
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 

PARENT LOUNGE 

USER GUIDE 



1 

 

 

 

 

 

 

 

My Username 

 

        

 

My Password 

 

        
 

 

 

 

 

My Notes:           

            

            

               



2 

Contents 
 

Contents 
1.  Introduction ................................................................................................................... 3 

1.1 Logging In ............................................................................................................... 3 

1.2 Passwords .............................................................................................................. 4 

2  Sections of the Parent Lounge ...................................................................................... 5 

2.1 The Parent Lounge Home Dashboard..................................................................... 5 

2.1.1 Tours and Excursions ............................................................................................ 7 

2.1.2 Tours and Excursions - Review and Verification of Medical Details ....................... 7 

2.1.3 Parent Teacher Interviews ..................................................................................... 8 

2.2 Parent Details ......................................................................................................... 8 

2.3 Student Details ....................................................................................................... 9 

2.3.1 Student Details - Attendance ................................................................................. 9 

2.3.2 Student Details - General Details ........................................................................... 9 

2.3.3 Student Details - Illness Details............................................................................ 10 

2.3.4 Student Details - Medical Details ......................................................................... 10 

2.3.5 Student Details - Medical Notes ........................................................................... 11 

2.3.6 Student Details - How to Check Medical, Dietary and Swimming Ability Details ... 11 

2.3.7 Student Details - Student Timetable ..................................................................... 11 

2.4  Make a School Account Payment ............................................................................ 13 

2.5  School Calendar ...................................................................................................... 14 

2.6  School Links ............................................................................................................ 14 

 

  



3 

1.  Introduction 

1.1 Logging In 
Go to the School website www.cvas.nsw.edu.au and select the “Login” link from the top 
right hand side. Select the Parent Lounge hyperlink which will take you to the log in page. 
 

  
 
Log in with the username and password that was provided by the school. For security 
reasons, please change your password when you log in for the first time by clicking on the 
Change Password link on the Parent Details drop down menu. We recommend writing down 
your password somewhere secure. 
 
 
Username: Your username is your Parent Code/Account Number. It is a five digit code 
beginning with 1, such as 10001. 
 

 
 

In the near future your fee invoices will show your account number in the top right hand side 
of the Account Statement. If you do not have access to your bill, you will need to come into 
the School Office with identification in order to retrieve your username. 

http://www.cvas.nsw.edu.au/
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1.2 Passwords 
If you are not sure of your password you can press the forgotten password link on the top 
right hand side of the login window. You will need both your parent code and your email 
address. Please note that your email address must match what is in our system (to keep 
your account secure). 
 
The email with instructions for your new password will come from 
parentlounge@cvas.nsw.edu.au (please make sure that this is in your safe senders list). 
 
 

 
 

  

mailto:parentlounge@cvas.nsw.edu.au
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2  Sections of the Parent Lounge 
 

2.1 The Parent Lounge Home Dashboard 
 

 
 
The Parent Lounge Home Dashboard - Quick Links Menu: 
 
The Parent Lounge Home Dashboard is the first screen after login and is also viewable by 
clicking the School Logo in the top left hand corner. 
 
On the left-hand side of the screen is the Quick Links menu. Here you will see a welcome 
message and other important information. 
 
From this menu you can access: 
 

➔ The School Calendar Events (also accessible from our website) 
➔ Your student’s upcoming Tours and Excursions 
➔ Your student’s Curricular Activities that are due 
➔ Your student’s Academic Reports 
➔ Bookings for Parent Teacher Interviews, when available 
➔ Your student’s assigned homework 
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The Parent Lounge Home Dashboard - Top Bar Menu 
 

 
 
Parent Details: On this tab you can view your address details stored in our database. We 
encourage you to keep your details in this section up-to-date. You can also change your 
Parent Lounge password. 
 
Student Details: View your child’s: 
 

➔ Academic Reports 
➔ Attendance 
➔ General Details 
➔ Homework 
➔ Class Teacher Emails 
➔ Emergency Contacts 
➔ Medical Details 
➔ Student Timetable 

 
School Calendar: View the full School Calendar. 
 
Make a Payment: Make a Payment allows parents to pay the School Fees or to check the 
balance of the account online in a secure environment. Tours can also be paid for via this 
portal. 
 
School Links: Currently links to canteen price lists are available. More links to other 
resources will be added in future. 
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2.1.1 Tours and Excursions 
 
From the Dashboard, if your student has been enrolled in any excursions, their name will 
appear in Tours and Excursions accessible from the homepage. 
 
Click the tour or excursion that you want to accept and pay for. 
 
Review the invited tour description, dates, teachers and terms and conditions and if you 
agree to the terms, click the Accept and Verify boxes before saving accepted. It is important 
that the Accept and Verify boxes are ticked before proceeding to the Accept/Decline drop 
down on the right hand side of the screen. 
 
Please note: For tours and excursions that are listed as $0.00, you will just need to accept. 
However, for tours with a costing, you will then need to proceed to payment using the 
Westpac Bank Payway Facility - the same facility that is used to pay School Fees via the 
Parent Lounge. Please note that, unlike School Fees, you cannot change the payment 
amount for Tours and Excursions. 
 

 
 

2.1.2 Tours and Excursions - Review and Verification of Medical Details 
 
Current student medical information details are required to be verified in the Tours and 
Excursion online acceptance section of the Parent Lounge. This will mean that as well as 
viewing and accepting the Terms and Conditions, parents will also review and verify medical 
needs for their student. 

 
Should you need to update medical details after opening the “Verify” box in the Tour, click 
“Cancel” and proceed to the Student Details tab and click on “Medical Details” on the 
dropdown. 
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2.1.3 Parent Teacher Interviews 
 
If a parent teacher interview conference is open to parents there will be a notification icon 
number in the menu next to Parent Teacher Interviews. Click on this menu then click on the 
Book Now button to launch the parent teacher interview conference that is open. 

A list of teachers appear that are holding parent teacher interviews. Choose a teacher from 
the list and click Book an appointment. 

 
Choose a suitable time and click confirm. 

 

2.2 Parent Details 
Parent Details will display the current parent contact details. From this screen you will be 
able to update your contact details. 
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2.3 Student Details 
Student Details for Clarence Valley Anglican School will list your student’s information at the 
school. 
 

2.3.1 Student Details - Attendance 
 
Select the Year you want to search and then optionally the Absence Type to generate a 
report of your student’s attendance at Clarence Valley Anglican School. You can then print a 
copy of the Student Attendance Report. 
 

 
 
Below is an example of a Student Attendance Report 

 

2.3.2 Student Details - General Details 
 
General Details provides the basic information about the student including Student 
Code/Tutor Group and School House. 
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2.3.3 Student Details - Illness Details  

 
 
Illness Details provides information regarding visits to the School’s First Aid Room. 

2.3.4 Student Details - Medical Details 
 
Medical Details will give access to Emergency Contacts and details of any medical 
conditions that have been given to the school.  
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2.3.5 Student Details - Medical Notes 
 
For students with severe medical conditions, this will show notes on procedures to be 
followed in the case of an emergency and/or instructions regarding the administering of 
prescription medication. 
 

2.3.6 Student Details - How to Check Medical, Dietary and Swimming 
Ability Details 
 
On the Home screen click on the Student Details portal and choose Medical Details from the 
dropdown. 
 
You will be able to update or add information such as Medicare information, medicines, 
dietary requirements and medical conditions. You will also be able to update your child’s 
swimming levels. It is vitally important that we have correct information and parents will be 
asked to re-check and confirm this information each time their student is participating in an 
overnight excursion. 
 
If you are unsure of something, or would like to provide us with further information, please 
click on the “Email Medical Contact” in the top right hand corner of the page and one of our 
staff will contact you. 

2.3.7 Student Details - Student Timetable 
 
Student Timetable allows the parent to see information on their student’s current timetable. 
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Parents can also choose to see a Detailed Student Timetable: 
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2.4  Make a School Account Payment 
 

 
 
If you are listed as the billing contact, you will see this item and will be able to review the 
current balance of your account. From here, you will be able to apply full or partial payments 
to your account. If you would like to make automatic recurring direct debit payments, this will 
need to be organised through the Accounts Office (accounts@cvas.nsw.edu.au) 
 
To make a payment, click Proceed to Payment. 
 
Confirm the amount and then press Proceed to Payment again. 
 
Confirm the amount again and then press Pay Now. 
 
Fill out the secure Westpac Bank PayWay Form and follow the prompts by pressing Next 
and then confirming the payment by entering the requested security code. You will receive a 
receipt by email, if requested. 

  

mailto:accounts@cvas.nsw.edu.au
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2.5  School Calendar 
 
Here you will see a detailed listing of the School calendar. Press the Previous Month and 
Next Month buttons to navigate. Click on an event to find out more information and to access 
attachments such as permission notes.  
 

 

2.6  School Links 
 
Here you will find links to school publications such as canteen price lists and other resources 
for parents. 
 
 
Need more help? 
 
Please email our Administration Team at enquiries@cvas.nsw.edu.au, phone us on 
02 6642 2011 or drop in anytime and our staff will be very happy to help. 
 

mailto:enquiries@cvas.nsw.edu.au
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