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How to register a Compass Account 

Step 1:  

You should have received an email from ‘Compass <compass@compass.email>’. Titled ‘Welcome to 
Mansfield Primary School’s Compass Pla�orm’. Please check your Junk/Spam folders just in case. If 
you have not received this or need it resent, please contact the school and we can organise that for 
you. 

Step 2: 

The email should appear as below. A Compass Username, Temporary Password and a link to the 
portal will be provided. As below. 

Step 3: 

Click on the portal and sign in using these details. Compass will prompt you to change your 
Temporary Password. Follow the instruc�ons and once you are done you are ready to use the 
Compass Pla�orm. 

If you have forgoten your password, please contact the school and we can reset it for you. 
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How to book Parent Teacher Conferences 

Step One 

Go to htps://mansfieldps-vic.compass.educa�on/ and sign in. Once you have signed in you will be 
presented with the following. There are two loca�ons where you click to book your parent teacher 
conference.  

Step Two:  

You will then come to the following page, once here please click the My Bookings buton. 

Step Three: 

You will be presented with the following. With days and �meslots. 
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Step Four: 

Click on the relevant teacher that you wish to book a conference with on the right-hand side. 

Step Five: 

Then select the date and �me that you would like to book. Available slots will appear white, 
unavailable slots will be shaded out. 
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Confirm by clicking ok. 

If it has been successful, it will appear as below. 
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Step Six: 

If you have mul�ple students at the school, you can select the students to book a conference for on 
the top right-hand side.  

v 
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It will then take you to the booking page for the student selected. Once you have clicked on the 
teacher you wish to make a booking with, it will show you the availabili�es of that student’s teacher 
but keep in interviews that you have already booked visable. 

Step 7: 

If you need to cancel a conference because it doesn’t align with other appointments or it needs to 
be changed, click on the booking, and click on delete this booking.  
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