
How to add an event to the CMG calendar    
 
Section I – ADDING SOMETHING TO CONSTANT CONTACT TO MAKE CALENDAR ENTRY EASIER 
 
The first step is always to create the eNotify in Constant Contact.  Every note you send should include the option 
for “Click here to see this note as a webpage instead”.    If you don’t know how to set that up, continue with these 
instructions.  If you’re already doing that, skip to Section II. 
 
To add the line above, which will help you in doing calendars, log into Constant Contact and go into any Constant 
Contact eNotify that you plan to send out. 
 
Under the heading, you will hopefully see something that looks like the text above.  If so, you’re set.  If not: 

• Find the box with the heading line and add a new line under that 
• choose Insert and then the option for “View As Webpage” 
• In the box, replace the text “View as Webpage” with “Click here to see this note as a webpage instead” 

and click “Insert” to complete it. 
• highlight the text you just added and make it blue and underlined to look like a link, looking like this: 

 

 
 

After you send the eNotify, you’ll want to use the URL of that webpage link in the calendar creation to save you a lot 
of typing time.  Once you do this in all your templated events, you’ll never have to do section I again because you’ll 
keep cloning notes that already have it. 
 
When you send out the note, you’ll see in the CC report a nice short equivalent of the link, something short like  

 https://conta.cc/4hCCPqA  

I like to use the short one, but the longer URL that’s in the eNotify behind the “Click here” line works just fine, too. 
 
 

Section II – STARTING TO CREATE YOUR CALENDAR ENTRY 
 
The reason I wanted you to learn Section I first is that the calendaring process has us re-doing the whole 
description and more for the calendar.  That’s double work, since it’s all there in the eNotify already. 
 
If you follow these instructions BUT use the link I taught you as the main part of your description,  
calendar creation becomes much faster.   
 
Here is the link to the form to ADD A NEW CALENDAR ENTRY:   https://thecmg.org/events/community/add  . 
Bookmark that, since you’ll need it a lot.   
If you ever want to EDIT or DELETE one you’ve created, bookmark this as well for that purpose:   
EDIT or DELETE A NEW CALENDAR ENTRY:  https://thecmg.org/events/community/list . 
 
(NOTE:  You could actually always just use the latter one, if you want, and click the “ADD NEW” button on that page 
to get to the first link; bookmarking both just saves a step every time you create a new one.) 
  
So why am I so big on your adding the “click here to see note as a webpage” link on every eNotify? 
The answer is clearer in following this example than explaining the concept: 
  
For example, we sent out the notice for the bonfire. 
If you had gone to the San Diego events page at that time, you’d first see this: 

https://campaignlp.constantcontact.com/em/1139807813312/11169690-b801-48f1-a738-ff9709c78e17
https://app.constantcontact.com/pages/campaigns/view/list
https://conta.cc/4hCCPqA
https://thecmg.org/events/community/add
https://thecmg.org/events/community/list


 

 
 
Notice that it cuts off with the […].  That’s on purpose.  It’s just the teaser to get them to click the title to learn 
more.  When they do, they get this: 
 

 
See how having the Constant Contact link helped me bypass creating almost any description?  All the details 
they’d need is in copy of the eNotify that they’ll be taken to by that link, so no double work. 
 
One caveat:  Why do I put those two lines of text at all?  Because we DON’T want the Constant Contact link to 
appear on the first page.  I wish we could but if it shows up there, it’s not clickable, so it’s confusing.  That’s why 
there needs to be just enough text to push that link off the edge so it’s only on the second page. 
 
 
 



SECTION III – GETTING THE CONSTANT CONTACT LINK YOU’RE GOING TO USE 
 
The simplest way is to go to the eNotify that you sent out and copy the link behind “Click here to see this note as a 
webpage instead”.    You should be able to right-click and save the hyperlink.  Or you can just click it and copy the 
URL of the page it takes  you to. 
 
That said, it’s a rather long link to put in a note.  There’s a way to get a shorter version like the red circled one above: 
 
1]  Go into the Constant Contact list of events and find the one you are calendaring. 
2]  Next to the “Copy” button is three dots.  Click that and choose “Details”. 
3]  You should see a nice short link like https://conta.cc/4hCCPqA . 
4]  Right-click it and choose “Copy link”. 
 
Whichever link you use, it’s ready for the description field in your calendar entry. 
The next page takes you through creating the calendar link. 
 
 
  

https://campaignlp.constantcontact.com/em/1139807813312/11169690-b801-48f1-a738-ff9709c78e17
https://campaignlp.constantcontact.com/em/1139807813312/11169690-b801-48f1-a738-ff9709c78e17


SECTION IV – AT LONG LAST:  CREATE THE CALENDAR ENTRY USING THE CONSTANT CONTACT LINK 
 
 Step 1 is to log in 

 
 
Step 2 and 3 are where you put in a title and a short description of them event, ending with the Constant Contact 
link.  Be sure you use at least 100 characters before you put in the link (long story why, but it makes a difference) 
and always the description with these words:   
FOR ALL THE DETAILS, CLICK BELOW WHERE IT SAYS: "Website: View Website →" 
 

 
 
Step 4 is where you put in the time and declare if this is once or repeating. 

 
 

https://thecmg.org/events/community/add


Step 5 is to upload an image.   
 

 
 
Step 6 is to set your city 
 

 
 
Step 7 is to paste in that link from Constant Contact that you created in the first few pages of this document. 
 

 
 
Skip all the rest of the fields and click submit event because they’ll get the other details in the constant contact 
link, saving you work and avoiding possible errors of mismatching info.   Good luck! 


