
 
 

 

How to Complete your Annual Checklist 
 

1. When you sign into the Reef Guardian Schools Portal (www.reefed.edu.au)  you 
will be directed to the home page. 

2. On the left-hand side you will see a list, in the list you will see “Complete Action 
Checklist” (highlighted), click here to get into you Action checklist. 

 
3. Click in the title of the Action plan year to complete.  

 

 

 
 

http://www.reefed.edu.au/


 
 

 

4. You will be directed to this page. Click on each of the Care Learn Act Share 
Stewards (CLAS=S) Pillars to get access to different individual actions. 

 

5. You will be shown a drop-down box of all individual actions. Once you have 
completed an individual action click complete.  

 

 
 
 
 
 



 
 

 

How to Upload to the Dashboard 
 

1. When you sign into the Reef Guardian Schools Portal (www.reefed.edu.au)  you 
will be directed to the home page.  

 

 

2. Click on the Create post button (highlighted) to upload photos or your 
newsletter article to the Reef Guardian Schools Dashboard to visually showcase 
your achievements.  

 

http://www.reefed.edu.au/

