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Extending Assessment Dates 

 
Occasionally you may want to extend an assessment for a particular student or group of 
students. For instance, if a student had a family emergency and you felt it would benefit 
the student to have more time to take their assessment you could use the steps below to 
accommodate their needs. 
  
 
I. Create your Team 
 
1. Select Manage on the Map menu.  
 
2. Under Course Management select Teams. 
 
3. From your list of choices under Team Editor choose Add a Team. 
 
4. Fill out the Team field on the New Team page. For the purpose of extending   

assessments this is the only field that you will need to fill out.  
 

When naming your team it may be helpful to use descriptive naming conventions. 
You may find that using the name of the assessment and the name of the student in 
the title helps you differentiate between teams.  

 

 
 



 
 

Select Save and the Add Team Members page will come up. 
 

 
 
5. Select the students you will be extending the assessment deadline for and select 

the Add Selected button. 
 
6. Select Done. 

 
 

II. Select Assessment  
 
1. Select Assessments on the Map menu, and choose the exam you will be 

extending. 
 
2. Under the title of the assessment select Settings. 
 
3. Select the Access tab (see image on next page). 
 
 
 
 



 

 

 
4. Select the Do not allow users to view this item checkbox. 
 
5. Select Save. 
 
 

III. Copy Assessment 
 
1. Select the Assessments folder on the Map. 
 
2. Select Add Content. 
 
3. Scroll down to More Options and select Copy Items. 
 



4. Select the assessment you want to copy.  
 
5. Select the Assessments folder and you will see two versions of the exam you 

copied – the original is the one on top.  
 
6. Once again select the original exam. 
 
7.  Select Settings. 
 
8. Select the Access tab. 
 
9.  Deselect the checkbox for Do not allow users to view this item. 
 

10. Select Save. 
 

 
IV. Select Settings for New Assessment 

 
1. Select the Assessment folder.  
 
2. Hover over the copy of the assessment and select Settings from underneath it. 
 
3. Select the Interaction tab. 
 
4. Set the date and time you want the exam to be open – making sure to select the 

Date Enabled and Date Disabled checkboxes. 
 
5. Select Save. 
 
6. Select Settings again.  
 
7. Select the Content tab. 
 
8. Re-title the assessment (e.g., Exam 1 Extended). 
 
9. Select the Access tab. 
 

10. Under Viewable By choose Students. 
 

11. Under Team Access select Selected Teams. 
 
 



 
12. A box will open up with a list of teams – choose the team that you will be extending 

the deadline for. 
 

13. Put a checkmark in the boxes next to Start Date and End Date and select the 
extended date range. 

 
14. Deselect the Do not allow users to view this item box. 
 

15. Select Save when you are done. Now only the students in the team will have 
access to the assessment. 

 
16. When you have finished these steps it is a good idea to view both exams to make 

sure that all the settings are correct. 
 
 

V. Directing grades for both versions of the exam to the same Gradebook column 
 
1. Select the Assessments folder. 

2. Hover over the new version of the exam and select Settings. 

3. Select the Assignment tab at the far right. 

4. Under Gradebook Settings, use the drop-down to select the same Gradebook item 
title as the original exam. 

 
5. Select the Save button. 

6. Select Settings. 

7. Select the Assignment tab. 

8.  Select the Edit button to the right of the Gradebook Assignment title. 

9. Change the name in the Title box to match the name of the original assessment. 

10. Select Save in the pop-up window. Note: Do not select the “Save” button on the 
Settings page of the assessment. 

   
11. Select Cancel on the Settings page. 

 
 


