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From the Compass home screen (or from

your student’s profile), click the ‘Add
Attendance Note/Approval’ item.

Harry POTTER

From the pop-up window:

e Select the reason

e Enter a brief description of the
absence

e Select the start and finish time

¢ Click the ‘Save’ button

Absence/Late

24 Send email to Hamy's teachers

i“— View Academic Reports

Where possible, notes should be entered prior to the absence occurring.
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PLEASE CLICK HERE FOR A COMPASS INSTRUCTIONAL VIDEO ON ADDING APPROVALS

Last Modified: Thursday, 8 February 2018


https://drive.google.com/open?id=0B2NkaxSdMsTgWGlEMTYxUlZTSGM
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COMPASS IOS/ANDROID APPS

From the compass app you can go to the ‘approvals’ tab to enter in new absences or
approve previous unexplained absences. Here you will see a list of previous entries and
any that require approval. Press the + button to create a new entry for an upcoming
absence.
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Details / Comments

15/12/2017 - 08:00 am = 17:00
Parent Choice
Entered by:

14/12/2017 - 11:45 am - 16:00

Parent Choice
Entered by:

13/12/2017 - 08:00 am = 17:00
lliness/Medical
Entered by:

Start Date

07/02/2018 - 08:00 AM
08/12/2017 - 02:14 pm > 15:24 End Date

lliness/Medical
Entered by:

07/02/2018 - 05:00 PM

08/12/2017 - 12:20 pm = 13:30 Missed
lliness/Medical
Entered by: Activites missed by this approval )

08/12/2017 - 09:19 am - 11:45 Add Approval
lliness/Medical

Entered by:

07/12/2017 - 08:00 am - 17:00

lliness/Medical
Entered by:

06/12/2017 - 08:00 am - 17:00

lliness/Medical
Entered by:
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Here you can enter the reason and any

further details. The ‘reasons’ are selected N

from a pre-set list. Iliness/Medical

Adjust the start and finish times/dates and Dentist

press the ‘Add Approval’. Bereavement
Truancy

Parent Choice
Family Holiday

Religious/Cultural Observance
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