
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”. 

 

Step 2: 

Click on “Compile entries” 

 

 

 

 



Step 3: 

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

 

  

Step 4: 

Click “Save” 

 

 



Step 5: 

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

 

 

Step 6: 

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

Click on “Control Panel”, “Manage Files” 

                    

 

 



Step 7: 

Click on “Upload” 

                    

 

Step 8: 

Click on “Browse” 

                    

 

 

 



Step 9: 

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

“Open”. 

                    

 

Step 10: 

Click “Upload” 

                    

 



 

Step 11: 

Click on “Calendar” 

 

 

Step 12: 

Click on “Import entries” 

 

 

 

 Step 13: 

Click on “Browse” 

                   

 

 



Step 14: 

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

 

 

Step 15: 

Click “Import” 

 

 

 

 



Step 16: 

Click “Continue” 

 

 

       


