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Checkpoint Dates

As an administrator, you can also modify your program’s checkpoint dates in 
the Administration area which can be accessed by selecting your Profile Icon 
in the top right-hand corner of your screen. Choose ADMINISTRATION from 
the drop-down menu and select LICENSE SETTINGS from the sub-navigation. 
Select CHECKPOINT DATES to set custom checkpoint due dates for your license. 
Organization level administrators can also set custom names for their checkpoint 
periods by selecting MANAGE CHECKPOINT PERIOD TITLES from the License 
Settings menu. 

To see your checkpoint due dates, 
select CHECKPOINT DATES from 
the sub-navigation. 

Use the YEAR drop-down menu to 
select the year viewed.
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