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Date Management 
Use the date management tool to easily adjust all content and tool dates in your course. Accessed on the Control 

Panel in the Course Tools section, you can choose to adjust dates automatically or individually from one convenient 

location. 

**Note: The Date Management tool only displays content items with dates that have 

previously been set.  

To access this useful tool, follow the directions below while in the course that needs dates 

adjusted: 

1. Under Control Panel > Course Tools, click on Date Management. 

2. On the Date Management page instructors can select how they would like to adjust 
dates. 
 
Instructors have the following options: 

a. Use Course Start Date – Selecting this option requires users to enter a current 

and new course start date.  The Date Management tool then adjusts the dates 

accordingly.  (Note: this option only works if dates are currently set on course 

content.) 

b. Adjust by number of days – Selecting this option allows users to adjust dates by a 

desired number of days.  (Note: this option only works if dates are currently set on 

course content.) 

c. List All Dates for Review – Selecting this option will result in a preview of all items in the course with a 

date. Users can then edit the dates of each item individually. 
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3. Make the desired selection and click Start.  A progress screen will display.  When the process has completed, 

click Next. 

  

 

 

 

 

4. Regardless of which Date Adjustment option is selected, the Date Management Review page will be 

displayed.  From this page instructors can manually edit the dates of any dated content in the course. 

  

  

  

  

  

  

  

  

  

  

  

  

 

5. To edit dates, click on the pencil icon and adjust dates. 

6. After the dates have been adjusted, click the green checkmark .  The dates of the content item are now 

adjusted. 

7. Dates changed after the Date Management process has been run will not display until Date Management is 

run again or is refreshed. 

 


