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Begin by accessing a case record from 
your user home screen/page.
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Within the case record, hover your 
mouse over the ACTIONS menu and 
select “Request Time Extension.”
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When you receive the pop-up window, 
enter the amount of additional time 
requested along with the reason for the 
request. Once completed, click 
SUBMIT.
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The request is now logged in the 
Timeline and is transmitted to the AAA 
for review.
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The AAA will review the request and 
make a determination. A 
correspondence will be generated and 
sent informing the party whether the 
time extension request was accepted, 
accepted with a short time extension or 
rejected.
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