
How to add an Attendance Approval Note using the Compass App 
 

 

 

1. Login to the Compass App and select 
the child you want to enter an 
approval for 

 

 

 

 

 

 

 

 

 

2. Navigate to the “Approvals” tab. Here you will 
see all past approvals that have been entered on 
Compass 

 

 

 

 

 

 

 

 

 

 

 

 

3. Tap on the “+” button to add a new Attendance 
Note 
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How to add an Attendance Approval Note using the Compass App 
 

 

 

 

4. Select the reason for your child’s absence 

 

 

5. Enter any further details that the school should know 
regarding this absence 

 

 

6. Enter the start/end date & time that your child will 
be/has been affected by the absence (for a full day of 
absence, ensure you select times that cover from 
9:00am to 3:15pm) 

 

 

 

7. Click “Add Attendance Note” to save the Attendance 
Note to Compass, your approval will automatically be 
added to your child’s roll and attendance data 
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