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Step by step guide for Compass+ new users
If you are a new Careers Leader and cannot access compass/compass+, please use the following steps:
Step 1
· If the previous Careers Leader is still at the school/college (but in a different role), ask them to login to their compass account and check if they are an admin user. If they are an admin user, they can add the new Careers Leader details, using the compass step-by step guide here. Please note editors and viewers cannot add new users, it must be someone with admin rights
Step 2
· If the previous Careers Leader is no longer at the school/college or doesn’t have admin rights on compass/compass+, please do the following:

· Submit a request through the compass helpdesk
· Request type – account user management
· Subject – adding new admin user
· Description – inform that the previous admin user is no longer at the institution and a new admin user needs to be set up. Provide the email address and name of the person who requires admin access and provide your headteachers email address so that the team can request authorisation from the headteacher to give admin access
· Inform your headteacher they will receive an email from the compass team requesting their authorisation
Alternatively:
· Ask your headteacher to email compassplus@careersandenterprise.co.uk requesting admin access and ask that they include the new Careers Leader’s name and email address
· They will receive an email similar to the below:
Hi <headteacher name>, 

I am writing to you as Careers Leader <name and email address> has requested verification and admin access to your institution’s Compass account. To gain admin access, their account must have its institution role set to Admin. This is usually done by your institution’s Admin User. However, there are no active Admin Users set for your institution.
 
Since Compass gives users exposure access to sensitive information, we require the written authorisation of an institution's Headteacher or Principal, or a named individual to whom the Headteacher has delegated authority to in writing, in order to action this request.
 
To give your authorisation, please reply to this email stating: 
 
I, as the Headteacher/Principal of school/college name, authorise that careers leader name should be given Admin access to my institution’s Compass account. I understand Admin Users can add and remove institution users, create and share evaluations, create and share plans and activities, and may have the ability to upgrade to Compass+ (depending on eligibility). Compass+ gives access to student data.
 
We remind you of your institution’s responsibilities in relation to the use of Compass and Compass+ and the protection of your pupils’ personal data, as set out in CEC's Terms & Conditions and Privacy Notice.
 
Terms & Conditions:
https://www.careersandenterprise.co.uk/terms-and-conditions-evaluation-tools
 
Privacy Notice:
https://www.careersandenterprise.co.uk/privacy-notice
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