How to Copy WebCT Calendar from one course to
another

This page will tell you how to copy one WebCT Calendar to another course.

Step 1:

First step is to log into WebCT and go to the course with the correct Calendar,
and then you want to click on “Calendar”.

~ Course Menu

Homepage

Syllabus

Calenda
Communication Tools

LT
Discussions
Student Tools
My Grades
Aszignments

Quizzes

Step 2:

Click on “Compile entries”

August 2008 Previous mu:l-nth| Next mu:l-nth|

Actions

Edit settings| Impaort entries| Clear public entries| Delete all from u:uurse|

Cate: |Augu5t V||2EIIIIS V| GIII-| Add entrv| |C-:urnpi|e ENErEs | q—

To view, add to, or edit the daily schedule, click a hyperlinked date below.




Step 3:

Change the “To” date to the last day of the term. Click “Download”.

Compile or Download Calendar Entries
To compile and display or download entries, =elect a date rang

From: (N || 25 v || 2008 v

Ta: [August (25 »|[ 2008 v|<ll_l
Criteria Comparison Yalue
| MNone V| | Contains V| | |

* Only applies to public entries.
(O Public entries anly
O Private entries only

® Both

Cumpi|e| Download | Cancel

Ll

Step 4:
Click “Save”

File Download

X

Do you want to open or save this file?

Mame: calendar.txk

Type: Text Document

Fram: wna . wallaceonline. com

Open ] [ Save ] [ Cancel

|g) YWhile filez from the Internet can be useful, ome files can potentially
b

harm your computer. IF pou do fat trust the zounce, do not open or
= zave this file. What's the rigk?




Step 5:

Make sure the “Save in” location is your Desktop. Click “Save”.

Save in: | @ Desklop v; —— -
Ty @M‘;x Docurments
LA b :J My Cormpuker
by Fecent ‘ﬂMy Metwork Places
Documnents [Chimages

by Documents

ky Cormputer

Q File name: | w | [ Save \1,\;_ |
by Metwork, | Sawe a3 tupe: | Text Docurnent w | [ Cancel ]

Step 6:
Exit the current class and go to the class where you want to put the Calendar.

Click on “Control Panel”, “Manage Files”

Wallace
\ Chndinre

Control Panel
e




Upload File
Mote: Depending an the file size and network connection, thi

Filename:

Step 7:

Click on “Upload”

Actions

% indicates a selectio
fram the main frame.
& indicates multiple
allowed.

Options: Files

Create file
e Editl
'+ Delete
T Copy
r# Move

% Rename

& Zip

1

I Unzip

Upload| l_|

I+ Download |

Step 8:

Click on “Browse”

|[(Browss... | 4;—|

Destination folder: | My-Files

vl

Upload

Cancel |




Choose file

ty Fecent
Dacuments

K

Desktop

=

3

by Documents

ky Computer
by Metwork,
Places

Step 9:

Single click the file on your Desktop. The file will be named ‘calendar’. Click

”Open".
?)X]
Lok i | (& Desktop j 5 Ef-
M';.f Dacuments
'_12 My Computer
‘QM':.# Metwork Places
4D Camtasia Studia 5
[ﬁimages
E calendar I_ |
@]CDpyCalendar
@Hybrids
File narne: | ﬂ Open I\I _‘I_I
Files of type: |,£'-.II Files [*.%) j Cancel
Step 10:
Click “Upload”

uploaa rne

Mote: Depending on the file size and network connection, this

Filename:

|C:\Documents and Set [ Browse... |

Destination folder: | My-Files

vl

U_plu:@ Cancel |



Step 11:

Click on “Calendar”

~ Course Menu

Homepage

Syllabus
[:a|endar<=
Communicati®n Tools
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Discussions
Student Tools
My Grades
Aszignments

Quizzes

Step 12:

Click on “Import entries”

Actions

Edit settings| Import entries| | Clear public entries| Delete all from course

Step 13:

Click on “Browse”

Import From File
To populate vour calendar with multiple entries, i

Filename: || Bru-wse...['_

~\

Impu:l-rt| Canu:el|




Step 14:

Click on radio button beside the file ‘calendar.txt’. Click “Add selected”.

File Browser
Select a file. Tip: To view a file, click G,.
If the file wou need does not appear in the list below, upload it first,

Name

£ My-Files
O [&] Bicalendar.txt

O |G E1obiModules.html
O [G] E1obiModules.html
O |G E1obiModule?.html
O [@] E1obiModules.html

Upload File To add a file from vour computer, Browse for it,
then click Upload. Select it in the list above and click Add selecte
connection, this process may take several minutes.

Filename: | |[ Browse... |

Upload to: [ My-Files v | |Upload]

ﬁ/‘lﬂddselectedHCIDsﬂ . Help|

Step 15:

Click “Import”

Import From File
To populate yvour calendar with multiple entries,

Filename: |n::a|en|:|ar.bct ||Bruwse...

-/|Impc|-rt| | Cancel|




Step 16:

Click “Continue”

Import Confirmation
Flease ensure the information is col

Date
August 25, 2008

~/| Continue |  Cancel |




