
Extension of time – 7 days  
 

 

 

 
 
 
 
 

 

 

 

Step 1 

Click on the Home tab 

Step 2 
Click link 

 

 

 

Step 3 
Click on link to trap that is 
the one you want to 
provide an extension 
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Step 4 
Enter Date of Extension. Note: This 
is one day after the due back day 

 

 

Step 5 
Click Save 

 

 

Step 6 
Click Events List 
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TIP 

Right click on  untick the past - so you only 
see current events. 

 
  

Step 7 

Question: Has the Trap been returned? 

Answer: Click  and select ‘No – 
Extension Granted’. 

 

Last Step  

Question: Is the Extension date correct? 

Answer: Click  and select ‘Yes’. 

 


