B5 | [11:25: 3 - 5/6GEN2 - BS | [ 11:25: 3 - 5/6GEN2 - B5 | | 11:25: 3 - 5/6GEN2 - B3 | [ 11:25: 3 - 5/6GEN2 - BS
-HIL -HIL -CON -HIL -HIL
12pm
12:25: 4 - 5I6GERZ - 12:25: 4 _5/6GENZ - B5|[12:25: 4 - 5/6GENZ - B5| [12:25: 4 - 5/6GENZ - B5| [12:25: 4 - 5/6GENZ - BS
CD D17 - MAC AND -HIL -CON - -HIL
1pm
1:25: Student <:=
2 2:10: 5- 5/6GEN2 - B5 -| [2:10: 5 - 5/6GEN2 - B5 -| [ 2:10: 2:10:5- 2:10: 5- 5/6GENZ - B5 -| [2:10: 5 - 5/6GEN2 - B5 -
HIL HIL PRIMARY | 5/6GENZ - || HIL HIL
ORCH - BS -HIL
D20 - LAN
3pm




Student Attendance

This displays your child’s attendance history.

You also have the ability to approve unapproved absences or enter future known absences.

Add Note/Approval

Step 1 Step 2
Click Add Note/Approval Select the reason the

student will not be at
school from the
dropdown. Add any details
or comments on why the
student will not be

| attending school. |

Step 3

Select the start and finish date,
and the time of when the
student will not be at school.

» If the student will be away for
the entire day, leave the default
times (8:00am — 5:00pm)

Step 4
Click SAVE

- Impaortant Motios
In dicking Sawe', pou urdersiand, certfy and accept Sat you ane a lshed panentguardian for this
chid; and the information above | comet; and this onfine approval does NOT constiue a medical
certificaie; and shudents enmolied in YCE ane requinsd bo submit & medical certificate 1o the schol in
addion 1o this approal; and 2y fraudulent &ction of imentional misuse of this feature: may resut
In admiristrathes, criminal andior chil acTion against o [ty wour sgistencd schocd, afiliaced entities
andor the: product issuer),

B 10/ ITS 8 eao0 am [ [scbect 4 gt ||

Finkab: e T

t

15/05/20L6 09008 AM
1052016 10000 AM
1052016 12207 FH
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Notes/Approvals - Parent Approved Absence

If your child will not be at school for part or a whole day you are able to approve the absence without having to
phone the College or send a note.

This can be done the morning of the absence or if it is a planned event it can be entered anytime prior.

Parents aren't able to delete these entries, if a mistake is made then phone the college on 9459 0222 and one
of our office staff will correct this for you.

This displays the student’s
‘Daily Activities &
Attendance’ along with a
full summary in table form
(bottom of page) showing

This displays a record of all
Arrival/Departures
involving your student.
Students sign in and out
using the Compass Kiosk at

This displays a full record
of all your student’s
attendance for the entire
year. This data can be
downloaded in a PDF

format, by selecting ‘View
Complete Attendance’

attendance data and
percentages.

the front foyer.

ft @ /i 2L &

-

-P5, Year 6 ctive
Dashboard ~ Schedule  Learning Tasks Reports  Analytics  Insights
pp n Full Record¢
Daily Activities & Attendance
Currently Viewing: = | 12/00/2017 3| - Switch to Grid view
B:00 am 9:00 am 10:00 am 11:00 am 12:00 pm 1:00 pm 2:00 pm 3:00 pm 4:00 pm
General Class . General Class ... General Class ... General Class .. General Class ..
5/6GENZ 5/6GENZ 5/6GENZ 5/6GEN2 5/6GENZ
Period 1 Period 2 Racesz Period 3 Period 4 Lun... | Lun... Pericd 5 Af.
Annual Half-Day Summary
School Year: 207 e
August September October Movember Decem
P = - P - - P = - P = - — Term Summary (Days Absent)
= W s m W s m W s m W s m W
Term 1 2 Days
Term 2 10 View how many days
Term 3 0Dy your child has been
absent per Term
Term 4 0Cays
-
4 »
——(——[ "= Attendance Summary
Suart End Studants Class % Actd % ME% Schl 5
ororaM7 [ 1207 (T |AN v A v (A v Al v All - m
[ inClass ] Cut of Class Percentages
] Late Late NP NP | NP Class Actd VCE  Schl
Subject Class Form  Run Prsnt o500 Total g opart Umd O s s s &
Art5i5 SIBART2 2 20 1 o e 4 1 1  © 2 9 10 o o5
General Class 56 SBGENZ 2 553 483 1 0 43 45 14 0 59 B 00 oF o7 If an extended
Genman 58 SBGER2 2 17 17 o [0 | 1w o o 6 o (10 100 100 100
Heme Group 518 SEHOM2 2 22 W08 3 0 MM 12 5 0 17 & 100 ©5 0 penod Of time-
] CELLO & 2 M 1 o0 @ #® o0 0 0 o0 10 100 100 10 .
™ PRIMERYORCH  P5 2 2 o0 0 = 3 10 a4 & w o o advise teacher
™ CELLO 5 Ps 4 9 o0 3 4 1[0 5 ERw = = . .
Music 55 sMUS2 2 2t 17 o (e 7 3 1 o 4 PN w0 o5 o5 ImmedlatGW-
Physical Educstion 58 SFEDZ 2 % 14 0 |0 ¥ 1 1 @ 2 88 100 o4 o4
Everns Ps 4 2 o0 0 2 3 1 1 05 B o e om

Includes a summary of attendance in each class. For full details about a
specific absence, click the appropriate number in the grid. For an
explanation of a heading item, hover your mouse over the heading of
interest. When students are marked ‘Not Present’ in class this can sit in one
of three different categories. These include:

_...NP Schl - Not present in class and approved by school related activity.
_...NP Parnt - Not present in class and approved by a parent approval.
_...NP Unap - Not present in class with no approval entered.




Unexplained Absences — Parent Approval

If your student has any unexplained absences, they will be visible in this section.
If your child was marked as ‘not present’ In class or ‘late’ to school, you will see an alert under the ‘My News”
section on your Home Page.

Attendance: Attendance Note/Approval Required

Ron was recorded as 'not present’ or ‘late’ without explanation
Click here for more information

Selecting the alert will bring you to what you see below:

Step 1 Step 2 Step 3 Step 4
Tick the boxes on the Click Explain with Select the reason fram Click SAVE
left hand side far the Note/Approval the dropdown menu.
session you want to Add any details or
approve. comments explaining
why the student was not
| in this class ar hil'.e. I
e —

Impartant Natice

lﬂmw mwmwmwmuammmmmwnwm E roerect; and i onling agoiemal does MOT
certhicate; and shedents ennolest in WOE ave neguired 50 Sulimil 3 midical certificabe 1o the schodl in aSdition o s appreal; and asy frufusent otios of
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Forgotten Password

Step 1
Select the

Can’t access your
account?

option from the login
page. |

Sign in

® Remember me

Compass

click continue

Step 2 Step 3 Step 4
Enter your unique Compass Enter either your email address Answering either of these
username - e.g. ABC0012 or mobile phone number and correctly and you will be given an

unique code allowing you to
reset your password to
something new.

Compass Login Help

What is youf Compass username (if you know it)?
Centinue

| dont know my usemame

W take privacy and user security seriously, Suspicious password recovery aftempts
wil be investigated and unauthorised access may resuit in administrative penalties,
civil andfor criminal charges. JOLF International Pty Lid are unable 1o assist with
passwond enquiries by teephone. Please note: this recovery wizard reconds
additional personal information, which may include, but is not limited to, your intemet
service provider, intemet address and cookie information, for security and privacy
MEASONS.

Compass Login Help

What is your email address?

If your email address is recorded against your account in

Compass, we can send you a confirmation code that you

can type in on the next page, to obtain access to Compass.
i =

Lad Continue

What is your mobile phone number?

If your mobile phone number is recorded against your
account in Compass, we can send you a confirmation code
that you can type in on the next page, to obtain access to
Compass.

L= Continue

| don't know my mobile phone number or my emall address

‘We take privacy and user security seriously. Suspicious password recovery atlempts
will be investigated and unauthonised access may resu't in administrative penalties,
civil andVor criminal charges. JOLF Intamational Pty Lid are unable to agsist with
password enquiries by telephone. Please note: this recovery wizand records
additional personal information, which may include, but is not limited to, your intemet
service provider, internet address and cookie information, for security and privacy
raasons.




Student Reports

To access Reports you can either click on the Reports tab from the student profile:

Dashboard Schedule Learning Tasks Attendance Reports Analytics Insights

Or Click on View Academic Reports

2. Profile (Attendance, Schedule, Reports)
] Send email to teachers
[J Y| View Academic Reports I
S Book Parent Teacher Interviews

All reports for the student will be held here as an archive for easy access, just click on the required
report and it will open as a PDF file that you can print at home and/or save to your computer.

Student:

Durhiboas Sineube Learmire Tahs Atieradanse Rozerhy Anakming =gy

Apparty
Sepertireg Cpche

Bage (1 of O Hemp 10 ¥ E-Bals

Progress reports are released early in the new academic year, and give an indication of how your
child is performing based on their study habits. This grid sits at the bottom of the reports page and
also allows you to go back to previous years.

Fingress Reports
Cych  Semester | Pragress Reparts 2186 - [ E————
Area ol Aspespment
Warks
(B SR
Compietes Diiplayia Warks Effectively in
Subject Extendance/ Punuity 561 u“:l"l:'“"‘:"’ Fotitise E::'::::I Q::I":' Coopersmely  Ods b :""""I:'
Hosmtwaik Wark attitude wilh Ereis  Complebe i

Sl Wik
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Learning Tasks

Learning Tasks are accessed by clicking the Learning Tasks tab on the Student Profile page.

Dt hibeoard Lrhedule Leamning Tasks Attendance Repaorts Anatytscs Inzights

Legend: Pending & Cverdus Feceived Late & On Time Group by class  Adademic Group:

Class Learming Task Due Date = Crested Date Result
1154l ] Unit 2 Description 16,09/2016 0400 PR 16,06/2014 -
11viDel |= unit Z SAC- Type & Imagery 05/08/2016 0400 P 110672016
11V DR [~] ] Term 3- Haliday Homewark 18/0772015 04200 PML 11072018 -

LENT @ | macbeth Quiz 20/06/2016 0400 P 210672016 &1e
1 Fl x] J Thie Day After Tomsorrow Froduction Roles 17/06/2016 D400 PR 1506, 2016 -
110Rg1 @ =/ Unit1: SAC . Ensemble Performuance 03/06/2016 0200 PR 1503/2016 H&

Coloured dots next to each task indicate whether the task is Pending, Overdue, Submitted Late or
On Time. The Due Date of each task (if applicable) is shown to the right of the task.

Click on the name of the Learning Task you wish to view. The task details and feedback (if entered by
the teacher) will be displayed. If an online submission was a requirement of the task; the file
submitted will be available to download.

By clicking on the Feedback tab you can view the grade/mark you child received and any teacher
comments.

Learrang Task - TO¥ Project - Investigation and Design, [:]|
Task Details  Feedbaci

File Upload | Submitted om tims

Mame; TOF Progect - Inwestigation and Design
Due Date: 02,06,/ 2006 D400 PM Filenams Submitted 1
Cmling Subenission Faabled: 113 me wond boat.skp 17405 1233 PR .".

Thes i= a Design Project that allows the students lo creste their own design and
than make it out of ona to three pieces of timber 600 x 140 x 12 mm |

Submilfed dems for ks project are
A0 image of the Toy is 1o be created in Sketchup or Cree and
completed cutling kst

n
B

The attached sheet details the process and the submisssons the students are
expected o follow

Attaschments

Diesign [rreestigationDocument [2

11
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Emailing your child’s teachers

Clicking the o4 Email v link on the dashboard page will open a window for you to write your email
and select the teacher/teachers who are going to receive the email.

Send Email B
Email subject: Recipients
Insert context: i [V Re: i at Macleod College” = Add Recipients 3§ Remove Al
Mask sender email: ' i) Email will be sent from compass@jdIf.com.au x
Ple 10 absolute guarantee of successful delivery. Time sensitive and/or highly confidential information
sho x
Format - | I B = == = g B »

Please note: all users in this list will receive this email
) denates users with an invalid email address

B Send 5:8 Cancel

To remove a teacher from the recipients list click on the X beside their name.

To add a teacher not on the displayed list, click T Add Recipients and choose the teacher from the
dropdown list that appears.

Click the m button at the bottom of the window when you have finished compiling your
email.

*Please note that any correspondence back from a teacher will go to your email address recorded
on the system.

12




Events - Consent and Payments

From the Compass home screen, click on the event alert under ‘My News’ or navigate to ‘Events’ under the
Organisation menu item.

My News Organisation
Activity Management

Event Consent/Payment Required

There are 1 event(s} awaiting your consent and/or payment, I Events

Click here for more information
i : Student Management

Course Confirmation/Payments

Order New Compassldentity Card

From the events page a list of upcoming events and excursions will be displayed. Click the
‘Process Now’ button to provide consent and/or payment.

] SO A & Mes Molly WeasLEY 3%
Events Select to make Payment/Consent
Dashboard
My Children’s Events

o My Payments

: Event st o ot
Detalls Event Date/Time . ment Options Due
Wednesday, October 12 2016 - 08:00 AM to 12/10
Of Wednesday, October 12 2016 - 01:30 PM
Event Saturday, November 26 Ato 31/0

Sunday, December 4 2016 -

Wednesday, October 12 2016 - 08:00 AM to
Wednesday, October 12 2016 - 01:30 PM

Page (1 of 1 D ftems 20 |V Displaying 1 -3 of 3

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.

An online payment/consent form will be displayed. Complete all highlighted relevant fields and
click the “Submit Details’ button.

13




Course Confirmation Payments

All 2018 College charges associated with your child/children will be accessible on Compass School
Manager from Friday, 17 November 2017.

ft E /i 2

Organisation
Courst 1 Payments
Activity Management
Click on a cou| Events v to proceed
Confirmatiof EEE L T Status
2016 School (IR (LT T LRy A D04) Awaiting Payment
Grounds & Maintenance Levy - WAGNER, Mia (WAG0004) Mot Started
Camp Adanac - Levels 3 & 4 - WAGNER, Mia (WAG0004) Complete
2017 School Levy Payments - WAGNER, Mia (WAG0004) Mot Started
Complete

Level 3/4 CYC City Camp 2017 - WAGNER, Mia (WAG0004)

Select which item you will be paying for and enter in your payment details.

Payment
Total Due:  $325.00

Enter your credit card details below to finalise your course confirmation and pay online.

Name on card

Card Type VISA v

Card Number

Expiry (Month/Year) | (Month) ¥ /o (rear) ¥

CWW/CVC Where do | find my CWV/CVC?

agree for your credit card to be charged by CompassPay.com on behalf

appear on your credit card statement as CompassPay.com. This payment
mpass.edu.au/policy/

In clicking the relevant "Pay” or "Submit” button below,
ill be the Total Due' or amount indicated above and that th
chool Manager terms and conditions of use available at http://

We use CompassPay.com as our payment processing ga
of your school. You understand that the amount charge

and use of this website is in alignment with the Compas:

Pay Now || Pay in Instalments

OR

Alternatively, you can pay in person at the school - a range of payment options are available.

By clicking the blue link this will take you to a printable form that you will need to fill in and return to
the College.

14




Payment Plans

Macleod College offers payment plans for selected Course Confirmations.
The dates are decided by the school and cannot be changed by the payee.

Payment

Total Due: $325.00

Enter your credit card details below to finalise your course confirmation and pay online,
Name on card

Card Type VISA v

Card Number

Expiry (Month/Year) | (Month) ¥ /| (vear) ¥

OV , ; e e
CVWV/CVC Where do | find my CVV/CVC?

Pay in Instalments

Once you have selected to pay in instalments, you will then see a pop up window confirming the dates
and amounts that will be charged to your card as per the setup of the course confirmation template.
You will need to click on the "Confirm" button before the card will be processed.

*If you are experiencing financial hardship and are having difficulties in meeting these payment dates, please contact Nina
Nigro, Business Manager, to discuss the options available.

MURLIS AHENEUS ESTO

MACLEOD COLLEGE

A STATE P-12 SCHOOL

15




