STEP 1:

STEP-BY-STEP INSTRUCTIONS

Sign in on the web at

my.discoverchampions.mo

mentpath.com.
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STEP 2: STEP 3:
Select your child's profile Select the

by clicking Manage > “Programs” tab.
People, then select your

child.
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https://login.discoverchampions.lineleader.com/login?from=manage
https://www.discoverchampions.com/-/media/champions/documents/chp_lineleader_phase2_how-to-guide_custom-schedule_r2v1.pdf

STEP 4:
Click the “Submit Time Off” button.
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Enrolled Programs

Select a program below to manage

Start Date End Date Group Days Type

81712026 61012027 New MTWRF Kindergarten
CURRENT Registrations Wrap Option 15Y
26-27

STEP 5:

Select the date or date range for the time you want to take off. You can choose a single day, a full week,
or a custom date range. To select a single day, click the date twice.
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STEP 6:

Review and confirm the start and end dates of your submission.



STEP 7:

If your child is enrolled in more than one program during these dates, choose the program(s) for which
you would like to take time off from.

Select programs X

Dates Selectad: 10/5/2026 1o 1V/2026. Select the programs you would like
to opt out of during this time frame M

Kindergarten Wrap Option 1 5Y 26-27
1| B0 37« M TWEI

Champions Before School 5Y 26-27

Mote: By scheduling time off, you are relinguishing your child's space in
the program for this timefreme. If the program is at capacity, this could
prevent you from reclaiming these days if your needs change

hat ks
1000112026 12/101/2026 Preschool I

STEP 8:

Before submitting, review dates you are taking time off for. Requesting time off releases your child’s
spot in the selected program(s). If the program reaches capacity, the spot may no longer be available
to reclaim later.

STEP 9:

Review your selection and click Submit Time Off.

STEP 10:

After saving, your submission will appear under Upcoming Time Off in your child’s schedule. You can
also review previously submitted Time Off dates.
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Enrolled Programs Submit Time Off

Selectaprogram below to manage

End Date Group Days Type >
61012027 MTWRF Kindergarten
Wrap Gprion 15Y
26-27
Upcoming Time Off
10/5/2025 - 10/9/2026
Start Date End Date Group Days Type )
817/2026 6N0I2027 Fraschool MTWRF Champions
CURRENT {default) Betore School S
26-27

Upcoming Time Off

10/5/2026 - 10/9/2026



NEED TO REMOVE A TIME OFF SUBMISSION?
STEP 1:

Navigate to your child's “Programs” tab and find the Time Off submission you would like to remove.

Start Date End Date Group Days Type

>
8/31/2026 6/10/2027 Summer Kids TWR Champions
CURRENT 2026 (default) Before School SY
26-27
Upcoming Time Off

10/6/2026 - 10/8/2026 W

Program Details:
A positive start to the day! Kids stay engaged with fun activities that boost energy and focus—getting them ready to learn

STEP 2:

Click the “trash can icon” next to the submission. Note: The trash can icon will not appear if schedules
have already locked for the upcoming week.

STEP 3:

Review availability. Discover Champions will check availability for the dates you are trying to

reclaim.

- If all dates are available, your child's schedule will be fully reinstated.

- If some dates are at capacity, you will be notified which dates can be reinstated and which
dates are no longer available.
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Enrolled Programs

Remove Time Off X

Remove Time Off X

Days We've checked availability for reinstating your schedule. Here's what we

MTW found iet
We've checked availability for reinstating your schedule. Here's what we + Available Days
found

Thursday, October 15, 2026

v Available

Your child can attend on these days
Monday, October 5, 2026

Tuesday, October 6, 2026 B
Wednesday, October 7, 2026

Thursday, October 8, 2026

Friday. October 9, 2026 Th

Monday, October 12, 2026

are at capacity. Your child’s schedule cannot be reinstated on

th dates
Your child can attend on these days.
Days Note: By removing this time off, your child will only be reinstated on the
TWR available days listed above.

Cancel Confirm Removal

10/6/2026 - 10/8/2026

Cancel Confirm Removal



STEP 4:

Review the availability details and confirm the removal. Any available dates will be added back to your
child's schedule.

TROUBLESHOOTING

Not seeing the program? Confirm you are in the correct school.
Need to switch schools? Use Switch Communities in the top-right menu to move between schools.

Having trouble changing your schedule? You can only update your most recent schedule. For other
changes, contact your site director.

QUESTIONS? Email ChampionsHelp@KC-Education.com, call 800-246-2154, or

contact your site director.




