How To Extend A School
Calendar Beyond 365 Days

Extending a school calendar beyond the default 365 days can be crucial for institutions needing
more flexibility in their academic scheduling. This step-by-step guide will walk you through the
process of adjusting the calendar to fit your specific needs.

Step-by-Step Instructions

Step 1: Navigate to the Menu

e Start by logging into your school management system.
e Once logged in, locate the Menu option, typically found in the top or side navigation bar.

Step 2: Select 'School' and then 'Calendars

e From the menu, select the School option.
e Under the school menu item, find and click on Calendars to view the list of active and

archived calendars for the institution.
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Step 3: Find the Calendar to Edit

e Scroll through the list of calendars to find the one you wish to extend. Each calendar
should be labeled by name and the academic year or term it pertains to.

Step 4: Edit the Calendar

e Once you've identified the correct calendar, look for the pencil icon next to it, which
indicates the "Edit" function. Click on the pencil icon to enter the edit mode.



Step 5: Adjust the End Date

o Within the calendar settings, locate the field labeled End Date. This field typically
contains the pre-set last day of the school year or term.

e Click on the End Date field, and a date-picker or calendar tool will appear.

e Select your desired end date, whether it's one day, one week, or several months beyond
the default 365-day mark.

Step 6: Save Your Changes

o After setting the new end date, click the Update or Save button to apply the changes.
e The system will confirm that your changes have been saved successfully.

Once you've completed these steps, you have officially extended the school calendar. Be sure to
inform relevant staff and stakeholders of the new end date to ensure that the extended calendar is
reflected in all academic planning and scheduling.

By following these simple steps, you can easily modify your school calendar to extend beyond the
typical 365-day limitation. This flexibility ensures that your institution can accommodate special
circumstances, such as extended academic years or unique scheduling requirements.
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