
WyoVita (Faculty 180) Tip Sheet 

How to Edit or Clone an Activity (April 2020) 

 

Once you have entered and saved information in an activity input form, it will look like the screenshot 
below. This is an example in UW Extension – Educational Programs and Contact Reporting. You can see 
the programming area, the title of the program, start/end dates, location, etc.  

 

 

 

 

 

 

 

 

 

 

 

 

Scroll to the end of the entry and you will see icons to edit, delete 
or clone. The pencil is the EDIT icon which allows you to do just 
that, add or change things in an existing entry. 

 

The double square is the CLONE icon. The clone feature is really useful if you teach the same topic in several 
counties or for programs you repeat every year. Click on the clone icon and the only thing you have to do is 
update the entry with the new information.  

  



After you click on the clone icon a warning box will appear indicating this is a clone.  

 

 

 
In the example below, information for a beef nutrition clinic was entered for Carbon County. Clicking on 
the clone icon opens the original entry and allows you to change information for another location in 
which you taught beef nutrition clinics. Change the dates, contact location, and any other information 
that might be different.  

If you are cloning an entry for a program which you conduct each year, it will be necessary to change the 
reporting timeframe as well as all the other information. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 
When you save the new entry the original entry will be preserved.   
 
 
If you have additional questions about how to edit or clone an activity in WyoVita, please contact Kim 
Reaman at kreaman@uwyo.edu.  
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