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School Fees & Contributions
Parent Guide
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A step by step guide to take you through 
paying your school contributions through  
the Compass Portal.

Click the ‘Payment Centre’ Banner from your 
Home Page to access your Contributions.

Select Payments Centre from your 
Home Page.

Compass AppWeb Browser
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1. Description, Agreements & Questions
The first thing you’ll see is your school’s customised description, detailing information about contributions. 

Clicking through, you may be prompted to fill out any Agreements & Questions that are relevant to your student 

and their enrolment.

2. Paying your Contributions
Next, you’ll see the contributions your school has posted against your student/s.

From here, you may have a few different items to choose from, broken down by student and fee type. As each 

item is voluntary, you can choose the amount you’d like to pay today. Next time you access your Contributions, the 

amounts available to pay will have decreased.

Payment Options
1. Credit Card/Saved Card

Just like an Event, pay the chosen amount 
in one go.

2. Payment Plan

Choose from your school’s preset 
options to setup a direct debit.

3. Credits/Unallocated Funds

If you see this option, your school has 
applied a credit against your account.

The amount you’re choosing to pay here 
will need to equal the credit amount.
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3. Accessing your Payment History
Each time you make a payment through Compass, you’ll receive a receipt straight to your email address. 

Within the portal, you can also access your Payment History through Payments Centre.

To generate a Statement of Account PDF, simply navigate to your parent account via your initials in the top right, 

and select the Contributions tab. From here, generate your SoA.

Chip away at your Contributions as you please!  

You can access your Compass App at anytime to see what’s been paid, and choose to pay more if required. 

Keep all your Events and Contributions in one spot. 

No need to jump between multiple programs and paper forms - it’s all in Compass! 

Manage your own Payment History in-app, without having to call up the Admin Office! 

Automated emails and downloadable statements make it even easier to know what’s been paid.

Handy Tips & Tricks



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

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.

How To: Consent and Pay for an Event  
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How To: Consent and Pay for an Event  
(continued)

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. 
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How To: Consent and Pay for an Event  
(continued)

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). 

Once you have completed the 
consent/payment, the event will 
update to show your child as 
‘Attending’.  

The ‘Events’ tab will show all 
events, both processed and those 
still requiring your action. To access 
information on upcoming events 
that you have already processed, 
click the event.
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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. 

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.

How To: Opt into  
an Optional Event 
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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).

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: Opt in to an Optional Event 
(continued)

IMPORTANT: If you do not 
proceed to process the consent/
payment before 11:59pm on the 
day you accepted the invitation, 
your child will no longer be 
considered an attendee of the 
event. Their status will revert back 
to ‘invited’ and you would need to 
re-accept the invitation to secure 
their place in the event. If there 
is an attendee limit for the event, 
being able to re-accept their 
invitation will only be possible if 
the maximum attendee limit for 
that event has not already been 
reached. 
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Purchase Process - Compass App

Log into the Compass App, and navigate
to the ‘More’ icon in the bottom right.
From here, select ‘Shop’.

Select the student you’re ordering for.

If ‘Canteen’ was chosen, you can pick the
relevant date to order for, to the chose
the menu/s applicable on this date.
If ‘Shop’ was chosen, this step is
bypassed.

Add items to your cart! When choosing
an item, you’ll see the description,
image, tags and options available. You
can also change the quantity here as
needed.

Once you’ve added your item/s to the
cart, proceed to order for another date,
or choose to check out.

On the check out page, you can pay via
new credit card, a saved credit card or
your Compass Wallet balance.

You’ll then receive a confirmation email,
and the order will be added to your 
‘Upcoming Orders’ page, and then your
‘Past Orders’.

Shop - Parent Guide You’re able to use
the App as detailed
below, as well as the
web browser to
access your school’s
Compass Shop!
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