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http://www.compass.education/

The Compass Parent Portal is an online portal
that allows you to access up-to-date information
about our school and your child’s progress.

The portal is accessible via the web and also via the Compass School Manager App (available for download
via the App store on your device).

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

Add Attendance Notes

Communicate with your child’s teachers

Monitor your child’s homework and assessment tasks (Not applicable to WEPS)
View Semester and Progress Reports

Book Parent Teacher Conferences

Consent and Pay for school events

Order school lunches via the Canteen (Not applicable to WEPS)

Make school fee payments

View school news items

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

Please note, some processes detailed in this guide may not be applicable (or in use) at our school. If you have any
guestions regarding your Compass parent portal, please contact the school for assistance.
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Parent Portal
via Web



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 our school’'s Compass site.
This log in information is provided to you by the school.

If you need assistance locating the Compass site link for our school, go to:
schools.compass.education

You will then be able to search for our school and access the link.

Recommended browsers

¢ O
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How to Log in

Greenfields College
Username

|JBELLOOO1

G Sign in with Google

Remember me

Can't access your account?

®

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 have forgotten,
or aren’t sure of your details,
please contact the

school office.

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

To 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 time 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 SMS/email communications and password recovery.

Compass Login Help

Whist iis wour email address or mobile phone number?

WM ywur ol ackdiess wr okl phona tumber & roconded agamst your aecoanl in Compass, we can sond you a pasewerd rosel link or a sonlinmaton cude b eblsn awess e Comeass.

Plugse cemplnte the below resantcha;

AT N TS PRADER: (AR FUM DS O MYy AAAAE AAATESS

Wi take privacy and s security setously Suspicous passmond recovery 3RMERS wil be invesbgated and unauthordsed acCess Mmay reEUR in S0ministratue penalties, civl andior
wriminal charges.

Once 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’.

Next, you will need to change your password

TOUr MEW PASSWOIrd must:
s Mok contain your usermama
= Bk he . paccunrd seeenily ucael by thic anenant
= Be at least eight (B) characters in length
*  Corviin at least one (1) UPPERCASE letter
" COMEE T BEAST ONE (1) IoWercase lEmer
= Currlein at beast one (1) number

v Pazsverd: |
Confam Mew Psssword: | |
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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 components:

© Compass # e
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Welcoms back, julietict

Greenfields College

e e Charlotte BELL

8 Profie tAmendance Scwedde Repors

2 Send emal to Chadotte's teachers

4 Add Artendarice Nate (Aggesred AlsencefLateh

| Wicw Academic Reports

8 Ovder Photos

& Book Farent Student Teaches Conference

B 1 overdue loarming task
®

g‘ Sophie BELL

2 Pretie tAttendance. Scheddde Seports

d Send email 1o Sophie’s teachers.

% Add Actendance Note (tpproved Atrence/Lateh

[% Wiew Acadernic Reports

@ Order Phetos

& Book Paronk Studerit Teacher Conterente

@ Menu options

Across the top of the
screen, 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
email to a teacher or add
an attendance note.

-in Event Inwitations
are 1 opt in evera(s) avalable

Clck bere for mare i sermation.

Course Confirmation/Schoal Paymenits

Course conlemmation and i of schoct plyinents avalable 151 completion.

Click here to prozecd

Payments Centre

i you kriow that paymments car be made theough €ompaass for school fees, evens, and

volurmary cortrbutions?
Click hrore foar maes infoemation

@ VisA | ot

Parent Stud smt Teacher Conference
2022 Parerit Teacher interviews
Cick bere for bokang

Event Consent/Payment Required
There is 1 ewent awaiting your consert andlior payment.
Click here for mare information

Attendance: Astendance Note Required

Charlotte was recoeded as ‘ot present’ or late’ without explanation

Clck hvere for mare infoemation

0~

Amanda GREG
& clays ago

Swimming lesson on Friday

Afternoan PasentsCaregrrs,

© Alerts

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

O Newsfeed

Posts in the Newsfeed
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 Priority, however, will
always show at the top.
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Menu Icons

© Compass @ SO K

#% The Home icon can be clicked at any time to take you back to the Home
Page in Compass.

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

#  The Pencil icon opens the Teaching and Learning menu from which you
can view all the Learning Tasks assigned to your child/children.

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
Resources made available from this menu.

# The Staricon opens the Favourites menu. This contains links to useful
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 detalils.

O :

Tools

My Account

My Filas

My Payments

Wallet
Compassidentity Card
Family & Enrolments
Change My Password
Update My Dietails

Logout
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How To: Add an Attendance
Note for an upcoming Absence

t"'
3 \pielcome back, Jusecte!

- Greenfields College

Opt-In Event Imtations x
There are 1opt in eventish available

ik here fox roes irformason.

Cours

e Chardotte BELL

8 Protie (endance. Sohedule, ot

A Send eral 1o Chariott€’s teachers.

I View Academ Reparts
@ Order Phasos

& Book Pasent Studem Teaches Conference

Y overdue bearning task
B

Paymems
< d and/ ot wvadable for
Click hett hor proceed

Payments Centre
i you know that payments can be made through Compass for schaol fees, events, and
voluntary contrbutons?

Chek have:for mere informanon

! VISA | Nosurcharge

@ Sophie BELL

& Profibe (mendance Shadie Resersy

= Send enall to Sophic’s teachers

I= View Academic Reperts

8 Order Photos

Parent Student Teacher Conference x
2072 Parent Teaches knterviews
Clck here for boaking

Event Consent/Payment Required
There is1 event awaiting your consent anditr payment
Click here for more irfonmasion

Anendance: Attendance Note Required
Chaslotte was recerded a3 ot present oo e’ withaut explanation.

Clck here for more irformation

g* Book Parent Student Teacher Conference My News
Attendance Note Bditor

Mote Detaile . Sy AfVected 5eak

Persan: Chafistte BELL Achlty et eih

resan: [fraer @ reaan.. [* | oo e s mowme wsu A o v A

Details/Comment: OBEMG_02A (Year SEn.. IS0420220951AM  25/04/2022 10:45 AM
OOMATH_00 (Yaar O _  16/04/3022 11:12 AM 26/04/3012 13:00 M
UNHLE_USA (TERM YO IDUSSULE LELS M O/ AL VEID FM
O9MATH O9A (Year 9 26/04202201:58PM  26/04/2022 02:55 PM

Important Notice

In cleking Save', vou understand, certlly and acoent that you &re 8 listed patenUguscdian for Lhis child, andthe
informstion above i comict and this online spproval dees NOT canstitute s medical certificate; and stedents
euruiled in VCE aie required 1 sulanit 3 noedi.al cerifate 0 Ure sclwsl in sddition o tlis sppioval aind aiy
Sennch il A tian nt asPerdivaal misier nf This sl ee ey ol in ademiistatian. Crimingl sedine il sefian

against you (by your registerad schoal, affifisted entities and/or the product issuer).

Sart: 2600402022 3 09:00AM || Ssectapensd. W

Leonsnt 26/0%2022 3 0330PM || Seleatapersd. W

[ A this Attendisncs Not &S Mose than O LE5Cng 82y in lengm, you wil iveed ta submit separate
v

o Add Attachments

Filename

This sttendance note has no attachments.
Drag files here to upload

I

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

To do so, click ‘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’.

(:)Compass ‘ Parent Guide



How To: Add an Attendance
Note for an Unexplained Absence

If your child has been marked Not
Opt- In Event kndtations. . .
Tk vk ol Present without an explanation,
Chch haeres for prces infonmason. . .

you will be required to add an
Attendance Note.

You will see an alert on your

Payments Centre

Did you know that pagments can be made through Compass for school fees, events, and homeSCI’een.
weluntary eontrbutions?

Click here for mere informaton

VISA | osurcharge:

—

Click the alert and it will take you

A SHS—— . — m— to your child’s ‘Unexplained’
e attendance tab where you will see
any sessions listed for which they
@ sonesnn e g o e i ot were marked as Not Present or Late
Cick here for more irfonmazon .
8 Profie (Astendance. Schedde Resos
4 Send emal to Sophie’s teachers
+ Asd
15 View Acaderme Reports.
Student: Charlotte BELL - 09A, Year 9 Select the session (or sessions) that

you are adding a note for and then
click ‘Explain with Attendance
Note’.

This will cause the Attendance Note
screen to pop open.

12/05/2022 12:13 P
06/105/2022 0B:50 AM
C4/04/2022 08:50 AM
VRO 2022 0850 AM
11/03/2022 01:58 PH
DI/OI2022 1213 PM
10/02/2022 08:50 AM

EEFSEEEEE

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.

éCompass ‘ Parent Guide 10
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How To: Consent and Pay for an Event

e Opt-in Event kndeations. ®
W jebcome bk, fulécel There are 1opt in eventlsh available
e Greenfields College ik heve fox mose informason.
Course Confirmation/Schoal Paymemns
Course carfimation and/ or schosl peyments avalable for comgpletion.
e Charbotte BELL ik heve Yo proceed

B Protie (Asterdance, Shadile Repoms
Payments Centre

A Send emnal 1o Charlotne’s teachess wmmmmmumwmmmmmnm

contrbutions?
4 Add Attenvdance Note [Aproved Abiencalate] Click haes for reve informasion
e

[* View Academic Reports @D VisA | Nosuchge

@ Order Phatas

& Book Paen Snusent Teacher Conderarce
Parent Stutient Taaches Conferenca x
2022 Parent Teacher Interviews

B 1overdue bearning task Cick hare for Boaking

@ Sophie BELL

B Profle (s, Sosdts R

i Send emai to Sophie’s teachers
Anendance: Altendance Nots Required

+ Add Artercdance Note (eproves Absencaiase] Chadlotte was recorded a8 ot present oo e witholt explination.

Clck here for more informasion
I= View Acacleme Repans

Agtion Gentre Events Volunteering Payments

FPunnt

Saphis RELE

1 events

¥r 3/4 Camp, Gundiwindi Ledgs )
> Tuesday. December 27th 2022 %:00 am - - .. b S112.50 5
Fricay, December 30th 2022, 430 prm B &L

@ Event information
Description and educative purpose

Gundiwindi Lodge is situated on the border of Wandin North and Silvan, Victoria. lis setting s unique in that it has much natural
bushiand, park-iike landscape and open grazing paddock areas all surrounded by rural and agricultural farms.

When and whara

Location Stort Finilsh

Gundiwindi Lodge {Off Campus) Tuesday, December 27th 2022, 900 am Friday, December 305h 2022, 430 pm
Additisnal detalls

Please Note; - Complete Medical Details or Emergency Gontact Humbers only i they ditfer from details already held on student file- If this event has
a cost and you would ke 1o use your child's CSEF please contact the Money Elves a1 the office.

Dress sode

Full school unifomm
Teansportation

Bus

Thie event can be paid for via Recurring Centribution. Show contribution datee.

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.

(:)Compass ‘ Parent Guide

11



N

How To: Consent and Pay for an Event
(continued)

© Administrative questions

Ara thare any additional medieal ditions, allergles, madicstions or all 3

.9 A braken log, asthinas inhaler dszage incresss, travel slekness, allsrglas, distary requifaments ate

Plesse contaet the school f any permanent/on-going medcation information recuires updsting

Paran { guardian contact detalls

) Contact Details on file

Ms Julietie BELL Mobile: +61408987525

Email: parent@compass education

Please contact the school if any of this contact information requires updating

Contact details on the day (if different from normal)

Next 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 current, 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 they 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.

(:)Compass ‘ Parent Guide
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How To: Consent and Pay for an Event '
(continued)

© Consent and payment method You will then be required to provide

| give permission for Sophie BELL to attend this event. Where the staff member in charge is unable to contact me, or where it is impracticable to contact me, | Consent and payment (please nOte’
authorise the staff member in charge 1o 1) consent to any medical or surgical attention desmed ybya . and 2) ister such first not a” events Wl" requ"-e both It

aid as the staff member in charge judges to b ly necessary. | that thiz is fficial school event and that Sophie BELL will adhere to the

dross coda, as outlined above, and behave in alignmant with the schools code of canduct. | agres to moat any medical oxpances and/or traneport costs incurrod will vary depending on the type of

in the event of sickness or injury. Murther, | agree to meet any tranapert costs should my child be sant home a2 a resul of mishehavicur of inappropriate canduct.
the event set up by the school).

Contact tracing:

Some excursion venues are required to colect cantact detalls and are responsible far manaaing record keeping for contact4racing in line with current public
health ditectives Most wanies an required 10 use alectmnic racond keeping that cnnnacts with an Application Programeming Intarface (AP linked provides or
digital system providod by Services Victoria. The Department of Health has strongly recammended that a cantaet number for each individual student is provided
4 zchaol phone number slone is not cansidered sufficient. Providing cantact details for indrvidunl students will expedite contact tracing 3o that individusls can be
contacted by the Department of Health |f requined. Parents/carers/guardians are advised that, when required, the school will be proviging excursion venues with
contact details for students. The phane number on scheol file for the student will be provided as the nominated contact number. Venues will be collecting student
names and contact phone numbers for a lepitimate purpose and are subject to Victorian privacy laws so will handie the information securely and only retain it for
tha required PR-day periac

To pravide consent, please type your name in full

Juliette Bell

© cConfirm and pay

Payment Method

[ New credit card $112.50

@ Payin full now
. O Payin Recurring Contributions

5555 5555 5555
5555

we use yy.COM &S OUT payment g pateway. In chicking the
relevant *Confirm and Pay” button to the right, you agree for your credit card to be
charged by CompassPay.com an behalf of your schood. You understand that the
amount charged will be the "Tetal Due” or amount indicated to the right. Refunds for
cancelled anline arders will he mads 1o your Campass Ralance regardiess af anginal
methed of payment. Thia payment and us< of this websée is in alignment with the
[ 5555 5555 5555 5555 Compass School Manager terms and conditions of use avoilable at
hapsicompass. edu. au/policy/.

L Juliette Bell

l 0z/13 } [ 999

0 save s card

Action Gentra Voluntos! FPayments Once yOU ha.ve C0m pleted the
, consent/payment, the event will
W ek update to show your child as

‘Attending’.

The ‘Events’ tab will show all

P events, both processed and those

i e o . ;tlll requiring your actlc_)n. To access

e e 1418y s : information on upcoming events
that you have already processed,

Zow Excursion e A

Tuesdny, Movember 190 2022, B0 om Aratmoconam | o R ! C|IC|( the event.

Tursctay, Nrowember 1st 300, 3 55 pm

Sophin BFL1
1 ewents
¥t 34 Camp, Cundivindi Lodge

Tuwsday, Decernier 27Uh 2022, 6.00@m AWRITING o LSNK anid payreenE
Friday, Deoember J0th 2022, 4730 pm

("
W22

C:)COITIPCISS ‘ Parent Guide 13



How To: Opt into
an Optional Event

Course ConfirmationiSchool Payments
Course corfimation and/ of schodl pyments avalable for completion.

9 Chadotie BELL Chck b s priced

R Profie sierdance, Shedde, Reports

Paymants Cantre
d Send emall to Chariatic’s teachen D you know that paymeents can be made through Compass for schaol fees, events. and
VHUNEanY gontributions?

4 Add Attendance Note (pproved Alssencefiae] Chck hete for roee informasan
= View Academic Reports.

! WSA | Mo surcharge

@8 Ovder Phatos

@ Book Pasent Student Teaches Conference
Parent Student Teachas Conference ®
2072 Pavit Teacher Wténaews

B toverdue aming task Click hee for booking

) ; Event Consent/Payment Required
@ Sophie BELL There 5.1 event awaiting your consent andior payment.

G hves fox roee irdosmanon
& Profie tetendance. Schedide feportsh

i3 Sond cmall to Sophic's trachers
Attendance: Attendance Note Required
Crardote was recoeded as ot present’ ce ‘e’ without explanatian.

Clck have for rroee informanon

+  Add Attersdance Nobe (Approved Abuencn/ae]

I* View Academic Reports

Action Cantra Cvents Paymants

Veluntearing

Updiming events

Chiarlatte BELL
1 events
Gutdowr Education Rock 1o Reel

Mesreday, Augies! 151 2072, 800 an amencig sl $0.00 3
Moy Augisd 151 2022390 pin 01/24/2002

@ Sk BELL

¥r 3/4 Camp, Gundiwindi Lodge
Tuesday, Desember 2/Ih 2022 990 am
iy, Desember 30N 2022, 430 pm

$112.50 >

Opt in muents

e Charlcite BF |
Zoo Excursion

Tues day, Novembaer et 2
Tuesday, November 161 2

O R 50.00 >

Z0o0 Excursion
Tuesday, November 1512022, 8:50 am - Tuesday, November 151 2022, 255 pm

:‘* b I

Deseription and educative purpose

Memo enim ipsam voluprarem quia voluptas £ aspernatur aut odit aut fuglt, sed quia consequuniur magni doicres ees qui ratone volupiatem
sequl nesciunt. Neque porma quistuan est, gul dolefemn Ipsum quia dolor Sit amet, consectetur, adipisc viest.

Wi and where
Location Start Finish
City Zoo (Off Campua)

Tuesday, Movember 1a1 2022 8:50 am Tueaday, Novennber 1at 2022, 256 pr

—

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.

(:)Compass ‘ Parent Guide
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How To: Opt in to an Optional Event

(continued)

Mo Gantia Fanis Vinlui sty Prayiiiaits

Event sccepted

Ve b swcrmpited Zon Facursion

) ‘ Upooming events

Upceming Evema ~

g Charlotte BELL
2events
Butdoor Education Rock to Reef

Muonday, August 1st 2022 9:00 am
Menday, August 1st 2022.3:30 pm

o6 Fxcursion
Tuesday, November 1512027, 850 am
Tursilay, Newerobes 150 2072 7 55 pn

Action Centra Fuents Valunteering Payitents

Event avcepted
¥ou have accepted Zoo Excursion

Upcoming eventa

e Chaslotte BELL
2 it

Ugcoming Events w

$0.00 ?
$0.00 H
Sophie BELL
g T meenls
Y34 Camp, Gundiwingl Lodge
Tugsouy December 2 /th 2072, 900 am $112.50 3

Friday, December 30th 2, 430 pm

Opt In events

There are no upcoming opt Inevents

—

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.

®

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
invitation will only be possible if
the maximum attendee limit for
that event has not already been
reached.

(:)Compass ‘ Parent Guide
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How To: Email a Teacher

Opt-in Event Invdeations
There are Topt in eventish available

Chek here for more informason.

+ Add
|7 View Academic Reports

@8 Ovder Phatos

@ Book Parent Student Teacher Conlerence

Senerdue bearning 1ask

rough Compass for school fees, events, and

QSDPNEBEIJ.

B Profie nendunce. Sowadute. Regomsy

Emall subject:

Event Consent/Payment Required
Thare 151 EVRIR SWaSING Yol Cons<mt andir payment.
Click hett fod P irdoarmasan

Ingurt contaxt: i) _E-nummcnm DIA ot Greenfickds Calicge®

P32 notR! 32 WiEh 3 CM3E, There 5 n JDoMLE GUIRNECE of Succoal Golvory.
be'sent using s santce.

agor gty

[0z ul[a.®]| 5

w Aca Auachments

Hame

INEFE 368 1o STAAMELS L dispuay.
Drag filis hara to upload.

Please notes all users in this list will
receive this

email
i} cenos ey with om imalid email

Email subjeet:  Famity Tiip -

Incast eontaxt: (i) /"M Charlatte SELL (BELS00Z), DOA 3t Gosaficka Colige®

Féoasc note: 35 with all cmals, thore 15 no absolute quorantce of zuccewul dobvery,
be sert using this service.

ighty

(87 u|[a @ |[rm |[5][= s][z =

z][z= = = =][m][e]

B..A‘.

Hi Amanda_

Wie will sz away all of July, pluasy Iuiwand @iy

Thanks,
Julisttd

oy winail g

At st

Thize are o dlacmments L upldy.
Tira fiiss bere B0 st

Please note: all users in this list will
this

reeive this email
B s s it e il il

To email your child’s teachers,
click the option listed under the
name on your dashboard.

This will open the email box with all
your child’s teachers pre-loaded as
recipients.

Remove 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.

éCompass ‘ Parent Guide
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How To: View your child’s

Learning Tasks

Opt-In Event Imdtations
There are 1 opt in eventlsh available

Clek here for more infonmason.

A Send ennal o Chazione's teadhers.
+ Asd

" View Academic Reports

@ Order Phasas

& Book Paeit Snusent Teaches Conderaeice

overdue kearning task

e Sophie BELL

8 Profie (mendincs, Sowdle Rezon
3 Send email to Sophie's teachers
+ Add

1= View Acacleme Repants

Student: Charlotte BELL - 09A, Year 9

Reguired
Chadlotte wias recorded 8 ot present’ oo L without explinatian.
Click here for more irformation

v v e Final Semester Grade
Clace Tack | Rapar: Vi

s non o) Class Performance Review Term 2
" Class Task | Report: Xo

09ENG 098 muT3-rhﬂElﬁ'Suhﬂnhn
Closs Task | Report: ¥es

00ENC_ 008 CAT 2 - Macbeth Essay
Class Task | Report: Yes

08ENG_ 058 55500 can 1 - poetry studies
Class 1ask | Heport: Tes

Student: Charlotte BELL - 09A, Year 9

Show Hidden Tasks | Group bycode  Academic vear, | 2022 Academic

Learning Tasks are used to

issue homework, projects and
assignments. They can also be
used to provide assessment and
feedback on work being completed
in class.

To view your child’s tasks, click the
‘Profile’ option for that child on
your dashboard.

This will take you to their profile page.

Click to their ‘Learning Tasks’ tab.
Here you will see their tasks listed.

®

The school may have archived
some past tasks, you can click
‘Show Hidden Tasks’ to have
archived tasks displayed in the list.

éCOmpass ‘ Parent Guide
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How To: View your child’s Learning Tasks
(continued) A

Student: Charlotte BELL - 09A, Year 9 Active Click the title of a task to view the
details and any results/feedback

provided by the teacher.

mmn“mmmm

Show Hidden Tasks  Group bycode  Asaderie Vear: | 2022 Acsdamic )

s ven el Final Semester Grade Due date: No ole dsts .
o Clace Tack | Rapan: Vo< Submittad: | Danding

e aes By Class Performance Review Term 2 Due date: fiv due dats a
Class Task | Report: Ko Submitted: | Pending

09ENG. 09 CAT 3 - Final Essay Submission Dua data: fio cio doto R aQ
Closs Task | Reports Yes Submitted:  Nonding

ooenc. oo [ ial CAT 2 - Macbeth Essay Due date: N dle date A
Class Task | Report: Yes Submitted: © On Time

) e os [Tl CAT 1 - Poetry Studies Due dote: 10/06/Z2 0400 FH a

2 Class 125K | Mepor: Tes SUDMITIEQ: | Hecaned Late

Ay enearmant rnsite i sl Rusliu AFB P RRaR AnA P gt ™ ammiarieal

alate haged, ensume that schools” sssessments amw comparabile
TMEUGNOUTEN® STALe. 1 MVOMES SCUELInG =8¢ 1 SCHOOIE COUTSEMANK SO0 1ar TRSL STUTY TG METCH Ihét [erel 300 £ resd of The
nenhinsel weamnATon AnA AT snaree fae the Y ————
deraion, pless e conlact the sehoel.

Percentage
Letber Grade A

Performance Butstandiog

m

MO TESHONSES have BEBn LNOa0ST YeT

If you have more than one student
at the school and wish to view all
their Learning Tasks collectively, you
can click the pencil icon and select
‘Learning Tasks’.
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How To: Submit your child’s
work for a Learning Task

Student: Charlotte BELL - 09A, Year 9 Active If you are required to assist your
child in submitting work online

ILearning Tasks i i .
—_— e e for a Learning Task, you can do so

z e N mmmn;;”mm Sl i, R by going to their ‘Learning Task’
Categevies +  Assigreard. . i i
T [ s T tab and clicking the title of the
Final Samester Grada Due date: Ko doe cote ) = applicable task. This can be done
Sl = via their student log in, or from
e non ) Class Performance Review Term 2 Due date: ficdue gate i 2 o
Dlass Fisk | et W Submitted: | Pencing within your parent portal.
o SS7) CAT 2 - Macbeth Essay Due date: N cbe date a
Task | Report: ¥es Submitted: © On Time
ssens 0on Bl CAT 1 - Poetry Studies Duc dote: 10/06/22 04.00 PM aQ
Class 1ask | Meport ves SubmITea: Heg2veg Late
e e B When in the task, click ‘Create
Feadback . . ) .
Submission’. If you don’t see this
iy i el option, it means online submission
Due Date: 05/06/2022 04:00 P [+ Create Submission J(

Onlin Submission Enabled: e e, Sibmitied has not been enabled for this task;
Yok bk et v By please contact the teacher for
further assistance.

Essay Assignment 02 Drall Submission

Nerma enim ipsam voluptatem quia voluplas sit aspematur aut odit aul fugh, sed quia

Select the file you want to upload
from your device, it will then show
as a submitted file.

™ Example Assignment

Date Added

4 Assignment.docx

Learning Task - Essay Draft Submission - English
Task Details Feadback

You can click the little disk/arrow
icon next to the file to download it if

File Upload | Submitted on time

Hel Sty Ofuk e - Enghe : at a later date you want to view it.
Duse Date: O5/08/ 2027 04:00 PM = Croate Submission
Online Submission Enabled: Yes Hierame Submated

Assigneent.docx 2604 04:32 P (

Essay Assignment 02 Draht Submigsion

Nerne enim ipsam voluptatem guia voluplas sit aspemnatur aut odit aul fugil, sed quia
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How To: View your child’s Report T

To view your child’s report,
- in Event ldgations . . .
P Tt st click the option under their
here for moee infonmason. .
ki details on your dashboard.

Event Consent/Payment Requised
There i1 event awaiting your consent andir payment.
Click here for more irfonmation

Attendance: Attendance Note Required
o e

Lt with,

ek here for more irformation

¢ Book Parent Student Teacher Conferenice

Student: Charlotte BELL - 09A, Year 9 This will take you to the ‘Reports’
tab of your child’s profile. Here you
will see any available reports listed.

m-um:.—-m-—n-'-m.—-m

Regorting Cycle Schot

Click the blue title of the specific
report you want to access and it
will download as a pdf file to your
device for viewing.

There are no graphs availshie for this Acadernic Year
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How To: Place a Canteen Order
for your child

® Compass & & #

Community

Opt-In Event Invitatians

Conferences Thene are Topt in event(s) «

Bhotos Cliek here for mare informa)

Schoal Dacumantation

fl

Welcome to canteen

From hers you Can Create and Manage your school cameen ooders!

Dasshbroard

Place Crdec

My Orcers.

Current ordar

Chartotse BELL
Ho sitting sebected
£0.00

Grdars roady far purchasa

) Who is the order for?

Figare ceiect tha pereon Wi order |5 intended for,

Chartatia BELL Sophis BELL ~
oo L] Y on &

° Salinet sitting
Dashboard Place Order My Orders
Current arder
© Whois the order for?
Charlotte BELL
€ Select sitiing Weskdy Manu 01/12/2077
$0.00
g Weekly Menu
Standard weekly menu - Orders ready for purchase
Orderieny oul off Thursday, December 15 2022 al 300 AM
Q:
5 [] 7 L] ]
T o )
2
© 2dditems

Course Cn«lkm;ﬁﬂlﬂs(d

If your child has been given access
to the student Compass portal
(generally Secondary students), they
are able to place orders from their
account.

You can also place a canteen order
on their behalf from within your
Compass parent portal. To do so,
go to the people icon at the top of
the portal and select ‘Canteen’.

This will take you to the Canteen
page. Click ‘Get Started’ and you
will be taken to the ordering tab.

On the ‘Place Order’ tab, select the
child you are ordering for and then
click ‘Next’.

Next you will need to select the
date the order is for. Some dates
may have more than one menu
available, for example, there may
be the standard canteen menu and
then perhaps a ‘special’ day, like a
sausage sizzle menu available for
that date. If there is more than one
menu available to order from for the
date you selected, you will need to
select which menu you are ordering
from.

Click ‘Next’ to proceed.

(:)Compass ‘ Parent Guide
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How To: Place a Canteen Order for your child

Dashboard Plic Orded
Current order
© V¥mo is the arder for?
Chiariatie BELL
@ selectsitting Woakly Monu 01/1272022
55.00
© Additerns
Vegan Tacos
Seanch £4.00 (4200 eaen)
i
Mixed lomes
Hot Dog Mest Pie Q £1.00 (53,00 eaen)
S i 1.
e Saur wur and Twenly M —
(Foaar) (Fortiiea i)
Oidérs ready lo7 purchase:
der or ard Oder o + Addimem
53.00 $3.00
Miined lollies Wegan Tacos
sevall bag of lalles Tl tatsds with rriexisan ses
=)
D Brder wime and  carlver
+ Additem
oo o B
=
© Review order
Dashboard Place Ocder
Current order
© Wwho s the order for?
Chalofie BELL
g Select sitting Waskdy Manu ) 1122097 o
$5.00
@ Add ems
Vegan Tacos
Q Review order $4.00 (54 00 each]
1
Vegan Tacos
$4,00 (34.00 each) Mixed Indies
1 $1.00 (57.00 eacr)
1+
Mixed indlies Specialmametions
$1.00 (33,02 eact}
L
Ne onion In1acos -

<)

You will see the menu items listed,
scroll through and click ‘add item’
for each item you want to order for
that date.

You will see the added items show
under the order details. You can
also adjust quantities if needed for
the added items.

When you have finished adding
items, click ‘Proceed to review
order’.

Review the order. You can remove
an item by clicking the cross icon
next to it. You can also add any
additional information in the
available section.

When you are happy with the order,
click ‘Add order’.

(:)Compass ‘ Parent Guide
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How To: Place a Canteen Order for your child
(continued) A\

s ool N o This will add the order to your cart.
e ot DL b adod e o ot % If it is the only order you are placing
P | e at this time, click ‘Confirm and
' pay’. Alternatively, you can proceed
B el to make additional orders for other
SRS ey a2 3 children or other dates and add

$5.00

a @ $5.00 Once all orders are added to your
cart, you will need to click ‘Confirm
L] and pay’ to pay for them in order for
them to be received by the canteen.

them to your cart.

Confirm and pay x Select the card you want to pay
T — — for the order with (or in the card
“Canfien jon 10 righe rese Bl your redit C o c L rlotin .
e 5 4B oA o et i et LS ﬂ ety M 117202 > drop-down, select the option to
e “Tatnl Duin® ar amaunt naiated 15 the sight Mefunds fas cancalled snlme sndisrs will B 4500 . . .
IS8 12 PO CEMESEE FAIINGE FEUIEEE 07 Sl IANCH of DAYTant THIE Buymmenl 1ng add a new card if reqUIred) and click
e of Thia webiibe ia in algrenent with the Compans. School Manager terma and condfiona Tolal dua
of use avallable 31 NADHTEMBEE. 0 B/l $5 00 ‘Process Payment’.

> [ Horw coedit card b ]| "

- raskireacd

5555 5555 5555

5555

| snss ssns nass sany |

Pl Grdr To view any existing upcoming
orders or past orders for your child,
click to the ‘My Orders’ tab.

®

& vounaa s arows If you need to cancel an
upcoming order, you will have
the option to do so when
viewing the order on the ‘My
Orders’ tab provided you
are attempting to cancel the
order before the cancellation
deadline set by the school.
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How To: Top up your child’s
Canteen Balance

Opt-in Event invitations

There are 1 optin eventis) avalable

Click here lor more information.

Course Confirmation/School Paymems

Course conf

and [ ae schoal

abie for completion.

Cick here to proceed

Pagments Contre

Did you know that payments can be made through Compass for schoct fees. events, and

woluritary contribubions?
Clck here for more information

B hea o

-

- I

Tools
My Account
My Files

My Payments

Compassidentity Card
Farnily & Ersciments,
Change My Password
Update My Detalls

Logout

W Atoums

Julietie el
S0100

= |

Saghis BELL
$000

W Pagment mathads
@ Marerne
r— —1 Crpcdit - 4484

(F) Uik s cruit card

©

Charlotie Compass Balance

$0.00

Sol up autemalic top up for Charketies accownt. 3

T iy Charatles Becount nav (ande off) >

W Actouns

Juliwtte Bell
£0.00

Charotte BELL
50.00

Sagihie BELL
k8¢ S0.00

W Pagment methods

p Mastercard
Crodit 4444 >

©

Charlotte Compass Balance
50.00

(@D unka erecit card

So1 L SURSMANE tafs 4 1ar CRAMGMES Sccoud 3

Top up Chariatie's account naw (once off) >

For students using their Compass
Student ID card to place canteen
orders or purchase ad-hoc at the
canteen, parents can top-up the
child’s card balance.

To do so, go to the cog icon in the
top right of your portal and select
‘Wallet’.

On the Wallet page, click the child
whose balance you want to top up.

You will see their existing balance
and two top up options, one to set
up an automatic regular top up and
another for a once-off top up.

®

Before proceeding with any top
up, ensure you have selected
the correct child from the left
hand side list of users whose
balance you want to top up.
You are not able to move funds
between different Compass
Wallets after they have been
added. If you need funds
moved or refunded, please
contact your school office.

To set up a regular automatic top
up, click that option. It will expand
to show the possible selections.

® Compass

‘ Parent Guide
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How To: Top up your child’s Canteen Balance

(continued)

# Ret i automatic top up foc Chadattels accoant

>l Mastercard Creai 4444 v I

Bebect minimum Compass balance 1o tigger automatic topup

$10 $20 $30

Select automaric top up amount

-

$30 $100

Enable automatic tap up for Charkotte’s account

Close

An auomatic ton up will nccar at any fime after your balancs falls
below the minirwum amount ($20) esiected sbove

Tep up Chariotte's account now (onse of) )

#  dutomatic top is enabled for Charlotie’s account v

‘ Maztercard Crogit «w=-1444

Cormpess i3 currently conhigured to sutermatically top up
Chaslone's balance by $40 when EharlosnsCompass balnce

AN GUGMANG 100 Wb wAl GCour ot any time after your batanse folls
beelowe the sminenoim theeshold of $20.

w et autoematic np up for Charitiels acooom

> [ Tep up Charloties sccount now (ence off) ]

l Magtercard Creai « 4441 v ]

Felect an amonnt

$20

Choose the card you want to link
to automatic top-ups.

Set the minimum Compass balance
to trigger the top-up for your child
(i.e. when their balance reaches
$10, a top up payment will trigger).

Then set the top-up amount that
is to occur (i.e. when their balance
reaches $10, top up with a $40
payment).

Once you have made your setting

selections, click ‘Enable automatic
top-up’ and the automated system
for that child’s card will be in place.

If you ever need to remove the
automatic top up, click ‘Automatic
top-up is enabled’ and it will
expand to show the details.

You will then have access to click
the ‘Remove automatic top up’
red button.

To simply do a once off top-up, click
‘Top up account now (once off)’.

It will expand and you can select the
card to be debited and also the top
up amount.

Click ‘Confirm Payment of $ to
account’ to process.

C:)COITIPCISS ‘ Parent Guide
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How To: Book a Teacher Conference

W Wecomeback e
- Greenfields College

e Chardotte BELL

8 Protie (Anterdance, Sthadile, Repomy
A Send ernal 16 ChariotE's teachess.
4+ Add Atterwdance Note [gproved Abencallate]
I° View Academic Reports
@B Order Phatas

& Book Pamnn Snudent Teacher Condersace

B 1overdue bearning task

@ Sophie BELL

B Profie teendince, Sowdla Resses
< Send email to Sophic’s teadhers
+  Add Attendance Note (Aggaowes Absencaiane]

I= View Acaciene Reparts

Opt-In Event Invitations. x

There are 10pt in eventlsh available

Clck here for roee infonmason

Course Confinmation/Schoal Paymems
Course carfimation and/ or schost plyTents avadble for comgletion.
Chek hett 1o procend

Payments Centre
5 you know thaz pagments can be made through Compass for school fees, events, and
voluntary contrbutons?

ik haew o prere irdommanen

! VISA | Nosurhage

Clck heve for more irfonmasion

Anendance: Attendance Nots Regquired
Chalotte was recorded as Hot present’ oo late’ withaut explination.
Click here for more irformasion

Welcome

Welcome to 2022 Parent Teacher Interviews

Welcome Parents and Carers,

Wi are pUnAing eur 2022 Parent Teacher Intervews On Site and Remately, please book through Compass for a
time. Sad ut parspiciatic unde omnis tste natus armor it voluptatem accusantivm doloremgue Budantium,
telam rem .EPEHBITI. Eajue Ipsa quae a2 o inventare veritatis et ENES] architects baatae vitae dicta sunt.

Thank you and we hope o &2 you saon,
Scolt Blackwedl, PST Coordinator

Start Booking MNow

<

Show me How to Baok

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.

(:)Compass ‘ Parent Guide
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How To: Order School Photos

This section is only applicable for participating MSP schools.

Opt-in Event kneations.
There are Vopt in eventlsh available

Cick here for moee irfonmason.

B Profie (Asterddance. Schedule, Aot
= Send email to Charlotin's teachess.
4 Add

I* View Academic Reports

g Book Parent Student Teacher Coolerence

Vervrdhus bewrning 1ask

© Compass # [ »#

Payments Centre
D yyou know that payments can bie made through Compass for school fees, events, and.
Tontrbutions?

Chck hetve S e infonmasan

@D VISA | o s

Parent Stucnt Teaches Conforence
2022 Pasent Teacher iterviews
Click here fox bookirg

A0 Ry
photography

Welcome to MSP Photography

Irrse saeet D yaas you 800 1 o photss fer-

e you comre st an wup of phets packe

QO rorty o qu ..'.:

-

To order your child’s school photos,
click the link on your dashboard.

Alternatively you can click the
people icon at the top of your
screen and select ‘Photos’.

Click into the current year to order
photos.

On the right hand side there is
an option to view past orders if
required.

Add the packs you want to purchase
from the available list to your cart
and then process the payment.

éCOmpass ‘ Parent Guide
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N—

How To: Change your Password ¢

If you need to change your
password, go to the cog icon and
select ‘Change my Password’.

Key in the required information
Change My Password ensuring your new password meets
Your new password must: the set guidelines.

=MoL CONEAIN Your username

» Not be a password recently used by this acoount H ‘ ’

= Contain at least one (1) UPPERCASE |etter
= Contain at least ona (1) lowercasa latter
= Contain at least one (1) number

et
i
i

D
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How To: Update your
Contact Detalls

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’.

Course ConfiemationfSchool Payments
Cour di pay
Click heve to proceed

>

Payments Centre
dy th b ade theough Comyass for school fees, events, and

weluntany contributons]
Click here for mone information

@D VISA | rocmhge

—

Add in your new contact

Welcome to the Greenfields College Parent Portal information. This will trigger a
Please confirm your mabile phone number and emall address(es) below, These notification to the school advising
them of these changes.

details will be used by the school to keep you up to date on school news, upcoming
EVeNts, student absences, fees dug for payment and a range of other information
gervices (depending on the Compass features vour school uses) and they are subject

to approval by School staff,

Ms Juliette BELL
B - 0499 999 999
parent@rompass education

Thase detalls are corract - Procead to Parant Partal

Compass School Manager requests your persenal contact detalls on behatf of your registered educational institution, Detalls such as your
registered educational inctiubion

personal emal address andjor mobile phone number will be used solaly by Uempass School Manager and
for seduxal redateel coommamnicalzms anel mtifications. T s ret comgralsaey B provide Ueese details. Yo e abile (o alkdfupzlale amdfoe renone

these detoits at ony time. JOLF Intornational Pty Ltd (including any affiliated companies) arc not responsiblc for the contont of any mokerial
ErAnSMItEd, We act only 35 3 GaTRwaY 10F O For urtner [pease emall leg pass. B4

29
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The Compass School
Manager App



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.

C:JCompass | Parent Guide



The App Home Page

o Select your child to view their profile

Charlotte

2 @ Events and Payments

You have 1 event requiring action, Click here to proceed

@ Course confirmation

Course confirmation and/or school payments available
for completion. Click here to proceed

@ Payments Centre

Did you know that payments can be made through
Compass for school fees, events, and voluntary
contributions? Click here for more information

3
Latest news

=)

Sorted by most important ¥

a8 0o o O-

When logged in, you will see:

© Profiles

Each of your children who attend the school will appear at the
top of the screen. Click their image to go to their profiles.

Within the profile you can access information pertaining to
your child such as their schedule, learning tasks, attendance
approvals and reports.

O Alerts
Notifications of items that require your action.

€© Newsfeed
Scroll through to view the latest posts from your school.

O shortcuts

The shortcuts button allows you to perform quick actions such as
adding an attendance note or paying for an event.

O More

Gives you access to additional actions — see next page.

(:)Compass ‘ Parent Guide
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The App Home Page
(continued)

Ms Juliette BELL

-
GEI

8)

Y0
Events Volunteering

]
Yq =
Canteen School Fees
oG [
Conference Photo Ordering
Open in Switch Help
Browser Accounts

Settings

About

More

@ Events Consent/payment
Process consent/payment for your child’s upcoming events.

@ Canteen
Place canteen orders for your child.

© Conferences
Allows you to book teacher conferences.

© Switch Accounts

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 use the ‘Switch Accounts’ option at the bottom
of the menu to toggle between your parent account at each
Compass school.

(:)Compass ‘ Parent Guide
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Menu Icons (App)

&

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.

o 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 list 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.

(:)Compass ‘ Parent Guide

34



Compass

www.compass.education


http://www.compass.education/

