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Job Aid Objective: This job aid will provide Faculty with an overview of how to set the due dates on 

Assignments, Discussion Forums, and Tests. 

Setting Due Dates on Assignments 

Step 1: Begin by selecting the Content Area where the Assignment is housed. In this example, Week One is 

selected. 
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Step 2: Hover over the assignment and click on the Contextual Menu that appears to the right of the title. 

Then, select the Edit option. 

Step 3: On the Assignment page, scroll to the Due Dates section. Click on the Calendar and Clock icons to set 

the desired due date and time. Once completed, click on the Submit button located at the top or bottom of 

the screen. 
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Setting Due Dates on Tests 

Step 1: Begin by selecting the Content Area where the Test is housed. In this example, Week One is selected. 

Step 2: Hover over the test and click on the Contextual Menu that appears to the right of the title. Then, select 

the Edit the Test Options choice. 



4 

Step 3: On the Test Options page, scroll to the Due Dates section. Click on the Calendar and Clock icons to set 

the desired due date and time. Once completed, click on the Submit button located at the top or bottom of 

the screen. 

Setting Due Dates on Discussion Forums 

Step 1: Begin by clicking on the Course Tools menu under the Course Management section of the left hand 

navigation menu. Then, click on Discussion Board.  
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Step 2: On the Discussion Board page, click the Course I.D. 

Step 3: Hover over the discussion forum and click on the Contextual Menu that appears to the right of the 

title. Then, select the Edit choice. 
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Step 4: On the Edit Forum page, scroll to the Grade and Due Dates sections. Please note, the Due Date field will 

only appear if the “Grade Discussion Forum” option is selected. Click on the Calendar and Clock icons to set 

the desired due date and time. Once completed, click on the Submit button located at the bottom of the 

screen. 




