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Compass —a guide for parents and families - Attendance

Yeppoon State High School has recently introduced Compass, an all-in-one school management system designed to enhance
communication within our school community. Through Compass, you can easily monitor your child’s attendance and stay informed about
their school engagement. Regular attendance is essential for your child’s academic success and overall development, and Compass

provides a simple and convenient way to support this. It’s as easy as downloading the app to your phone to notify the school of an absence
or view your child’s attendance records.

The following information is designed to help you access Compass and get the most out of your Parent Portal.
A web version of this information can be found at:

https://www.compass.education/guide/#Attendance

https://www.compass.education/support/parent-faq/

Page 2 of 16


https://www.compass.education/guide/#Attendance
https://www.compass.education/support/parent-faq/

Yeppoon SHS | Attendance — Every day counts and the Compass app

What is Compass

What is Compass?

Compass is a school management solution that allows parents and carers to
access up-to-date and meaningful information about your school and your
child's progress. Compass indudes many different features, including the
ability to:

Monitor yous child’s attendance, and enter an explanation for absence or bateness
Communicate with your child’s teachers, and update your family contact details
View your childs timetable and the school calendar

Monitor your child’s hamework and assessment tasks

Download and view your child’s academic reposts

Book parent-teacher conferences

Pay and provide consent for events and school fees

Fonsr school will advise parerts whon sach of these featises becorme svadable for perent use

@ Compass School Manager for Parents.
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How do | access Compass?

How do | access Compass?

Compass is accessible on any modern web browser (Internet Explorer, Firefox,
Chrome, Safari) or by using the Compass iOS or Android apps (continue reading to
learn more about the app including how to use it).

To access the parent portal, you can go to your school’s website and click the Compass
link on their homepage. Alternatively, you can go to where

you can search for our schools direct URL.

To log in you will require your unique family username and password. These details will be provided to you by our school
Upon first login, you will be required to change your password and confim your email address and mobile phone number.
These details may be used by our school for SMS, password recovery and email communication throughout the year.

il N [ Download on the
» GooglePlay | @ App Store
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Compass Apps

Compass Apps

You can download the Compass App on iOS and Android devices,
simply search for Compass School Manager in the store.

Using the app you can:

¢ View the school news feed

* Receive messages from the school

¢ View your child's timetable and the school calendar
¢ View Learning Tasks

* Book parent-teacher conferences

¢ Add Attendance Notes

¢ View academic reports
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The Compass home screen

The home screen provides you with relevant alerts and news, as
well as quick access to your child's profile.

The tools you need to keep track of your
students journey through the school gate
each day

Pravides you with a quick summary of
available options and highlights a

summary of upcoming and overdue tasks.

To access more information click on the
relevant quick link or select Profile to
access detailed information about your
child.

Allows you to access other Compass and
school resources. The Tools icon allows
you to update your contact details and
change your password.

Recent school news items and
information relevant to you. This may
include newsletters, details of upcoming

events.

Customn notifications for iterns that require
your action or attention. These may
include excursion notifications, ordering
options for school photos, absence
notifications, survey, and student report

availability.
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Attendance - entering an attendance note for your child

Attendance

Entering an Attendance Note

From the Compass home screen (or from your student’s profile),

click the Add Attendance Note item.

@ From the Compass home screen (or from your student’s
profile), click the Add Attendance Note item.

@ From the pop-up window

=» Select the reason
=» Enter a brief description of the absence
=» Select the start and finish time

=> Click the ‘Save button

& Profile Aerdunce, Schedude, Report)
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@ Oves Photos
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Note Details
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Reasan. Herbial e
CetabyCamment:  Fealing urwell - haee: a mecdcal appantment tis dtemson

Impartant Notice

Every day counts and the Compass app

What is an Attendance Note?

An Attendance Note is used to explain
when your child is absent or late for school.
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Using the Compass App
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Using the Compass App

@ From the homepage, click on the blue shortcuts button
from the bottom taskbar

@ Click on ‘Submit Attendance Note'

=» Select the reason
=» Enter a brief description of the absence
= Select the start and finish time

=» Click the ‘Save button

Where possible, attendance notes should be entered prior to the absence/lateness occurring,
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SMS Link

-l ® 41 AM

¢ 0O

YOUR SCHOOL

Jimmy is marked absent
as of 9:30 AM. Please
add a note using the link
below, or alternatively
contact the school office
(mpass.co/RxpWkligiB)
- Principal

0]

Add Attendance Note

Dentst

27/04/2022 - 09:00 AM

27/04)2022 - 30 AM

ucied Sossion

Actities
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SMS Link

If your child is marked as absent without prior approval you will
receive a message containing a link. When you follow the link,
you will have the opportunity to explain the absence.

The link will expire after you have clicked it, meaning that it cannot be used to explain
unapproved absences in the future. Instead, you will receive another message containing a

new link, allowing you to repeat the process.
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Attendance Summary

Attendance Summary

Using Compass you can view up-to-the-minute attendance

information for your child.

Notes

This sub-tab provides a list of attendance
explanations for your child. From this tab
you can also add absence notes (both
past and future).

Explain Specific Absences

This sub-tab provides a list of all
unexplained lates and absences from
class. From this tab you can click to
approve specific absences.

Daily Snapshot

Get a live snapshot of the students
whereabouts for the day inc. absences,
custom classes and events, sickbay

entries and early departures.
Attendance Summary

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
itern, hover your mouse over the heading
of interest.
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Using the Compass App
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Using the Compass App

@ From the homepage, click on your child’s profile picture

@ On the Dashboard tab, you can view a summary of your
child's attendance for the day

@ Click on the coloured square under ‘Today’s Attendance
to view your child's attendance in class

When students are marked ‘Not Present'in class this can sit in one of three different

categories. These include:

NP SchiNot present in class and is explained by a schoal related activity.
NP PamtMot present in class and is explained by a parent approval.
NP Unap Not present in class with no explanation entered.
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Student profile
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Resetting my compass password

How do | reset my password? -

Need help resetting your password? No worries at all! Feel free to contact your school for assistance, or, alternatively:

1. Select Can't Access Your Account? (web) or Forgot Password? (mobile app), on your school's Compass login page. This should redirect you to our Compass Login Help page.

2. Fillin your username in the space provided and click Continue. This should take you through to a new page, that will ask you for your email address or phone number.

Compass Login Help

What I8 your Compass usemame (if you know 17

3. Fillin your email address to receive a password reset link via email. Or, fill in your phone number to receive a confirmation code via SMS.

4. Complete the reCAPTCHA, then select Continue.

5. After you have received your email or SMS, either follow the provided confirmation link (for email), or fill in your temporary confirmation code (for SMS).
6. Update your password as desired.

Friendly Note: Please make sure that your email address and mobile number are kept up-to-date within Compass, otherwise this confirmation SMS or email may not send.
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Updating my password

How do | update my password through the Compass Portal? -

Parent passwords can be updated at any time within Compass. To do this:
1. Login to your account and click on the Cog Icon in the top right-hand corner of your page.

2. Select Change My Password. This will redirect you to our nifty reset password page.

3 wrAifred ABBOTT | £33

Tools

My Account

My Files

My Payments

My Compassldentity Card
Family & Enrolments
Change My Password
Update My Details
Logout

3. Update your password as desired, and press Save, to complete the process.

Change My Password

st eight (8] charachers n length
at lnaxt cme (1] UPPERCASE Intter
. at least ome (1] lowersase ketter
* Coman at least ome (1] numBer

L —
b PasEw
Confim Maw Parwar:

e

Friendly Note: At some schools, both parents may log into Compass using the same account. If this is the case for you, please don't forget to keep your partner in-the-loop, should
st ds s £s to your login details.

.- Snipping Tool
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I’ve forgotten my username

What do | do if | have forgotten my username? -

Hey, it happens! If you'e looking for a quick memory refresh, simply contact your school for assistance.
Alternatively, if you would like to confirm your username, and reset your password within Compass (two birds, one stone),
1. Select Can't Access Your Account? (web) or Forgot Password? (mobile app), on your school’s Compass login page. This should redirect you to our Compass Login Help page.

2. Click on the ‘I don't know my username'link.

Compass Login Help
What is your Compass username (if you know it)?

n 2

don know iy usamame

‘e take privacy and user secunty sanously. Suspicicus password recavery
attempis will be ivastigated and unauthonsed aocess may rasult in
adminisirative panalies, civl andlor criminal charges

3. Follow the Steps 3-6 outlined under ‘How do | reset my password', to reset your password.

4. Click on your name in the top right-hand corner. This will take you to your Compass Profile. View your username under the Dashboard tab.
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How do | set up a Pin/FacelD

How do | set up a PIN/ Biometric (FacelD/Fingerprint) on my app?

1. If you would like to set up a PIN/ Biometric on the app, go to the hamburger menu and go to Settings

2. Select App security

3. Choose PIN to set up a 4-digit number or Biometric to set up your fingerprint or Face ID.
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