
If your child has been given access 
to the student Compass portal 
(generally Secondary students), they 
are able to place orders from their 
account. 

You can also place a canteen order 
on their behalf from within your 
Compass parent portal. To do so, 
go to the people icon at the top of 
the portal and select ‘Canteen’. 

This will take you to the Canteen 
page. Click ‘Get Started’ and you 
will be taken to the ordering tab.

Next you will need to select the 
date the order is for. Some dates 
may have more than one menu 
available, for example, there may 
be the standard canteen menu and 
then perhaps a ‘special’ day, like a 
sausage sizzle menu available for 
that date. If there is more than one 
menu available to order from for the 
date you selected, you will need to 
select which menu you are ordering 
from. 

Click ‘Next’ to proceed. 

 

On the ‘Place Order’ tab, select the 
child you are ordering for and then 
click ‘Next’.

How To: Place a Canteen Order  
for your child 
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Review the order. You can remove 
an item by clicking the cross icon 
next to it. You can also add any 
additional information in the 
available section. 

When you are happy with the order, 
click ‘Add order’. 

How To: Place a Canteen Order for your child 
(continued)

You will see the menu items listed, 
scroll through and click ‘add item’ 
for each item you want to order for 
that date.

You will see the added items show 
under the order details. You can 
also adjust quantities if needed for 
the added items.

When you have finished adding 
items, click ‘Proceed to review 
order’. 
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To view any existing upcoming 
orders or past orders for your child, 
click to the ‘My Orders’ tab.

How To: Place a Canteen Order for your child 
(continued)

If you need to cancel an 
upcoming order, you will have 
the option to do so when 
viewing the order on the ‘My 
Orders’ tab provided you 
are attempting to cancel the 
order before the cancellation 
deadline set by the school. 

Select the card you want to pay 
for the order with (or in the card 
drop-down, select the option to 
add a new card if required) and click 
‘Process Payment’. 

This will add the order to your cart. 
If it is the only order you are placing 
at this time, click ‘Confirm and 
pay’. Alternatively, you can proceed 
to make additional orders for other 
children or other dates and add 
them to your cart. 

Once all orders are added to your 
cart, you will need to click ‘Confirm 
and pay’ to pay for them in order for 
them to be received by the canteen. 
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