Getting started with Compass at Manea Senior
College

Parent, student and teacher communications play a significant
role in a student’s learning experience. The compass app enables
students, in addition to parents, to engage closely with Manea
Senior College. This enables students to be treated as young
adults by encouraging them to take ownership and responsibility
in a workplace focused environment.

—:
MANEAT

You will receive an email in Week 1 of Term 1 once students have
officially commenced with the college.

Start of the school year

This email will provide you with your username and temporary
password to access Compass.



The Compass Parent Portal is an online portal that allows you to
access up to date information about Manea Senior College and allows
you to communicate and interact with us.

Within the parent portal are many different features including the ability to:

e Enter explanations for students’ absence and attendance
e Communicate with your child’s teachers

e View timetable and College calendar

e Book Parent Teacher Conferences

e Consent and Pay for College events

[ ]

View College news items

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

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 the College’s Compass site. This log in information is
provided to you by the College.

If you need assistance locating the Compass site link for our College, go to:
schools.compass.education. You will then be able to search for Manea and access the link.
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How to log in

Greenfields College
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If you attempt to log in using
the incomect details ten times
in a rowi, you will be locked
cut of your account for thirty
minutes. If you have forgotten,
or aren't sure of your details,
please contact the

school office.
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To log in, you will require your unique family usemame and password.
These details will be provided to you by the schocl 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.

Te 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 tima 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 SM&/email communications and password recovery.

Compass Login Help

What b vy ernal axidern o e bl phone e

" i ol e ey - i [

Pt o mpa s y SET

v

Ha

f1

! R e A R s e ey P e

Vil AR ] S RO BT D0l B B C0nly BT ) e S0 B O OB T PR 7 S L. O O
wrrral daran

Oinece 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’.
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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 compeonents:

CiComposs @ B 7 & & @

It vabe A

e P

B e VLl | L

B ivba e

rigih

B swanu

B Tl s &

4 Wrovraim

B bl b

Tegraimahe

S ———

I e dcadere Buon

[T .

B O g el e Lol

@) Menu options

Across the top of the
sereen, 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
emazil to a teacher or add
an attendance note.
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€ Alerts

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

) Newsfeed

Posts in the Mewsfeed
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 Prionty, however, will

always show at the top.



Menu Icons

©® Compass & s o

ﬂ- The Home icon can be clicked at amy time to take you back to the Home
Page in Compass.

The Calendar icon will take you to view the available Calendars ie. school
events, your child’s schedule ete.

t2t  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

.. Rescurces made available fomthsmeows,

The Star icon opens the Favourttes menu. This contains links to useful
pen
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.
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Tools
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How To: Email a teacher
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To email your child's teachers,
dick the option listed under the
mame on your dashboard.

This will open the email baos with all
your child's teachers pre-loaded as
recipients.
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a0

Femaove 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: Add an attendance note for an upcoming absence

if your child is going to be away,
you can add in an Attendance note
to advise the school.

To do so, dlick ‘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

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
dick “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.



How To: Consent and pay for an event
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if your child has an upcoming event
that requires your consent and/or

payment, you will see an alert on
your homescreen.

Click the alert and it will take you
to the Events page (alternatively
you can click the grid menu icon
at the top of the screen and select
‘Events’).

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.



How To: Consent and pay for an event (continued)
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Mesxt 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 curment, 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.
If theyy 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.



How To: Consent and pay for an event (continued)
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You will then be required to provide
consent and payment (please note,
not all events will require both, it
will vary depending on the type of
the event set up by the schoaol).
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Onee you have completed the
consent/payment, the event will

update to show your child as
‘Attending’.

The ‘Events” tab will show all
events, both processed and those
still requiring your action. To access
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How to opt into an optional event
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Sometimes the school will offer
optional events. These may have
attendee limits and work on the first
in first served basis.

Anytime there is an optional event
that your child has been invited
to, an alert will show on your
dashboard.

When you click the alert, you will
be taken to the Events page.

Click the option to expand the list
of Opt In events available.

From the list, click into any events
you want your child to attend.

You will see the event details and
have the option to decline or accept
the invitation.



How to opt into an optional event (continued)
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If you choose to accept the
invitation, it will move from the
‘Opt In' section to the ‘Upcoming
Events’ section and show as
requiring consent/payment (note,
if the event did not require any
consent or payment, your child will
show as ‘Attending’ and no further

action is required).

To secure your child’s place, you will
then need to click the event and
proceed to complete the consent/
payment per the usual event

process.

When your child’s status for the
event shows as "Attending’ they
have a secured place.

O

IMPORTANT: If you do not
proceed to process the consent/
payment before 11:59pm on the
day you accepted the invitation,
your child will no longer be
considered an attendee of the
event Their status will revert back
to ‘invited” and you would need to
re-accept the invitation to secure
their place in the event. If there

is an attendee limit for the event,
being able to re-accept their
inwitagon will only be possible if
the maximum attendee imit for
that event has not already been
reached.



How To: Change your password
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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 mests
the set guidelines.
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How To: Update your contact details

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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Click "Save’ to update.



Student progress review day Term 3

At the beginning of Term 3 Manea holds a student performance day where students are
invited to make appointments with their family to review their academic progress. More details
regarding date and time will be made available. Please see below how to use Compass when

timings are made available.
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When a parent teacher conference
cycle becomes available, an alert
will appear on your dashboard
prompting you to make a booking.

Click the alert.

This will take you to the conference
cycle and you will see the Welcome
message from the school that

will include details about the
conference.

Click the ‘Show me how to book’
option for guided instructions on
how to secure your conference
booking.



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.
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The App Home Page

‘When logged in, you will see:

Haome © Profiles
Each of your children who attend the school will appear at the
o Selact vour child 1o view their profile top of the screen. Click their image to go to their profiles.
N Within the profile you can access information pertaining to
@ @ your child such as their schedule, leaming tasks, attendance
o o approvals and reports.
Sophie Chaslotte
8 Alerts

Motifications of tems that require your action.

@ Events and FPayments

fou have 1 event requiring action. Click here to procesd 9 MNewsfeed
Seroll through to view the latest posts from your school.

@ Cowrse corfemation

Coirne Lonfirmaltion andjor &choal paymants maailibie

Tor ecrrghition, Click here to pracend The shortcuts button allows you to perform quick actions such as
adding an attendance note or paying for an event.

@ Payrments Cenkre
© More

Did pow know that payments can be made throuwgh F - .
Crirpass for school fees, Events, and voluntary Gives you access to additional actions — see next page.
cantributlona? Click here for rrana nfarmation

3
Latest news

Earted by most important =

b 'ﬁo _9_
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The App Home Page (continued)

0 Events Consent/payment
1 Wi fuiatta BELL Process consent/payment for your childs upcoming events.
o - @) Conferences
g Allows you to book teacher conferences.
Events linbesing
: ) Switch Accounts
l_H s If you have children attending different schools that use
7Y gzl Sehci e Compass (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
Condaroren Photo Gedering COI'I’\FhaEE school.
Crpen swiich Halp
Birwvsar AECHUIS
Settings W
About v
o =

Menu Icons (App)
L+ | =

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

| The Calendar icon will take you to view the available Schedules
i.e. school events, your child’s schedule etc.

a 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 fist 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.

Having any difficulties?

Contact Manea Senior College reception

Manea Senior College
(08) 9721 0400

M A N EA 60 Robertson Drive Bunbury, WA 6230

1
PENIORCOLLECE www.maneasc.wa.edu.au
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