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To add in an attendance note on the App: 
 
Click on Add Attendance Note 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fill in the details as to why your child will be or why your child was absent. 
It can be an attendance note for a whole or partial day and the date can be 
from a previous date and time.  
 
Once the fields have been filled in click add attendance note.  
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Add Attendance note on the browser.  

 
When you login it will navigate you to the homepage of the Compass portal.  
Click on Add Attendance Note.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will then be brought to the attendance page and a window to enter in the details of the absence will 
appear. You can provide whole and partial absences and the dates can be changed to a date of absence in 
the past or in future.  
Fill in all the relevant information then save.  
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