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Community Portal – Parents/Caregivers 
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The Community Portal Module provides parents/caregivers the ability to log into a web application and track how 

students are progressing at school. The Portal allows the parent/caregiver to view the students timetable, student 

plans and academic reports and update data relating to attendance, medical details, and student demographic 

details. The caregiver is also able to update their contact and address details. 

  

The content below describes the parent/caregiver experience when using the Community Portal website. 
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Community Portal Parent/Caregiver Dashboard 

When caregivers navigate to the Community Portal website, they are presented with the Login page (For Registered 

Users)   
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Note: The account gets locked when a parent/caregiver enters the wrong credentials 6 times. A locked account is 

automatically unlocked when the password is reset. The account can be disabled and enabled before the password 

is reset. 

 

Accepting an Invitation 

Once the school sends an invite to a parent/caregiver to register for the Community Portal, the parent/caregiver will 

receive an email as below. 

 

 

Parents/Caregivers click on the hyperlink in the email. This will take them to the registration page where they can 

either create a Community Portal Account or alternatively, they can sign in with their Google account if they have 

one. 
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When registering using a Google account, parents/caregivers will need to click the Continue with Google option. They 

will then be directed to their home page of the Portal. 

Note: Using a Google account to sign into the Portal can only be done if that was the method used on the first 

Create Account page shown above 

 • When signing in by creating a Portal Account, Parents/caregivers need to complete the Username and Password 

fields and then click Continue. 

 

Parent/Caregivers are then directed to their homepage of the Community Portal. 
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Signing in with Google 

Parents/Caregivers can sign in with their Google Account credentials as long as this was the sign in method used on 

the first registration invite page. 

  

 

Parents/Caregivers are then directed to their homepage of the Community Portal. 

 

Signing in with a registered account 

If Parents/caregivers have previously created a Community Portal account, they will need to log in with the registered 

Username and Password that they set up. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Parents/Caregivers will be directed to their homepage of the Community Portal 
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Forgot Password 

Parents/Caregivers can click on the Forgot Password link to be directed to the Reset Credentials page. 

 

 

 

 

 

 

 

 

 

 

 

From here they can ask for their password to be reset if they know their username.  

  

 

 

 

 

 

 

 

 

 

The Reset Credentials window will come up advising you will receive an email with instructions on how to reset the 

password. 
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If the username exists an email will be sent to the email address that the community portal invitation was sent to. If 

the Parent/caregiver doesn’t receive the Reset Credentials email and don’t remember their username, please go to 

Forgot your username. 

 

 

 

 

 

 

 

Click on the  link in the email and enter a New Password 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Reset password 

Parents/Caregivers will then be directed to the Community Portal dashboard. 

• The user will have 12 hours to complete the reset of password. 

• The user will have to enter and re-enter the new password. These must match or the system will display "The 

passwords don't match" error message. 

• The system will check if the password exists in the password history. If yes, an error will display "The 

password has already been in use" and the user will need to re-enter a new password. 

• When the password is successfully updated a success message is displayed. 
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Forgot Username 

Select the Forgot Password option. 

 

 

 

 

 

 

 

 

 

 

 

This will take the user to the reset credentials page, select Forgot your username? option 

 

 

 

 

 

 

 

 

 

When a user selects the Forgot your Username link, they will be requested to enter their email address to retrieve 

their Username. 
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 If this matches an active user account, a success message will be displayed, and an email will be sent containing the 

username associated with the email address provided. 

 

 

 

  

 

 

 

 

 

 

Follow the Forgot password steps using the username provided. 
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User Password Expiry Check 

When a user logs in, the system will check if the password is within "x" amount of time of expiry. The default is 7 

days. (Values of "x" are configurable values) 

If the password will expire on or within "7" days, a warning banner will be displayed to the user. 

  

This banner will contain a link which when clicked will take the user directly to the change password screen. 

Note: On Log in, if the password has already expired, the user will automatically be redirected to the 

Change Credentials password screen. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the Change Credentials screen the user will be asked to enter the password twice. 

If the new passwords entered twice match, the user will be logged in and the account will be updated. 

If not, an error message will be displayed, and the user will need to re-enter the details. 

 

 

 

 

 

javascript:HMShowPictureLightbox('TOGGLE0186CD')


11 | P a g e  
 

Viewing and Updating Users profile 

Profile options can be accessed from the drop-down menu in the top right. Profile options include My Details, 

Account Security, Notifications, Log out. 

 

 

 

 

 

 

 

 

 

 

 

 

My Profile/My Details 

Parents/Caregivers can view and edit their address details from the My Profile (Details) section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Update to display the Address Details page. 
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The address details can be updated. 

Click on Save to send the update to the school. 

Updates appear in School Admin > Community Portal > Contact Update 

 

Account Security > Change Password 

Parents/Caregivers can reset their password by clicking on Change Password (Account Security). 

Clicking on the link will direct parents/caregivers to the Change Credentials page where they can reset their 

password. 
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Notifications 

A Parent/Caregiver can also receive notifications by email if they have the Email me tick on.  

 

 

 

 

 

 

 

 

 

 

Logout 
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Viewing and Updating Unresolved Absences 

When Parents/caregivers log in to the Community Portal, their homepage will display any unresolved absences for 

their students. 

 

Parents/Caregivers can update the absence information by clicking on the blue 'Click here to resolve' link.  

This will open the page where they can respond to absences. 
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When Parents/caregivers click on the hyperlink, the Respond to absences page will open. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Parents/Caregivers can select a reason for the absence and enter a message. The message field is a mandatory field.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A confirmation message will display to confirm the update when Parents/caregivers click on Submit Response button. 

Parents/caregivers can repeat the process for any remaining absences. 
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Note 1: The absences shown on the Community Portal correspond to the Unexplained Absences 

shown on the student's record, see below. 

Note 2: Once a Parent/caregiver has responded to an absence, the Attendance Responses grid is 

updated with a new row showing the Attendance response received from the Portal. Administrators 

would then need to action the response. See Community Portal for further details. 

 

Once the school admin has updated the attendance, School Admin > Community Portal > Attendance Responses and 

after the overnight scheduler has run, the Parent/Caregiver will see the update on the student’s attendance page. 

 

https://desa.civica.education/Help/community_portal.htm
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Viewing Student Details 

Parents/Caregivers can view the details of their students by either clicking on the student tile on the homepage or by 

clicking the 'My Students' tab and selecting the student.  

 

 

 

 

 

Overview page 

The overview page gives demographic information for the student, including enrolment details at the school which 

the student attends. This information can be updated by selecting the Update button. 

The Overview page will display and provide the ability to update - 

➢ Student Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enrolment Details of Student attending  
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Attendance 

The Attendance tab gives a pictorial view of attendance information up until the previous day to the log in, along with 

details of all previously unexplained absences. 

The information is populated from the absence code selected by the school once a response has been received from 

the Parent/caregiver. 

A Parent/caregiver can apply for their student's absence for today, tomorrow or a later date by selecting "Apply for 

Absence" option on the right of the screen.   

 

Apply 

for 

Absences 

The Parent/Caregiver can advise the school of a student’s absence for today by selecting the Request an Absence 

button on the student’s tile. 
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The Parent/Caregiver can advise the school of a student’s absence in the future by selecting the Apply for Absence 

option on the right of the screen. 

• Click on the Apply for Absence tile. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Complete the From and To dates 

• Tick the checkbox Whole Day if the absence will be for a whole day 

• Enter A Start Time and an End Time if the absence will be for part of a day 

• Click on Submit Application 

When the application is submitted the following message pops up for a short time.  It gives the Parent/Caregiver the 

opportunity to Cancel the future absence submission. 

  

The following message advises the Parent/Caregiver the future absence advice has been submitted successfully. 
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• Click on the hyperlink to  

The Future Absence from 2 days in the future, will appear with a Pending Status until the School acknowledges the 

absence. 

School Admin > Attendance & Pastoral > Expected Absences 

 

 

Absences for today and tomorrow will be actioned by the school on the day of the absence.   

School Admin > Community Portal > Attendance Responses 

 

Note: Unexplained Absences are displayed on the Community Portal Home page. 

Once an absence has been actioned by the school, the Parent/Caregiver will receive a notification message entitled 

Expected Absence. 

 

The Parent/Caregiver can click on the message title to view the content. 

Approved:  
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Declined:  

 

 

 

 

 

 

 

 

 

The Parent/Caregiver can click on the  hyperlink to view further detail. 

 

 

 

 

 

 

 

 

 

 

 

Note: A count of all Unexplained Absences for all students is displayed on the Community Portal 

Home page. 
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Timetable 

The Timetable page shows the student's timetable AM/PM or Sessional (Timetabled Classes) for the current week 

and the date can be changed by clicking on the arrows to move forwards or backwards by a week. Clicking on the 

today button resets the view to the current week. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking on a session will give expanded details. 

 

 

 

 



23 | P a g e  
 

Academic Results 

Academic Reports that have been produced in EMS can be viewed on the Academic Results tab. 

 

• Click on the  icon to download the report. 

 

Medical Details 

 The Medical Details page shows the students medical details that are currently recorded in EMS. The Medical Details 

displayed include Medical Conditions, Medications and Additional Medical Notes. Clicking on the Dropdown keys will 

give expanded details. 
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Caregivers can select Update Medical Details button to update (add additional) medical details for the student. 

 

 

 

 

 

 

 

 

 

Viewing Messages 

Parents/Caregivers can click on the 'Messages' tile or messages icon on the top toolbar to view a list of any messages 

(notifications) generated. 

 

 

 

 

 

 

Unread (New) Messages will display with a highlighted background. Any message flagged as ‘Important’ will display 

with an Icon. 

 

 

 

 

 

 

 

 

 

 

Clicking on a message will direct to a page where the message can be viewed in full detail. For example, clicking on an 

Expected Absence message directs to the page where Parents/caregivers can click on the 'Go to Expected Absences' 

link. 
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Click the link to see the details on the Student page. 

 

 

 

 

 

 

 

 

 

 

 

Viewing School Calendar 

Parents/Caregivers can view the School Calendar and know about events and add events to their (device's default) 

calendar for their convenience. 

➢ Click the Schools tab 

 

 

 

 

 

 

 

 

 

 

➢ Select your child's school 
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➢ Click the Calendar tab 

 

The school Calendar is displayed. 

 ➢ Click an Event to view details 

 

 

 

 

 

 

 

 

➢ View Event Details 

 

➢ Click Add To Calendar to add the Event to you device's calendar 
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Frog Learning Management System 

This functionality allows caregivers to view Frog LMS links for multiple students and their respective schools. 

 ➢ Sign into the Community Portal 

➢ View the Frog LMS section. 

 

 

 

 

 

 

 

 

 

 

 This section contains the Frog links to the schools associated with the parents/caregiver's students. 

 ➢ Click the external link icon  

A new tab opens and after successful authentication (automatic process) parent/caregiver is redirected to the Frog 

Parent dashboard associated with the Frog log in specific to that selected school. 

 

Note 1: When a Parent/caregiver has students associated with multiple schools and if only one of 

those schools have a Frog link published, then the Parent/caregiver will see only one Frog link on the 

Portal. 

 

Note 2:  When none of the schools associated with the Parents/caregiver's students have Frog link 

published, Frog LMS section will not be visible to the caregiver. 

 

 

 


