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Under certain circumstances, you may need a substitute to report for different hours than your
standard absence times. If your district allows for these adjustments, you can modify substitute
report times during the absence creation process. 

Some districts do not provide the features mentioned in this article. Contact your administrator if
you have any questions. 

You must first create your absence before you can modify the substitute report times.

Absences > Create Absence 

Enter the necessary information, including the absence reason and timeframe. Once this is
complete, click the chain-link icon between the absence time and substitute report time.  

This selection removes the grayed-out restrictions for the substitute report time and allows you
to make the necessary adjustments.

Choose the proper timeframe and click Create Absence & Assign Sub or Create Absence to
complete the process. 
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Was this article helpful?

Have more questions? Submit a request
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