
 

  How To: EXTEND USER’S COURSE 
 

 

 

Some traffic schools and courts grant extensions to student accounts after the expiration date. 
Administrators for these accounts can have the ability to extended course access to users.  
 
Below are the steps to extend the course access for a student. 
 

• Login as the Administrator 

• Find the required User and view their account details 

o This can be done by selecting “user”, searching based on first name, last name, email 

address, or login id, and then clicking on the login id. 

• Select “Course Details” tab 

• Select the Pencil Icon next to the course expiration date 

 
 

• Input the corrected expiration date, select a completion time, and click on “Save” 

o The date must be a future date 

o The time is for the user’s time zone 
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• The updated expiration date will appear on the User’s profile under the Course Details tab 



 

 
 

 


