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A Parent's Guide to Compass 

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  

• View Semester and Progress Reports  

• Book Parent Teacher Conferences  

• Consent and Pay for school events  

• Order school lunches via the Canteen  

• 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 college. If you have 
any questions regarding your Compass parent portal, please contact the school for assistance. 

 

Parent Portal via Web Browser  

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. 

 

How to Log in 

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.  
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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. 

 

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’. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637780/970e030e4690aa2785c7334a0ba9/Screenshot+2025-11-28+at+8_28_25%E2%80%AFam.png?expires=1770345900&signature=64bc07312a4b3a4febcb4cf01f50decc2298de352335b9fc79838d629891e2a5&req=0tNswl%2FyrHsp0xr0v9tnoSuk6DOMtCqjeuvx5M5%2Bhl8gEqSpDPfL%2FyTeA%2FHV%0AsNDHJ1V2DVmXB5k%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637791/84e195e9fc20eb4b631abe3d2a81/Screenshot+2025-11-28+at+8_29_35%E2%80%AFam.png?expires=1770345900&signature=58114ba7da9e9f078de32ed0c454747bbae2f716d767e87965d64b74778e8188&req=0tNswl%2FzrXsp0xr0v9tnofO1RniqVo6%2BCM%2Bg7e3MTqvamCuX%2BYTQt0Xbv8F6%0AxblDYf%2FwmwWyApI%3D%0A
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*Tip! 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 college office. 

The Home Page 

When you log in, you will be taken to the Home Page, which is made up of the following components: 

 

1: 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. 

2: 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. 

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

4: 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. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637799/217f38f759d82671ad68312c8832/Screenshot+2025-11-28+at+8_31_25%E2%80%AFam.png?expires=1770345900&signature=032dd1edcd383182f80a8e00d7ce7dc18aa47c35f4af65a3448942e90ee2ff8c&req=0tNswl%2FzpXsp0xr0v9tnoWnM0FdpI%2Fr%2BOK76GAVOdpbizkDVs3y%2BwB6wo8p9%0AUj%2B8wlppGu4PcTU%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637802/3c874d2c1d2a93933f94116e8ac0/Screenshot+2025-11-28+at+8_33_01%E2%80%AFam.png?expires=1770345900&signature=bddf260895619464c6c3f0dd35fc2ef4860a365b2c98798cc9207cad392e7f2f&req=0tNswlD6rnsp0xr0v9tnoTtkZUX2l0PeDkirPREJDuxem2XpcTOJXybxen4q%0A31sljOk7eoCAb6E%3D%0A
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Menu Icons 

 

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 Star icon 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 details. 

 

 

 

How To: Add an Attendance Note for an upcoming Absence 

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)’. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637882/6bf75141369d2e10a8bbb49b6107/Screenshot+2025-11-28+at+8_54_25%E2%80%AFam.png?expires=1770345900&signature=9f161d8996734a6798e6fd7d12b318b5e3787eb474811698416f797baaf12019&req=0tNswlDyrnsp0xr0v9tnoX9MkqLTubMXPMOTsmiqOv%2BqfEKQd2ei5gCrMuAQ%0A6bYCLN5jemJJUoA%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637882/6bf75141369d2e10a8bbb49b6107/Screenshot+2025-11-28+at+8_54_25%E2%80%AFam.png?expires=1770345900&signature=9f161d8996734a6798e6fd7d12b318b5e3787eb474811698416f797baaf12019&req=0tNswlDyrnsp0xr0v9tnoX9MkqLTubMXPMOTsmiqOv%2BqfEKQd2ei5gCrMuAQ%0A6bYCLN5jemJJUoA%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637808/c3e220ed5f638ef237fa9af3ae2e/Screenshot+2025-11-28+at+8_34_31%E2%80%AFam.png?expires=1770345900&signature=72b52a5270cb50e7749dc4bc2456470ed91fd41dfbfe94779071a3940b70b1d5&req=0tNswlD6pHsp0xr0v9tnoftCCPCBGzoG%2BZau3%2BYK%2BXCPREo1GwnNK1P36wDI%0APImdnFL9XYvgdx4%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637882/6bf75141369d2e10a8bbb49b6107/Screenshot+2025-11-28+at+8_54_25%E2%80%AFam.png?expires=1770345900&signature=9f161d8996734a6798e6fd7d12b318b5e3787eb474811698416f797baaf12019&req=0tNswlDyrnsp0xr0v9tnoX9MkqLTubMXPMOTsmiqOv%2BqfEKQd2ei5gCrMuAQ%0A6bYCLN5jemJJUoA%3D%0A
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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’ 

 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637890/d3aef3f3bc75457cd2408e2cd298/Screenshot+2025-11-28+at+8_55_09%E2%80%AFam.png?expires=1770345900&signature=1c68b51da2c6ae74817cbaf5764b51e54d523e7b8e2c079ccfe183db9dceb97f&req=0tNswlDzrHsp0xr0v9tnoYTJyZMlc6R%2BeaSH%2BGLgxuDrEzKKn7vI9Od5Yq%2Bq%0ADcG5p1q8X%2Bi3AEI%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637891/c6b0fae429314c53900000796c52/Screenshot+2025-11-28+at+8_55_51%E2%80%AFam.png?expires=1770345900&signature=3e58021ba88652f6e5f3bbd4ead778f4a385b53962bfe5a34faa8e33ad029d2d&req=0tNswlDzrXsp0xr0v9tnoZOKr5LvHa6Ha%2BJ9aw9sNBR%2F76GQb%2Bma4NNKnLGd%0Ah4%2Br4HKcdlN%2BZLI%3D%0A
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How To: Add an Attendance Note for an Unexplained Absence 

If your child has been marked Not Present without an explanation, you will be required to add an Attendance 
Note. You will see an alert on your Home Screen. Click the alert and it will take you to your child’s ‘Unexplained’ 
attendance tab where you will see any sessions listed for which they were marked as Not Present or Late.  

 

 

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. 

 

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. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2637906/faf832225232503dcf14759c26ce/Screenshot+2025-11-28+at+8_59_29%E2%80%AFam.png?expires=1770345900&signature=2d5bc888e8ce94bdd344f4b85cab7fa22d1df45a272eaefac2728a157056e3c2&req=0tNswlH6qnsp0xr0v9tnoYSOJlGPt87vPmSOFcGowY0meF03%2BrHPFnBnCc9p%0A%2BkEYf6JIzuh5qR4%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2638853/abf2348e7d03e706f70a4589df67/Screenshot+2025-11-28+at+11_01_36%E2%80%AFam.png?expires=1770345900&signature=b6ecdb1a92cad07e36d08baa0ecd533d7e3631c6f31bccf78f78259bbde49ed5&req=0tNszVD%2Fr3sp0xr0v9tnoWLzZpFmD6N2ac724TcJzJF1av49ZtcFv%2FXsgkwX%0AvCpYy2hOGHRIRK8%3D%0A
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How To: Consent and Pay for an Event 

If your child has an upcoming event that requires your consent and/or payment, you will see an alert on your 
home screen. 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. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2638919/918b42dd143d0840e2800a7b17e1/Screenshot+2025-11-28+at+11_07_45%E2%80%AFam.png?expires=1770345900&signature=2d7eee6fb87b984660aa3d3bbafd1614733633337e142e5757e5ed06ad0e466f&req=0tNszVH7pXsp0xr0v9tnoSM07xfAq%2BnNhtD%2FgF6DSMT78QM6fj9u5ANYWpWk%0A2yvsNs1Z3vyZYTo%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2638923/0fc16abae7f9a1cd0b044b37937a/Screenshot+2025-11-28+at+11_08_16%E2%80%AFam.png?expires=1770345900&signature=0e38827865f151de27120a08c9f6d28bcf5828851334858ea5af860b1eb3dcab&req=0tNszVH4r3sp0xr0v9tnob7asTh1cOIhx4v8pkKhARm9by6kjVJU1ylKvJa8%0ABuI0BRPsjYN5R8A%3D%0A
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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.  

 

You will then be required to provide consent and payment (please note, not all events will require both, it will 
vary depending on the type of the event set up by the school). 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2638930/6e7b9a8257281a566677fd060f2b/Screenshot+2025-11-28+at+11_08_57%E2%80%AFam.png?expires=1770345900&signature=aaf1d65b15317c81de7b1c13ce9029c5ba72243f1962e4508fd299411d088053&req=0tNszVH5rHsp0xr0v9tnoZiHttAIG5nPchMWUuBsEolK6y6f7lFZwctetgJi%0Akj%2FynjFRisT7G3I%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2638943/f01c48de790cbc3e63f75f833b80/Screenshot+2025-11-28+at+11_09_55%E2%80%AFam.png?expires=1770345900&signature=9913b41b559dcbf6934056bb18e91376c8db5de14a90dbf15392abe4312d1e2a&req=0tNszVH%2Br3sp0xr0v9tnoRlk1yLSPjXlnJFdxFjcdtQcdOxxrC%2FPh56Jg5zt%0A%2FxfTVkXs2M5rLJc%3D%0A
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How To: Opt into an Optional Event 

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. 

 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639001/60405a0596ca28b85e20bab1a01d/Screenshot+2025-11-28+at+11_19_42%E2%80%AFam.png?expires=1770345900&signature=4f0ff851ac60c968f6f51490c4999f8c069ac05a38236043105d70b0a674f5af&req=0tNszFj6rXsp0xr0v9tnofLXN5agE88DNOjX9RSZf0eEB6i%2FcHp%2FNkRnmLuc%0AQ26phcsilw0Inak%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639019/ef86c41b8cb03442378caf905753/Screenshot+2025-11-28+at+11_23_43%E2%80%AFam.png?expires=1770345900&signature=0c8ecfe5b3af584e20ecc0f812f71845dfceb19e2f063dc30be527abd97a7a92&req=0tNszFj7pXsp0xr0v9tnoSe5T8bwSr9mKgr5C4xvS%2FdmDgWfJ2Jehxhos0iw%0AqYhUMLZ9jGIppfA%3D%0A
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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. 

 

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). 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639029/050ceeb9efacf875a95c3bafd9db/Screenshot+2025-11-28+at+11_24_32%E2%80%AFam.png?expires=1770345900&signature=83aa7233d5a46c0b854b12a109ce9f1f645f4fca79fa71727a85e93292851bae&req=0tNszFj4pXsp0xr0v9tnoW6YtAgUCuLgyvX%2F7ns0z3Lb96VIkMgUX%2FjElCU9%0Ax0D%2BYCaTkt2DqmA%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639030/17f965b0f2f62c007a3289f54af4/Screenshot+2025-11-28+at+11_25_00%E2%80%AFam.png?expires=1770345900&signature=e0d3266d00a2853c31b96909baca2b1bf50352bb3fe986a553c763d542d4a0c0&req=0tNszFj5rHsp0xr0v9tnoVmw79Vx8C7L%2FMr7k6V7oq6ncjhPdGTgX2DzjusB%0AXtA8wji%2F5i0N4dQ%3D%0A
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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. 

 

How To: Email a Teacher 

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

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639044/5b33845bc5752c9ecb460e1ad0a6/Screenshot+2025-11-28+at+11_27_41%E2%80%AFam.png?expires=1770345900&signature=52769b4acbe2dddb5c8a6b42cbdf44a28deb443ae3a51d04770d27a68d8d8e3a&req=0tNszFj%2BqHsp0xr0v9tnoaEDFlmxnk%2FIk8v2GaJHsZs2i4ZE27hg%2Byl3GKP7%0As4TTFBRW5RmZyjo%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639044/5b33845bc5752c9ecb460e1ad0a6/Screenshot+2025-11-28+at+11_27_41%E2%80%AFam.png?expires=1770345900&signature=52769b4acbe2dddb5c8a6b42cbdf44a28deb443ae3a51d04770d27a68d8d8e3a&req=0tNszFj%2BqHsp0xr0v9tnoaEDFlmxnk%2FIk8v2GaJHsZs2i4ZE27hg%2Byl3GKP7%0As4TTFBRW5RmZyjo%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639044/5b33845bc5752c9ecb460e1ad0a6/Screenshot+2025-11-28+at+11_27_41%E2%80%AFam.png?expires=1770345900&signature=52769b4acbe2dddb5c8a6b42cbdf44a28deb443ae3a51d04770d27a68d8d8e3a&req=0tNszFj%2BqHsp0xr0v9tnoaEDFlmxnk%2FIk8v2GaJHsZs2i4ZE27hg%2Byl3GKP7%0As4TTFBRW5RmZyjo%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639126/df8685bf7ed613bda86528e564eb/Screenshot+2025-11-28+at+11_37_17%E2%80%AFam.png?expires=1770345900&signature=30ec3fe3963b2d3e7383bb280a2581a69e82874363be20e55806a196064d2325&req=0tNszFn4qnsp0xr0v9tnoXcE6lZj1yEnkFUvgDWtSQ%2F616foJKV82dv4jzv8%0Aqn9cmys%2FlyPF5WM%3D%0A
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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. 

 

 

 

 

 

 

 

  

How To: View your child’s Learning Tasks 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639167/7817f26913b30add93b2f97d7bb7/Screenshot+2025-11-28+at+11_42_29%E2%80%AFam.png?expires=1770345900&signature=a4aecb2ac66a32c22956c15e9934d37ba4fa99fa3dd0593f8625e10de2f34ac0&req=0tNszFn8q3sp0xr0v9tnoQ0GLfXnkEqW8Dj%2FDAipSxTRNr%2B33IVnPbmK8IXG%0Aqg5NJEHWBsHCU%2B0%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639172/7592113460f4c7032333a9182991/Screenshot+2025-11-28+at+11_43_06%E2%80%AFam.png?expires=1770345900&signature=1caaa0f88712f5df809ac7c6d51a5c2deb3c30e96e1e2869cd4b6a2bcef6edb6&req=0tNszFn9rnsp0xr0v9tnoT%2BGDGNqD89gsesU1Ez8O61qD1JPdzXlcVFGKssC%0A5Mv517Q%2BUCCy3v4%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639178/60eae0c6fbccd3c302cd2bbc534d/Screenshot+2025-11-28+at+11_44_07%E2%80%AFam.png?expires=1770345900&signature=af5d101caeb5c72c8c136d49ef3296915d8db81d18d48bd3a91994f4eb21f741&req=0tNszFn9pHsp0xr0v9tnoR95WpQjScgggthXMVcbyPE6%2FNQ6c6%2FIXLm2TEWi%0ABRLm90GlNDmLSmE%3D%0A
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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. 

 

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

Click the title of a task to view the details and any results/feedback provided by the teacher. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639187/9229df69dd5fa7e74ef4452f0d8a/Screenshot+2025-11-28+at+11_44_51%E2%80%AFam.png?expires=1770345900&signature=4ddb1dc614ee663c28eb3253ed2fe084d221826f62b1519846e626604c93d907&req=0tNszFnyq3sp0xr0v9tnoc4iq36eXEGo6ALUWwDo9RxJu5mPrOJc9KEOP72G%0AzQ1RaZgv7o%2B0G0I%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639206/5e73faf85aea735d19d98f6add7b/Screenshot+2025-11-28+at+11_50_10%E2%80%AFam.png?expires=1770345900&signature=e4ca44feb61132efdbb91962219b05b111e75afef096a845f9f0e5cecaf01273&req=0tNszFr6qnsp0xr0v9tnoZXgj6L%2F%2FWZuvkkGyiwy62Hen2sG%2BVPsm4eVaati%0AiOunLU4yjVvNaho%3D%0A
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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’. 

 

How To: Submit your child’s work for a Learning Task 

If you are required to assist your child in submitting work online for a Learning Task, you can do so by going to 
their ‘Learning Task’ tab and clicking the title of the applicable task. This can be done via their student log in, or 
from within your parent portal. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639220/c3ca4cab90351a6508f8f672fde8/Screenshot+2025-11-28+at+11_51_01%E2%80%AFam.png?expires=1770345900&signature=8d4f657fc4ecdde89f843d20afc32c4af0c56188b286648715308309b6f361ce&req=0tNszFr4rHsp0xr0v9tnoZXi0H6J97vTGNDluw8p7lHPgq4QlmPLXJFNd1wT%0ABJltiUt3IaSV3dw%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639226/22b11721a484e1858e055eae23b0/Screenshot+2025-11-28+at+11_52_27%E2%80%AFam.png?expires=1770345900&signature=05f92a0be2c16548aa021ac5650ef4861dddc1f531f4bd9eb9b165dec28533f5&req=0tNszFr4qnsp0xr0v9tnoTfat1L%2FdIBoGumYr8DrkiYImKdRk89lkF%2FtUsy2%0A9P0Pgb4sFkUoH50%3D%0A
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When in the task, click ‘Create Submission’. If you don’t see this option, it means online submission has not 
been enabled for this task; please contact the teacher for further assistance. 

 

 

 

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

 

You can click the little disk/arrow icon next to the file to download it if at a later date you want to view it. 

 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639230/7e85aaece028951bf020480cf325/Screenshot+2025-11-28+at+11_53_10%E2%80%AFam.png?expires=1770345900&signature=ea73b3b9638d3d30676802e38df09951c22bfb3ed38b42991d64486b6aba1eb7&req=0tNszFr5rHsp0xr0v9tnocajYfckPanAw511%2FREyaHivvXHTt9GhIn%2F%2Bz0uH%0A4tYQX3cwHr8XbUQ%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639232/952962b518e0c523eb83fd0e0971/Screenshot+2025-11-28+at+11_53_40%E2%80%AFam.png?expires=1770345900&signature=a787179dcb3b7736a620d5b3eb92915b104feaffa064416a0bab73e075592e3d&req=0tNszFr5rnsp0xr0v9tnoVSW1l8P5wuNsdgbDo%2F78AclAQVoA4Xe6gLyByTz%0ABraZQMpMkEAhTc8%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639233/96f2ba15c7655dab0bf1661a7df1/Screenshot+2025-11-28+at+11_54_08%E2%80%AFam.png?expires=1770345900&signature=b071369f1d9d25d330d21c2ecd3a46c371396bdd506fdc5a5ea4a5592030be70&req=0tNszFr5r3sp0xr0v9tnoXWansGQtJornVXZx6kSLKGGjdSR89qthrqQRtBG%0ADxAXFKOQF2G%2Foiw%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639236/e791e70a20ea72098e2dfb6c8401/Screenshot+2025-11-28+at+11_54_37%E2%80%AFam.png?expires=1770345900&signature=1859d2a5b5a73eb4adbd6278bb10fd8961802e1674fe56f58d74f98c9b85d5bc&req=0tNszFr5qnsp0xr0v9tnoS2ZVPxoqwrNWDSPdLnsWhN8MKS%2Bw9mz0Id%2BuRrM%0ABNb0lcC60nHALeY%3D%0A
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How To: View your child’s Report 

To view your child’s report, click the option under their details on your dashboard. 

 

This will take you to the ‘Reports’ tab of your child’s profile. Here you will see any available reports listed. 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. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2639242/6008c1f423c8a966261026a7f13b/Screenshot+2025-11-28+at+11_55_24%E2%80%AFam.png?expires=1770345900&signature=f4e8940325590f5cfa8265deb6a7a07034d6f4b2d212ff9d12566d1574e532e5&req=0tNszFr%2Brnsp0xr0v9tnocisTWUVWBPGQ533i50G1mycj9tVlaUCGIpitAzu%0Ag3p%2FJ4ceVB6GmcU%3D%0A
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How To: Book a 
Teacher Conference 

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. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2641135/e9cdc7b66be23fbbdb8ed9d0fd23/Screenshot+2025-11-28+at+3_52_04%E2%80%AFpm.png?expires=1770345900&signature=8a99882c34ded22f83341a5584411408859a0ae3db6000b4ea7d899dc5afcd05&req=0tNrxFn5qXsp0xr0v9tnoTzOQSxWRp1LVoDGndvqucY8u8EmMv%2BoCjNGvuGE%0A21X1IiNKYZp1JEg%3D%0A
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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 ensuring your new password meets the set guidelines. Click ‘Save’ to update. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2641137/07f7cdd76893e400d8c94658ff79/Screenshot+2025-11-28+at+3_52_33%E2%80%AFpm.png?expires=1770345900&signature=05178fcc50596fdba3b700a5da05fd93fd34146ba3d51e0436776827dbe152eb&req=0tNrxFn5q3sp0xr0v9tnoQQcjt9DcwDyoyy7ywjZiBG5wdxVPDbZo5eWFwgG%0Al59qdZNVWG2o2PM%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2641151/17b35ff26348e8e67eeddbef62da/Screenshot+2025-11-28+at+3_55_49%E2%80%AFpm.png?expires=1770345900&signature=cca65c6d929712d11ba3e4750c9a05c98138cae8b77104c0a0d151193f8fd5a1&req=0tNrxFn%2FrXsp0xr0v9tnoS6Z0XcNsmgupY97n2Srr3N0FfAUMiK3unJR2pZ1%0Arx%2B9gSQSsa0Sw9U%3D%0A
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How To: Update your Contact Details 

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’. 

 

Add in your new contact information. This will trigger a notification to the school advising them of these 
changes. 

https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2641153/b05a4a18d9c8f2affcd19ca29b95/Screenshot+2025-11-28+at+3_56_12%E2%80%AFpm.png?expires=1770345900&signature=be64c31d40970f3e16990453de5aca0a29ee2c1f794a77d264d774c4d1941e3c&req=0tNrxFn%2Fr3sp0xr0v9tnoV%2Bs4P72qjolMSJrfgTrit8%2FEMb3iKumfobtgNQF%0AFcD%2BVgRFLDWbkFE%3D%0A
https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2641155/1c4f4baafdd0875c28b791dac491/Screenshot+2025-11-28+at+3_57_00%E2%80%AFpm.png?expires=1770345900&signature=93178f1cefe0a52ad73c305a13b72d7de2b5b98849d77946a5d2a2bb72366a83&req=0tNrxFn%2FqXsp0xr0v9tnoZc06RiyGVdv%2BTTSULDhh83BWa9cyTzJYeiARHNp%0AqNUjjYP%2F844UcFM%3D%0A
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https://downloads.au.intercomcdn.com/i/o/aan0bfqi/2641157/38ea1077c63dd276366ebf5ace8f/Screenshot+2025-11-28+at+3_57_30%E2%80%AFpm.png?expires=1770345900&signature=b7f5ced7c700c18ade2735294fe8af8dd8e0e9baacdc72345dd05d7d52df7cd6&req=0tNrxFn%2Fq3sp0xr0v9tnoXkzQaj9C1wNcAg54viDU%2BY%2BMtKLY0sKLceQRgyA%0AVH1B8xAWIlLpEUs%3D%0A

