
Community Portal Instructions 
Logging In 

1. Go to the Community Portal website: 
https://commportal.pulteney.sa.edu.au/login.aspx?ReturnUrl=%2ftmtbl.aspx 

2. Your username will be your debtor ID (found on your debtor statements) 

If you have any issues with your password, please use the ‘Forgotten your password?’ link to reset. 

My Details 
1. Choose ‘My Details’ from the ribbon along the top 

2. Tabs will appear for each parent and associated students – ensure the correct person is highlighted 
before submitting changes 

 

3. Sections to be updated for parents: 

4. Sections to be updated for students (cross indicating information has not yet been entered): 

 

5. As each section is chosen, the subsections and fields will appear to the right 
6. Please take note of character restrictions and avoid using the following: / ! # % & " < > 
7. To modify, click ‘Edit’, and ‘Save’ to submit (or ‘Cancel’). 
8. Once this has been checked, the cross will become a tick: 

 
Information will be processed by staff at Pulteney before being loaded into the system so that the School is 
aware of changes and updates. 



Fees and Charges 
1. Choose ‘Fees and Charges’ from the ribbon along the top: 

a. This page provides a current status of your Fees and Charges. 
b. You can download your latest statement, view transaction, receipt and statement history. 
c. You can ‘Make a Payment’ using your credit or debit card by clicking on the button. 

2. Select Payment Plans tab for billing preference (this must be completed by the date advised 
before the start of the new school year). 

a. Select Voluntary Building Fund option: 
 

b. Sections to be updated annually 
 

c. If you would like Pulteney to direct debit school fees (including additional charges such as music 
tuition) select ‘Yes’. Select ‘No’ to self manage. 

d. Click on your selected payment plan. 

 

e. Click to accept the terms and conditions and click ‘Proceed to the next step’. 
f. Review your selection, then click ‘Continue’. 



3. Manage Stored Cards (to setup a direct debit) 
a. Select ‘Credit Card’ or ‘Direct Debit to Bank Account’. 
b. Add your payment option (Direct Debit option) and ‘Save’. 

 

c. Click ‘Finish’ once payment method is accepted. 
 

 

 
 
Photo Permissions and Communication Preferences 

1. Choose ‘Permissions’ from the ribbon along the top: 
 

2. Two sections are listed: 
a. Photograph/Video Permissions (new) – all options must be completed for each child (on 

your first log in, they will show ‘Not Selected’). 
b. Communication Preferences (updated) – reflects your current preferences. There are three 

options for each communication type you can choose from: 
i. Yes: will receive 
ii. Snooze: pause – date required 
iii. No: will not receive – reason required (free text) 



 
 

3. Ensure you click ‘Submit’ to confirm the details listed. 
4. These can be updated at any time. 

School Reports 
1. Choose ‘Documents’ from the ribbon along the top: 

 

2. Reports are available to view or download 
 

Buzz Books 
1. Choose ‘Buzz Books’ from the ribbon along the top: 

 

2. Use the options on the far right to navigate between your children. 
3. You can choose which information you would like to share for each child and their sub school. 
4. As a default, if you have previously shared information, only your mobile number and email address 

will be shown. If you would like to share home phone or address, you can choose to do so. 
5. If you are sharing at least one piece of information, this page will show contact details for other 

students’ parents in your child’s sub school. 

Important Links 
1. Choose ‘Important Links’ from the ribbon along the top: 

 
2. Here you will be able to access: 

a. Booklists 
b. Bushfire Form 
c. Music Application Form 
d. Uniforms 
e. BYOD information 

3. We will be regularly updating this page and communicate any changes as appropriate 

(Separate settings for each child you have enrolled at 

(One section only – applies to 


