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To extend a task due date, navigate to ‘Outstanding Task’ tab.
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Select the drop-down next to the task whose due date needs to be extended,
followed by selecting ‘Extend due date’.
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Extend due date

Extend Due Date pop-up window is displayed. Select the calendar icon.
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Select a new due date as appropriate for the task.
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Select ‘OK’.

Extend Due Date

Task Due Date

Note: Once the due date has passed for a task, student will not be able to enter any
detail. Extending the due date will allow them additional period to provide the
information.
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