Eltham North Primary School

Wattletree Road, Eltham North 3095 Tel.: (03) 9439 9639 Fax: (03) 9431 2598
email: eltham.north.ps@edumail.vic.gov.au
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Compass Parent Guide

Parent Communication

Eltham North Primary School utilises a parent portal called Compass School Manager.

This portal is used by our school community — teachers, student’s families and administrators and provides immediate, real time
information.

The benefits of Compass are:
e Improved communication throughout the school community by way of a single point of contact that can be accessed via
computers, smart phones and iPads

e Improved attendance management. Teachers mark rolls electronically and parents or teachers can approve absences online
e Access convenience. Information and payment facilities are available 24 hours/day from anywhere with internet availability.

e Classroom efficiency — teachers and students do not need to spend time collecting notes and money, and hand delivering
communication to the office

e Improved security (reduced cash handling by children/teachers)

e Improved excursion management, event information and permission is (mainly) submitted online
e Instrumental Music lessons can be viewed and payments made online

e Student Reports are accessible through Compass

e Live updates of level team newsletters and school news

e Your child’s schedule can be viewed in a two week glance

Each family requires a Username and Password. New families will receive a letter containing a Username and Password. If the
child lives in different households , each household will receive a login.

How to Log in to Compass

Access to compass is by selecting the Compass icon on the Eltham North Primary School website or by bookmarking the link
https://elthamnorthps.vic.jdIf.com.au for future use.

** Tip The best performance will be achieved using Google Chrome as your browser. **

The Log In Page Appears. Enter your Username and Password. Press the ‘Log in’ Button.

@ COMPASS

School Manager

Eltham North Primary School

Username: This is your family id.

Password:

Don't know your username?
Forgotten your password?

Copyright 2012. All ights reserved, ‘Compass School Manager® and the Compass School Manager used under ficence by
TOLF Tnternationsl Py i, Please resd cur webgts pocis (avatable here) before bgg na . S

If it’s your first time in Compass, you will be asked to change your password. Follow the instructions on screen.
NB: You can only use numbers as your password, not letters or words


https://elthamnorthps.vic.jdlf.com.au/

The Home Page:
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‘Welcome

Welcome to the Eltham North Primary School Parent Portal
Use the links listed for each of your children to explore the portal.

phone and email address, to allow the school to keep you up'to date
on additions to the portal and school news. This is accessible through
Tools > Update My Details.

Student Profile
Includes the student's schgftiule. attendance, and reports if
ya2ilable
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& Actions fol ...

Student Profile
Includes the student's schedule, attendance, and rdgorts if

Actions:
e Send email to teachers

e Add parent approval
e Book teacher interviews

e View academic report

My News:

We ask that you provide electronic contact details such as.your mobile

Compass

My News

ourse Confirmsi®
Course confirmation and/or school payments available Tortem
Click here to proceed

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

Awendance: Parent Approval Required
was recorded as 'not present’ or 'late’ without approval
Click here for more information

Attendance: Parent Approval Required

was recorded 3z 'not present’ or 'late’ without approval.
Click here for more infermation

Kelly Sports Holiday Program at ENPS.

Kelly Sports is once again holding a Heliday Program at ENPS these Spring school holidays. Please

see the attached brochure and registration form for more information.

Do not send the forms to school - they need to go directly to Kelly Sports as shown on

the notice.
& Kelly Sports Holiday Programme Spring 2014-Plenty Valley.doc

Aug 27th by Donna MCGREGOR

THIS SATURDAY NIGHT!

come aleng and make some new friends
Tickets can be purchased through TryBooking at:

3 hours ago by Karen FUDGE  [See More]

Student Profile:

Click on Student Profile to view;

e Daily schedule

e Details of any upcoming events
e Reports

e School Attendance

The ENPS Hollywood Social Night is this Saturday night from 7.30pmitt Grals some friends and

My News:

All highlighted news, in
yellow, is specific to you and
requires your attention.

e Course/Confirmation

e Event/ Payment

o Attendance Approval

Once these have been
attended to they will
disappear from this screen.

All other newsfeeds such as:

e Newsletter

o PFA Newsletter

¢ School Notices and
information

NB: ENPS does not send
home paper notices.

Favourites:
Quick links to other areas such as:

e Classroom cuisine
e ENPS Calendar of events
e ENPS website

You may see a list of items that require your attention. These items will be highlighted in yellow.
Please ensure all items have been completed. Once you have completed an item it will no longer appear on the front page.
Items that require your attention will only appear on the front page.

1. Course Confirmation/Payment
This section includes School fees and Instrumental Lessons.
Click on the name of the fee to proceed with payment. Complete the payment details and click

“Pay and Finalise” button. If you have set up a payment plan then the payment will disappear.
Please note that consent may still be required in the Event Consent section for excursions and incursions

2. Event Consent/Payment required click on “Click here for more information”.
o This alert notifies you that there are school events such as excursions, incursions or activities that require your
consent. Some (such as sporting events) may also require payment.

e Items requiring you to either provide consent and/or make payment for have a red “Process Now (online)”
button. Click on the “Process Now” button to give consent and pay online or press “Print form” button to print

the form and present the form and payment at the school office.

e Complete the Consent and Payment details as required. Click on Submit details.
o  When you have completed the process, the button changes to a green “Complete (see Details)” button.
e Note: Consent must be given for Excursion/Incursions. Please be aware of any cut off dates. No late

consent/payment will be

accepted online.

3. Attendance Parent Approval Required

To approve any unapproved
absences, tick the boxes which you
wish to approve and then click on
the icon “Parent Approve”.

To approve all of them, tick the
box next to ‘Activity Name’

Dashboard Schedule Attendance Reports

Arrive[Depart

Approvals Unapproved

N

Unapproved (Not Present anta

Start
3105 -
3105 -
3105 -
3105 -
a10% -
< 0230 P
2205 - 1230 P

Activity Name
y:

0230 P
ROOND3 1230 P
ROOMD3 1130 A1
ROOMD3 10:00 Al
RoOMDZ 00:00 A
RoOMDE

ROOMO3

EEEEEEE

Full Record

Finish

305
305
31105
3110
205
2205 -
o0 P

2208

0330 AUt
0130 AUt
1229 AUt
1059 A
0259 414
0230 A1

s

0

Location
RoOM 3
RoOM 3
RoOM 3
ROOM 3
ROOM 3
ROOM 3
ROOM 2

& Pint Unagproved Letter -

Stait
ANk
VANK
VANK
VANK
VANK
VANK
VANK

NB: Each day has 5
teaching sessions.
A full day =5 “Not
Present “ Sessions
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How to Add Parent Approval (Approved Absence/Late)

Please inform the school if your child is going to be absent from school as early as possible on or before the day of the
absence via Compass School Manager.

1. From the Home page select the

relevant Student Profile. Student:
2' SeleCt the Attendance tab' Dashboard Schedule Attendance Reports
3. Select the Approvals tab. s Approvals — S FlRecd
4. Select + Add Parent Approval.

L. School Approvals

5. Select the relevant Start and Finish

d d t < Add Parent Appraval

ates an lmes ¥ s Reason Entered By v Start v Finish Name Location

6, Use the drop dOWn arrow to Se]ect 07/05-09:00 AN 07/05-10:59 AW PChoice-A (Parent) MrR&... - 14/02-08:00 AM  14/02- 0S:00PM  Industrial Action UNASSIGNED
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student absence

7. Click on Save and Accept Pt 7 Campas Sl Mg 0 7553] & Copyigt 212 DU ooy -Vt Pocis

This absence will now be transferred to the class roll as a Parent Approved Absence.

How to Check Event Details after payment has been made

Once an event has been paid, it will disappear from the home page. There are 3 ways to check event details.

1. Select the % favourite icon from the menu.

Student: ——> e Select ‘Event’.
B i i i [ipors [ o Click on the Complete[SeeDetails] icon for further details.

B view 1 [EIEY v Events

Thara are no Chronice entries for this student,
My Chikiren's Upcoming Events
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2 .Under ‘Student Profile’ from the home page.
Upcoming events will be highlighted in the
child’s dashboard.

N 10 THE PAST

Student: 3. Under the ‘Student Profile’ from the homepage,

e select the Schedule Tab. The current week’s
schedule will show. The schedule can be seen either
weekly or monthly. You can jump to other dates to

! | look ahead. Events will be highlighted in green. Click
/ the event to see further details.
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Viewing Payments made with Compass
Click on the Tools icon and select My Payments

Welcome

ey

Welcome

‘Welcome to the Eltham North Primary School Parent Portal.
Use the links listed for each of your children to explore the portal.

‘We ask that you provide electronic contact details such as your mobile
phone and email address, to allow the schoal to keep you up to date
on additions to the portal and school news. This is accessible through
Tools > Update My Details.

‘Welcome to the Eltham North Primary School Parent Portal.
Use the links listed for each of your children to explore the portal.

We ask that you provide electronic contact details such as your mobile
phone and email address, to allow the school to keep you up to date

Compass

My News

PFA Meeting tomorrow

Compass

My News

PFA Mesting tomorrow

The PFA are having a meeting tomorrow at 9.00am in the staff room, the

host the new prep parents for transition merning tea at 10.30.

Please contact Sally Mason 0433169883 if you need further information.
Sally Mason

PFA Pracidant

The PFA are having a meeting tomorrow at 9.00am in the staff room, then PFA members will help

My Account

My Payments

Change My Password

Logout

All past payments made through Compass will appear in this section. If you have made a payment at the office or via

Bpay they will not show here.

Sending your child’s teacher an email

Go into your Student Profile and click on ‘Send email to XXXX Teachers’
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My News
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Send Email

Subject:

f successful d
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Normal
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g 271 by Donna MCGREGOR

All of your child’s teachers will
automatically appear.

If you wish to email another teacher

| x|
Add Recpients 9§ Remave Al
David FOLEY - FOL
Teacher of T3BATTNNIS. x
s GROVES - GROA
Lot GENERAL 024, T2KO) x

Please note: all users in thi
@ denotes users with

ist will receive this email

select the + Add Recipient and
select a different staff member.

Type your message and select ‘Send
Email’.

IMPORTANT:

Please note that all of the teachers
on the list recipient will receive the
email. You must remove any
unwanted teachers from the list
before sending the email by clicking
on the red X to the right of the
name.




