
How to Turn Your Syllabus Into a Google 
Calendar (Using ChatGPT)

What you’ll need:

Your syllabus (PDF, Word doc, or copied text)
A Google account
ChatGPT

STEP 1: Upload your syllabus to ChatGPT

Open ChatGPT.

Click Upload File (paperclip icon) 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

If you uploaded more than one syllabus, tell ChatGPT 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 either:

Create one calendar per class (best for clean color-coding), or
Import everything into one calendar and adjust colors later in Google Calendar.

STEP 3: Confirm the due dates

Review the list ChatGPT gives you.



Make sure:

All exams are included
Papers/projects are included
Dates and class names look correct

If anything is missing, say:

“Please double-check the syllabus for any other due dates.”

STEP 4: Add study + prep time

Tell ChatGPT your preferred study schedule. For example:

“Please add weekly study blocks on Mondays from 2–4 PM and Wednesdays from 3–5 PM, plus prep sessions before 

exams and papers.”

ChatGPT will plan:

Recurring study blocks
Extra prep time before big deadlines

STEP 5: Ask ChatGPT to create a calendar file

Say:

“Please create a Google Calendar (.ics) file with all classes, due dates, study blocks, reminders, and color-coded 
by class.”

ChatGPT will generate an .ics calendar file (the same format Google Calendar uses).

STEP 6: Save the .ics file

Copy the calendar text ChatGPT gives you.

Open Notes, TextEdit, or Notepad.
Paste the text.

Save the file as:
ClassName_Semester.ics
(Make sure it ends in .ics, not .txt.)

STEP 7: Import into Google Calendar

Open Google Calendar.

Click the gear icon → Settings.
Select Import & Export.
Upload the .ics 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
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 — it’s smarter work. You’ve Got this!  


