HOW TO TURN YOUR SYLLABUS INTO A 6OOGLE
CALENDAR (USING (HATGPT) 6

WHAT YOU'LL NEED:

® YOUR SYLLABUS (PDF, WORD DOC, OR COPIED TEXT)
e AGOOGLE ACCOUNT
o (HATGPT

STEP 1: UPLOAD YOUR SYLLABUS TO (HATGPT

OPEN (HATGPT.
CLICK UPLOAD FILE (PAPERCLIP \CON) OR PASTE THE SYLLABUS TEXT INTO THE CHAT.

IF YOU HAVE MORE THAN ONE CLASS, UPLOAD ALL SYLLABUSES (ONE AT A TIME OR TOGETHER) AND SAY:
“THESE ARE SYLLABUSES FOR MULTIPLE CLASSES. PLEASE KEEP EACH CLASS SEPARATE AND CLEARLY LABELED."
THEN SAY SOMETHING LIKE:

"PLEASE EXTRACT ALL DUE DATES, EXAMS, AND ASSIGNMENTS FROM THIS SYLLABUS."

STEP 2: ASSIGN COLORS FOR EACH CLASS
\F YOU UPLOADED MORE THAN ONE SYLLABUS, TELL (HATGPT HOW YOU WANT EACH CLASS COLOR-CODED.
FOR EXAMPLE:

“PLEASE ASSIGN A DIFFERENT COLOR TO EACH CLASS IN THE CALENDAR:
MARKETING = BLUE

THEATRE ARTS = PURPLE

PSYCHOLOGY = GREEN"

YOU CAN E\THER:

© (REATE ONE CALENDAR PER CLASS (BEST FOR CLEAN COLOR-CODING), OR
e |MPORT EVERYTHING INTO ONE CALENDAR AND ADJUST COLORS LATER IN 60OGLE CALENDAR.

STEP 3: CONFIRM THE DUE DATES

REVIEW THE LIST (HATGPT GIVES YOU.



MAKE SURE:

e ALLEXAMS ARE INCLUDED
© PAPERS/PROJECTS ARE INCLUDED
e DATES AND CLASS NAMES LOOK CORRECT

IF ANYTHING IS MISSING, SAY:

“PLEASE DOUBLE-CHECK THE SYLLABUS FOR ANY OTHER DUE DATES."

STEP Y: ADD STUDY + PREP TIME
TELL CHATGPT YOUR PREFERRED STUDY SCHEDULE. FOR EXAMPLE:

“PLEASE ADD WEEKLY STUDY BLOCKS ON MONDAYS FROM 2-Y PM AND WEDNESDAYS FROM 3-5 PM, PLUS PREP SESSIONS BEFORE
EXAMS AND PAPERS."

(HATGPT WILL PLAN:

e RECURRING STUDY BLOCKS
® EXTRA PREP TIME BEFORE BIG DEADLINES

STEP 5: ASK (HATGPT TO CREATE A CALENDAR FILE
SAY:

"PLEASE CREATE A 6006LE CALENDAR (.\CS) FILE WITH ALL CLASSES, DUE DATES, STUDY BLOCKS, REMINDERS, AND COLOR-CODED
BY CLASS."

(HATGPT WILL GENERATE AN .1CS CALENDAR FILE (THE SAME FORMAT GOOGLE CALENDAR USES).

STEP 6: SAVE THE .\(S FILE

COPY THE CALENDAR TEXT CHATGPT GIVES YOU.
OPEN NOTES, TEXTEDIT, OR NOTEPAD.

PASTE THE TEXT.

SAVE THE FILE AS:

(LASSNAME _SEMESTER.ICS

(MAKE SURE 1T ENDS IN .ICS, NOT .TXT.)

STEP 3: IMPORT INTO GOOGLE CALENDAR

OPEN GOOGLE CALENDAR.

CLICK THE GEAR \CON — SETTINGS.
SELECT \MPORT & EXPORT.

UPLOAD THE .\CS FILE.



CHOOSE WHICH CALENDAR TO ADD IT TO.
CLICK IMPORT.

#: DONE! YOUR ENTIRE SEMESTER IS NOW ORGANIZED.

BONUS TIPS (HIGHLY RECOMMENDED)

® SET EMAIL OR PHONE NOTIFICATIONS FOR EXAMS
e ADD PERSONAL COMMITMENTS SO YOU CAN SEE REAL AVAILABILITY
® REVIEW YOUR CALENDAR WEEKLY (5 MINUTES = LESS STRESS)

WHY THIS WORKS

YOU STOP RELYING ON MEMORY.

YOU SEE DEADLINES BEFORE THEY SNEAK UP.

YOU STUDY CONSISTENTLY INSTEAD OF CRAMMING.

YOU'RE USING THE SYLLABUS LIKE SUCCESSFUL STUDENTS DO.

THIS ISN'T EXTRA WORK —1T'S SMARTER WORK. YOU'VE 6OT THIS!



