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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 Platform’. 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.

Welcome to Mansfield Primary School’'s Compass Platform

Welcome to Mansfield Primary School's Compass platform!
Learn more about Compass using our parent guide available here

Your login details are below to get you started:

Compass username:

https://mansfieldps-vic.compass.education

Temporary password:

School portal:

Use Compass through your web browser or by downloading the Compass School Manager app from the App Store or Google
Play

Step 3:

Click on the portal and sign in using these details. Compass will prompt you to change your
Temporary Password. Follow the instructions and once you are done you are ready to use the
Compass Platform.

If you have forgotten your password, please contact the school and we can reset it for you.



mailto:compass@compass.email

How to book Parent Teacher Conferences

Step One

Go to https://mansfieldps-vic.compass.education/ and sign in. Once you have signed in you will be
presented with the following. There are two locations where you click to book your parent teacher
conference.

Payments Centre

Did you know that payments can be made through Compass for school fees, events, and
voluntary contributions?

Click here for more information

@ vsa

mastercord

Welcome back,

Mansfield Primary School

Elorz

Parent Student Teacher Conference X
Semester 1 Parent Teacher Interviews

ile ( dance, rts) ) .
Profile (Attendance, Schedule, Reports) Click here for booking

a

i Send email to Elora's teachers
=4 Add Attendance Note (Approved Apfence/Late)
{= View Academic Reports

& Book Parent Student Teacher Conference

Step Two:

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

Conferences

Conference Cycles
Cycle Name

Semester 1 Parent Teacher Interviews

Elora Levi ) . My Bookings
First Slot: Tuesday, July 16 2024 - 03:30 PM, Last Slot: Friday, July 26 2024 - 05:45 PR

Step Three:

You will be presented with the following. With days and timeslots.

Tuesday, July 16 These are the timeslots

that you can baok

03:30 03:45 04:00 04:15 04:30 appointments in for this
PM PM PM PM PM conference. This screen
will show all of the
04:45 05:00 05:15] 0530 05:45| n
oy =57 = o i bookings you have made

for this cycle.
White: Free timeslot

Wednesday, July 17 Yellow: Interview required

Green: Confirmed booking
0330 0345 0400 0415 04:30 Grey: Unavailable timeslot
PM PM PM P PM
Skip | —Back MNext—
04:45 05:00 05715 05:30 05:45|
PM PM PM PM M



https://mansfieldps-vic.compass.education/

Step Four:

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

These are teachers you are

eligible to book a conference Jessica LISTER
with. Year 5 Generalist

White: No booking with this
person yet

Yellow: Interview required
Green: Booked timeslot

Interview Welcome

Monica SKETCHER
Performing Arts Year 5

it i o
Ok, gotit! Back | Next— Interview Welcome

Aaron KIRKBY ‘
Physical Education Year 5

Interview Welcome

Kylie CRAIK
STEM Year 3 ‘

Interview Welcome

Step Five:

Then select the date and time that you would like to book. Available slots will appear white,
unavailable slots will be shaded out.

‘Year 5 Generalist

Jessica LISTER
Interview Welcome

Click on a time slot at the left of the
screen to make a booking.

[Back]




Confirm by clicking ok.

If it has been successful, it will appear as below.

FM PM PM
04:00 04:15 04:30
PM PM PM
0515 05:30 05:45 Jessica LISTER
P PM PM | Teacher for Year 5 Gene..
04:00 04:15 04:30
PM PM PM
0515 05:30 0545
FM PM PM




Step Six:

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

\

g Information/Help Elars v

»

Teachers

Kylie CRAIK
STEM Year 5 ‘

Interview Welcome v

Aaron KIRKBY 1
Physical Education Year 5

Interview Welcome

Monica SKETCHER ‘
Performing Arts Year 5

Interview Welcome

Jessica LISTER &
Year 5 Generalist

Wed 17/07 05:45 PM



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 availabilities of that student’s teacher
but keep in interviews that you have already booked visable.

Year 3 Generalist

Renee KENT
Interview Welcome

Click on a time slot at the left of the
screen to make a booking.

[Back]

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.

Wednesday 17/07 05:45 PM

Jessica LISTER
For Elora

[Delete this booking]
[Manage booking options]

Click on a person at the right of screen to
book with them.

[Back]
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