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An Overview
The Compass Parent Portal is an integrated, online portal that allows you to access up-to-date and 
meaningful information about our school and your child’s progress. Compass includes many different 
features, including the ability to:

• Monitor your child’s attendance, and enter an explanation for absence or lateness
• Communicate with your child’s teachers
• Update your family contact information
• View your child’s timetable and the school calendar
• Monitor your child’s assessment tasks 
• Download and view your child’s Semester Reports and Progress Reports 
• Book Parent/Student/Teacher Interviews 
• Pay and provide consent for events and parent contributions
• Order school photos

This guide 
Highlights the functions most relevant to MGSC including: 

Accessing Compass: https://mgsc-vic.compass.education/

• Logging into Compass

Homepage

• Payments Centre
• Events Consent / Payment Required
• Attendance: Attendance Note Required

Menus and Functions 
• School Calendar
• Teaching and Learning 
• Community

• Conferences 
• School Documentation 

• Parent Profile

Compass regularly upgrades the system to improved functionality. 
The appearance may differ to the examples used in this guide. 

Further assistance
Please contact the school on 9581 5200 or email mentone.girls.sc@education.vic.gov.au
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Accessing Compass

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

Compass is a web-based system that is accessible on any modern web browser (Internet Explorer, Firefox, Chrome, Safari) or 
by using the Compass iOS or Android apps. 

If you are having trouble finding the Compass link for your school you can go to http://schools.compass.education where 
you can search for and find our school’s direct URL.

Logging into Compass
To log in you will require your unique family username and password. These details will be provided to you by the school.

Parent and student Compass logins are separate, with some differences in the available functionality. Single household 
families receive one parent login. Families with two households receive one login per household.

Upon first login, you will be required to change your password and confirm your email address and mobile phone number. 
These details may be used by the school for SMS, password recovery and email communication throughout the year.

If you have lost your details or forgotten your password, you can recover your details by clicking the ‘Can’t access your 
account?’ link on the front page.

Compass App 
Search for ‘Compass School Manager’ in the store. Please note that the app only provides limited Compass functionality.

The app is very useful for quick tasks, such as checking the timetable for the day, reading News Feeds, adding attendance 
notes (for absences) and making school payments.

The app should not be used for accessing students’ assessment task feedback. Not all of the individual teacher feedback is 
visible in the app.

For full Compass functionality, use a web browser on a computer or switch to “browser mode” in the app. 
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HOMEPAGE
The home screen provides you with relevant alerts and news, as well as quick access to your child’s profile.

Your Child/ren
This section provides 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.

Items here may include:
• your child’s profile page 
• email your child’s teachers
• attendance pages customised for your children, where 

notes/approvals can be entered
• academic reports for your child
• parent/student/teacher conference bookings
• order school photos

• any overdue assessment tasks that your child has not 
yet submitted. 

For parents
This section features items for parents attention and action. 

Items here may include:

• Events requiring consent and payments
• Attendance notes requiring explanations
• Booking Parent Student Teacher Conferences 

• Newsfeeds

Beach BALCOMBE

Charman BALCOMBE

Marina

MB

Charman was

Beach was

Charman’s teachers

Beach’s teachers
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Payment Centre 
The Course Confirmation/Payments module allows parents to pay your school contributions. 

Event
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Adding an Absence Note or Approval
If your child has any unapproved absences or late arrivals, you will receive an alert on your Compass home page letting you 
know this and allowing you to add a Note or Approval. 

Clicking on this notification will take you to the Unexplained 
tab for that child’s attendance, where you can choose to add a 
Note or Approval for one or more absences. 

To add a note or approval, select one or more of the absences 
listed, then select the ‘Explain with Note/Approval’ button.

Please note that you cannot edit you absence notes or approvals after they’ve been created. 
If you do need to make any amendments please contact your school, as they can do this for you.

Charman Balcombe

Charman BALCOMBE

Adding a Note/Approval for a Future Absence
You can also enter notes and approvals in advance, if you know that your child is going to be absent from school (eg. 
medical appointment, family holiday). To do this from your homepage, click on the ‘Add Attendance Note/Approval’ link 
listed underneath the name of the relevant student. 

This will take you to the Attendance screen, with 
a pop-up window to enter details of the note or 
approval. 

Here you can select the applicable date range - in 
the future if required.

For part day absences, it is very important that, as 
well as the date being selected, the times or periods 
that will be missed are also entered. If the default 
8am to 5pm time is not adjusted, or the relevant 
absent periods are not selected, your child will be 
pre-marked as absent for all lessons on that day or 
days.

Charman’s teachers

Charman Balcombe
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MENUS AND FUNCTIONS
Along the top of the screen there are various icons, and from these icons you can navigate through the Compass portal.

The Home icon will take you back to the Home page.

The Calendar icon will take you to the school calendar, 
where you will be able to see the schedules of your child’s, 
as well as any school events or activities that have been 
entered to the calendar.

The Pencil icon will bring up the Teaching and Learning 
menu, from which you can access Learning Tasks and School 
Resources.

The Grid icon will bring up the Organisation menu, from 
which you can access Events, Course Confirmations/
Payments, and the Job System.

The Two People icon will bring up the Community menu, 
from which you can access Parent/Student/Teacher 
Conferences, School Photos, and School Documentation. 

The star icon - school based favourites

To the right of the screen, your name will display, with the 
Cog icon, which will bring up the Tools menu, from which you 
can access your Payments, your Files, reset your password, 
update your contact details, and log out. 

Clicking on your initial’s icon will take you to your profile 
page. 

School Calendar

From the School Calendar you can view details of upcoming events, your child’s timetable, and other relevant schoolwide 
activities your school has included on the calendar. By selecting the options on the left hand side of the screen you can 
display/hide different layers of the calendars.

MB

Mrs Marina Balcombe

Mrs Marina Balcombe

Charman BALCOMBE
Sandy BALCOMBE
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Teaching and Learning
Using the Tabs across the top of the Student’s profile page you can view student information and timetabled classes, access 
Learning Tasks, attendance data, student reports, educational benchmarking data like the Victorian Essential Learning 
Standards (VELS) and NAPLAN.

Learning Tasks
At MGSC, Compass Learning Tasks are used for the delivery of all common assessment tasks (CATS and SACs). Assessment 
results and teacher feedback are also communicated via the learning tasks for students and parents to access. If you have 
multiple children at the school, this will be a consolidated list showing information for all children.

Learning Tasks are also accessed by clicking the Learning Tasks tab on the Student Profile page.

Note: We do not use Compass to deliver any day to day learning activities or homework, except where students’ work on 
common assessment tasks is part of their homework.

All day to day learning activities and homework are delivered and managed through the MGSC Google Classroom 
environment. Parents do not have direct access to MGSC Google Classroom spaces or resources.

Coloured dots next to each task indicate whether the assessment task is Pending, Overdue, Submitted Late or On Time.

A comprehensive MGSC Assessment and Reporting Guide for Families gives more details about: 

• Learning Tasks
• Teacher Feedback
• Reports - Progress and Semester 

It is available under Community - School Documentation. 

Charman BALCOMBE

Charman BALCOMBE

Charman BALCOMBE

Charman BALCOMBE

Charman BALCOMBE



 
Compass - A guide for parents- 9 - 

Community 

Conferences 
Allows you to book Parent/Teacher/Student interviews.

By selecting a child, you can then view the teachers you can book in with, and select, a time slot from the drop-down menu.
Follow the instructions on the Welcome screen to learn how to book Parent/Teacher/Student conference times.

School Documentation
Contains a wide range of documentation and forms pertaining to all functions of the school including:

• Booklists
• BYOD Program
• Curriculum Guides
• Assessment & Reporting

Parents are encouraged to familiarise themselves with this resource

Mrs Marina Balcombe
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Parent Profile 
Clicking on your initials at the top right of Compass will take you to your profile. This page includes information such as the 
email address stored on Compass and links to your child’s profiles. Learning tasks, Insights, Payments and Conferences.

Tools
My Account 

My Files - Allows you to store files

My Payments - Allows you to view any payments that have 
been made to the school through Compass

Wallet - Store funds ready for the next payment

My Compassidentity Card - Order a replacement Student 
Card

Change My Password - Allows you to change your 
password.

Update My Details - Allows you to update the mobile 
phone number(s) and email address(es) associated with 
your account.

Logout

Mrs Marina BALCOMBE & Mr Wakool BALCOMBE

Charman BALCOMBE Marina BALCOMBE

marinawakool@mailtone.com.au
Parent IDs: BAL0175

Charman’s teachers

MB


