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Confey College   ePortal Step by Step Guide

Entering ePortal

Open your internet browser and enter www.confeycollege.org

(It is preferable to use Internet Explorer Version 6 or higher as your 
browser).

Scroll down to the icon     ePortal and click on it

You will arrive at this page:

Enter your unique Username and Password that was provided 
in the accompanying letter sent to you by Confey College and 
click on ....Login   . 
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You will arrive at this page:
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Noticeboard

From the main page you will be able to see the notices for the 
day.

This area also contains an archive for the week.  To view this click 
on the red tab entitled  opposite “Noticeboard”

And you will arrive at the page below:

Click either the red tab entitled  on the top left hand side 
of the ePortal page or back on your browser to get back to the 
main page.
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Student Details

From the main page you will see your son or daughter’s Class 
Group and Address. 

Note: The last 3 digits of the Class Group is your child’s class the 
rest are system codes and can be ignored eg 08 1 C

If you click on the red tab entitled   opposite “Student 
Details” you will see all of your child’s contact and personal 
details held by the school like this page:

The fields for Code, Class and Group again are system codes 
and can be ignored. 

Click either the red tab entitled  on the top left hand side 
of the ePortal page or back on your browser to get back to the 
main page.
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Exam Results

From the main page you will see a list of house exams for which 
results are available. To view your son or daughter’s Exam Results 
in detail just click on the red tab entitled   opposite “Exam 
Results” 

This will be populated with more and more information 
according as you child completes their exams.

You will see the following page:

Study Level codes: A = Ard (Higher), G = Gnath (Ordinary), B = Bonn 
Foundation, X = Common. 

Click either the red tab entitled  on the top left hand side 
of the ePortal page or back on your browser to get back to the 
main page.
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Reports

Currently not used by Confey College and reports will continue 
to be posted home. 

Timetable

Here you will see your son or daughter’s timetable for the day.  

If you click on the   tab across from Timetable you will see 
their full weekly timetable in detail like this:

Click either the red tab entitled  on the top left hand side 
of the ePortal page or back on your browser to get back to the 
main page.
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Attendance

From the main page you will see a summary of your child’s 
attendance in the form of a pie chart and a colour coded 
percentage breakdown.  

Click on the red tab entitled  opposite Attendance and 
you will see it in detail like this:

Click either the red tab entitled  on the top left hand side 
of the ePortal page or back on your browser to get back to the 
main page.
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Attendance Registration explained

Confey College collects two types of attendance records:

Firstly, there is the Official Roll Call which is taken during their 
Tutorial when they start school each day.  This is also done at the 
start of the First class after lunch (fourth class on Wednesday).
This data is used for any report that includes attendance statistics 
for a student e.g. Christmas Reports. 

The summary pie chart in ePortal is taken from this data and 
when you click on the More button you will see the breakdown 
of this i.e. there will usually be two entries per day. 

Total Possible = the total number of days, to date, that your child 
was expected to attend from the start of the academic year. 
 

Secondly, there is the Teacher’s Registration.  This is a record 
taken by each teacher at the start of each class.  If a class 
register has not been entered into ePortal for some reason, it will 
appear as a blank. 

This information can be viewed in the Registration area of ePortal 
(see Registeration).
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Registration

Click on the blue Registration button just beneath the Category 
area for further detail on your child’s attendance.

This shows the most recent 5 days attendance in each class. 

You can view this information for any day, or week you wish 
by clicking on the little calendar icons provided and choosing 
your dates.  Then click on the View Date Range button.   This 
information will appear on the same page below these dialogue 
boxes like this:
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There is a facility available for you to print or save this information.

Possible = the total number of classes your child was expected to 
attend in the week. 

Attendance Codes 

PRE Present
ABS Absence Unexplained
AB-EX Absence Explained
ICD Staff Day
SA School Activity
SSC Special School Closure
SUS  Suspended
USA AWOL
WRK Work Experience
L-EX Late Explained
LATE Late Unexplained

Click either the blue tab entitled  on the bottom right hand 
side of this ePortal page or back on your browser to get back to 
the previous Attendance page.
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Student Aptitude, Merits and Conduct

Not used by Confey College and these comments will continue 
to be recorded in the school journal. 

Frequently Asked Questions (FAQ’s)

• What do I do if I would like to make an amendment to any 
of the details contained within the database on my son or 
daughter?

Send an email to info@confeycollege.org with the Subject 
heading ePortal Query and state your query. 

• What do I do if I have a query regarding my son or daughter’s 
attendance on ePortal?

Follow current school procedures in relation to attendance 
by contacting the class teacher,  tutor or Year Head as 
appropriate. 

• How are the user names and passwords produced?

The ePortal system produces these electronically.  

• Can I change my User Name and Password from the one I 
was issued with by the school?

No, this is not possible in the ePortal system.

• What do I do if I lose my Password?

Send an email to info@confeycollege.org with the Subject 
heading ePortal Query and request new password to be 
generated. 

• Can both of my child’s parents/guardian’s have separate 
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User names and Password’s?

Yes.  Send an email to info@confeycollege.org with the 
Subject heading ePortal Query with your request. 

• Will all of this information still be kept manually also?

Yes, for the foreseeable future it is intended that the manual 
system will be kept in place.   So, you will continue to receive 
school reports etc.

• Where is all of this ePortal information kept?  Is it secure?

Yes, absolutely.  It is held on the school’s own server, which 
is fully protected by firewalls as advised by Serco.  No third 
party has access to this information. 

Updates will be provided on the  FAQ’s Noticeboard on 
ePortal.
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Notes
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Notes


