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CompassAir is an intelligent messaging application for ship 

owners, managers and shipbroking companies that is designed 
to run on most modern smartphones and tablets that are 

running iOS and Android operating systems. 
 
CompassAir can only be operated if the user has access to an 

operational CompassAir server with a valid username and 
password. 

 
 

  
  



 

 
mycompassair.com  MobGuide 220 6.1                            

1   MESSAGES 
 

 

  
1. Views/Settings etc: tap to reveal menu (see 3 VIEWS 

below) 
 

2. Current view (see 3 VIEWS below), in this case ẮAllắ 

 
3. Search (see 8 below) 

 
4. Filters (see 10 below) 

 

5. Next to each message is shown the inbox name with an 
arrow pointing up to indicate outgoing, down incoming. 

Swiping right marks a message as read, left adds a flag 
 

6. From ellipsis menu there are two options: 

 
a. Edit ấ advanced search (see 9 below) 

b. Select multiple messages (see 11 MULTIPLE 

ACTIONS below 

 
7. Compose new message (see 2 COMPOSE AND 

ATTACHMENTS below) 
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1   MESSAGES (continued)  

  

 
 

8. Simple message search (on 
one parameter) ấ this only 

applies to the current View, i.e. 
not all Views are searched. 

From quick search advanced 
search can be accessed (see 9 
below) where searches can be 

run outside of the current View 
 

9. Advanced message search (on 
multiple parameters). 
Autocomplete is used in the 

From/to field, suggesting entries 
from the Address Book ấ 

multiple recipients/addressees 
can be added to this field. 

Some fields have multiple drop 
down menus to choose from, 
e.g. Message Box, Creator etc. 

 

10. Messages can also be filtered 
using multiple parameters. As in 
8 above, this only applies to the 
current View, i.e. not all Views 

are filtered 
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1   MESSAGES (continued)  

  

 
 

11. In the message list, those 
messages with associated 

keywords, deals etc will have the 
appropriate (coloured) icons 

displayed in the message summary. 
The mailbox is also displayed along 
with an arrow that indicates 

incoming (down) or outgoing (up) 
messages 

 
12. The same icons will appear at the 

top of the message, once opened. 

Also displayed (in orange) is the 
mailbox and whether the email is 

incoming or outgoing. Swiping left 
or right reveals the following or 

previous message respectively 
 
13. Tapping any icon at the top of the 

message will reveal detailed 

information at the bottom of the 
message 

 
14. When viewing messages, pinching 

the screen allows the user to zoom 

in and out (from 0 to 3x) 
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1   MESSAGES (continued)  

 

 

 
 

 
 

 
 

 
15. Having tapped the ellipsis in a 

message, various options are 

then available in the drop-
down menu as shown 

 
16. When forwarding or replying to 

emails, message indentations 

can make the original email 
chain difficult to read on a 

narrow screen. These can be 
removed by first clicking in the 

ẮEdit Originalắ button  
 

17. Rows can then be moved to 

the left by first aligning the 

cursor, then 
 

18. From the menu touch the 
ẮIndentắ icon 
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2   COMPOSE AND ATTACHMENTS 
 

 

  
 

 
1. Having tapped the ellipsis in a 

new message, the message can 

be saved either in draft form or 
as a template. Other options are 

available from this menu, 
including to add ship details 

 

2. With each message there is the 
option to send either internally, 

i.e. within the same organisation, 
or externally, as a conventional 
email. The current selection is 

shown in bold 
 

3. Once complete, the message 

can be sent with the userẫs 

default delay (see Settings) by 
tapping on ẮSendắ. Alternatively, 
from the drop down menu, the 

user can choose when the 

current message is sent. If a 
message is delayed then it can 
be accessed via ẮPendingắ in 
Views (see also 3.4 below). The 

time before despatch is shown 
and the message can be edited if 

necessary 
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2   COMPOSE AND ATTACHMENTS (continued) 
 

 

  
 

 
 

4. Images, files and signatures can be added 

to messages being composed, as can 
pictures taken using the deviceẫs camera. 

There is also an option to use plain text or 
Html (the default for new messages being 

determined via settings in the web version 

of CompassAir) ấ the original format of a 
message is respected 

 
5. Attachments can be added from other 

messages, CompassAir filing folders, ship 

documents and details or from other files on 
the device 

 

6. Images can be attached either using the 

deviceẫs camera or from the deviceẫs gallery 
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2   COMPOSE AND ATTACHMENTS (continued)  

 
 

 

 

 

 

 

 

 

7. When forwarding a message with an 
attachment, an alert message is displayed  

 
8. Attachments are displayed at the bottom of 

the email, colour coded according to file 
type 
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3   MESSAGE VIEWS 
 

 

 1. From the Messages screen (see 1 
MESSAGES above) the Views 

menu can be accessed, along 
with, for example, the Address 
Book, Ships, Fixtures and Settings 

(see below), scrolling up and 
down. Views are fully 

synchronized between the mobile 
app and CompassAir web. As for 

the web version, the blue numbers 

represent the number of additional 
emails in a mailbox since it was 

last visited  
 

2. Views can be customised from 

ẮSettingsắ 
 

3. The order in which Views are 

visible can be changed as well as 

edited (via the ellipsis, Edit, then 
by dragging on the three horizontal 
lines) with any changes 

synchronized with CompassAir 

web (i.e. on the desktop version of 
CompassAir) 
 

4. Pending messages (see 2.3 

above) can be deleted by swiping 
left on the message in Pending, or 

right to send the message (a 
confirmation will then be 
requested). In Drafts, messages 

cannot be swiped. 

 
  

 

 

 

 

 

 






















