INSTRUCTIONS FOR PARENTS TO ACCESS COMPASS EMAILS

Log into COMPASS and from your Home Page, go to your child’s profile:

Cannot Open Page Gww facebook.com Favaurites 2 Home | Compass

Compass

Use the links lisled for each of yguf children to explore the portal

Please keep your mobile pho#é number and emall address up lo date
(Tools > Update My Deig#€) The school will use this to contacl you
regarding attendancg/events. news and more,

Frofile (Aftendance. Schedule, Rapors)

Send email to - teachors

Add Attendance Note/Approval (Approved
Absence/Lale)
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Once on your child's page, select ‘email’

Student:

Dashboard Schedule Learning Tasks Attendance Reports Ani

Monday, 13 November 2017

8am




Once you are in the email section, complete the subject and message.
Then add the recipient for the email (the class

Send Email
Email subject:

Insert context: i < Add Reciplents 3§ Remave All

Then send your message by clicking on the ‘send’ button at the bottom of the paie




APPROVING AN ABSENCE OR LATE ARRIVAL

If your child has any absences or late arrivals that have not been approved by you, these will appear under My News. Click on the link for more information to open

and view these.
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Attendance: Attendance Note/Mpproval Required
was recorded as ‘notgesent’ or ‘late’ without explanation
Click here for more information

Review the absence(s) and/or late arrival(s) and tick the box beside each event that you approve. Then click the Explain with Note/Approval button.
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.f,‘g Explain with Note/appraoval
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Net Presant/Late: Unexplained
£, explain witn Hote/approval _# Print Unexplained Letter +
Start Finigh Pd Location Staff Status

20/04/2016 03:00 AM 20/04/2016 01:20 PM 1 MNLS P2ap0 Not Present

Choose a reason for the absence/late arrival from the drop down arrow. Then click save.
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AUTHORISING A FUTURE ABSENCE

To enter parent approval for a future absence such as a family holiday, a medical appointment, etc. go to the Family Home Page and click on Add Attendance
Note/Approval (Approved Absence/Late).
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Note/Approval
was recorded as ‘'not present’ or ‘late’ without explanation,
Chick here for more information

There are no news items.

Note/Approval Details
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Important Notice

| Inchcking Save’ you ugRlerstand, centify and accept That you are  fisted parent/guardian for this
chilch and the information above i3 correct: ang this onling approval does NOT constitute a mecical
certificate: and students enrciled m VCE are required 10 submit a medical centificate to the schoct in
addition to this apprfval and any fraudulent action o intentional misuse of this feature may result in
administrative il and/or avil action against you (by your registered school, atihated entities
andjer the producf issuer)
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