
Compass Tips 
Reporting Absences via the Compass App 

 
 

1. From the Home screen, tap on the child you wish 
to enter an absence for (shown in red below). 
 

 

2. Tap on Approvals (shown in red below) – if there is 

no ‘Approvals’ button, swipe left twice to reveal the 

screen at step 3! 

 
 

 

 

3. Tap on the + button (shown in red below). 

 

4. Select the reason for the absence, enter details 
as appropriate (shown in red below), then tap on 
Add Approval (shown in green below). 
 

 

No	
  need	
  to	
  change	
  
default	
  times	
  for	
  a	
  
full	
  day	
  



Reporting Absences via a Browser (desktop or mobile device) 
 

1. From the Home screen, click on  for the appropriate child (shown in 
red below). 
 

 

2. The following screen will appear. Select the reason for the absence from the drop-down menu, enter 
details as appropriate and click on the Save button. 

 

Support: Please email: king.karen.ee@edumail.vic.gov.au if you require assistance with Compass. 

No	
  need	
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  default	
  times	
  
if	
  it	
  is	
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  full	
  day.	
  	
  Otherwise,	
  
nominate	
  times	
  as	
  appropriate.	
  


