Allow Your Respondents to Add a
Calendar Event via Your Survey

Did you know people often use surveys to gather

information from people who wish to attend an Thank You!
event or workshop or participate in a class? If you
are using SurveyGizmo surveys in this way, you Thank you for signing up for the company party!
will want to give respondents a quick link to add Add this event to your calendar!

the event to their calendar.
Add this event to your Google Calendar!

This can be done with what is called an ICS file.

An ICS file allows you to send meeting requests
that can be added to calendar programs such as

Apple's Calendar program, Microsoft Outlook,

and Google Calendar.

Step 1: Make a Calendar File

As your survey respondents will likely be using different calendar applications you will want to create both
a Google Event, as well as, an ICS file. Google Events will automatically open in Google Calendar. Whereas
ICS files will open the calendar that is set as default on respondents' computers (Outlook, Apple Calendar
aka, iCal). ICS files can be imported to Google Calendar but this is likely more work than you respondents
will want to do so it's a good idea to provide both.

Create an ICS file

e If you are using Microsoft Outlook, drag that event onto your desktop. An ICS file will be
automatically created with the details of your event.

o In older versions of Outlook, you will need to open your appointment, click on the File menu,
and then on Save as. Enter a file name and select iCalendar Format from the "Save as type"
menu bar.

e Ifyou are using Apple's Calendar program, drag the event to your desktop. An ICS file will be
automatically created with the details of your event.

Create a Google Calendar Link

e Ifyou are using Google Calendar, double-click on the event of your choice. In the More Actions
dropdown menu, select the Publish event link. Copy the HTML Code from the pop-up window and
save it for use in step 3.



Publish event

Use this code on your site so that visitors can add this event to their Google
Calendar.

HTML code
<a target="_blank" href="https://calendar.google.com/event?ac... COPY

Or copy the link:

Link to event
https://calendar.google.com/event?action=TEMPLATE&tmeid ... CopPY

CLOSE

Step 2: Add the ICS file to your File Library

Your ICS files will need to be uploaded to your SurveyGizmo File Library so that you can have your
respondents download the file to add to your calendar. Not sure how to do this? Check out our File Library
Tutorial to learn how! Google Calendar events can skip this step.

Now that your file is uploaded, an embed code for your file will be available for you to use on your survey.
Click Edit to the right of the file you have just uploaded. Copy the Embed Code.

Edit File

Change File...
All embeds and references to this file will be updated.
Title
Company Partyl |
Caption
This will serve as the image's alt attribute (Learn more about accessibility).
File URL:
/) +.s3.amazonaws.com/library/160589/CompanyParty.ics
Embed Code:
<a href="http:/ amazonaws.com/library/160589/CompanyParty.ics"

target="_blank">CompanyParty.ics</a>

Step 3: Add the ICS file to your Survey

Now you are ready to add a link to your ICS file in your survey. Where you add the link to your ICS file on
your survey is your choice.

1. Add a Text/Media element or edit the existing one on your Thank You page. Click the Full Mode button
in your editor toolbar.

Not seeing this option? The editor might be turned off in your account. Learn how to Turn the HTML
Editor Back On.



Text / Instructions

Media Logic Layout Piping/ Repeat ¥ Need Help?

Text / Instructions

Thank you for signing up for the company party! |
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Full Mode

2. Next, click the Source button on the editor toolbar.

Text / Instructions

Media Logic Layout Piping / Repeat ¥ Need Help?

Text / Instructions

Thank you for signing up for the company party!
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3. Paste the File Library Embed Code for ICS file and customize the text between the left caret and the
right caret to the text you wish to include as the link. In our example below we used the text "Add this
event to your calendar!"

Text / Instructions

Media Logic Layout Piping/ Repeat ¥ Need Help?

Text / Instructions

Thank you for signing up for the company party!

<a href="http:// .s3.amazonaws.com/library/160589/CompanyParty.ics"
target="_blank">Add this event to your calendar!</a>
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Google Calendar Event Embed Code

For Google Calendar events, simply paste in your code from Google. By default, this will add a Google
Calendaricon to link to your event, like this:

Google Calendar



You can replace this image with your own text like so:

Text / Instructions

Media Logic Layout Piping / Repeat Remove the highlighted code

for the Google image and
replace with the text you
wish to include as the link.

Text / Instructions
Thank you for signing up for the company party!

<a href="http:/ .s3.amazonaws.com/library/16Q
target="_blank">Add this event to your calendar!</a>

<a target="_blank" href="https://calendar.google.com/e¥ent?

action=TEMPLATE&amp; tmeid=MTY2bGcxM2hxcTRzcmhyNDY5Z]1gqMG90aGEgYnJIpLmhpbGxtZXJAbQ&amp; tmsre=bri.hillmer$%
40gmail.com"><img border="0" src="https://www.google.com/calendar/images/ext/gc buttonl en.gif"></a>

d= o =~ | B &) e Merge CoRich Text Editor, question-tit
x o l

C
€
-
I
t
E

FAQ

Can | add more than one event link to my survey?

Certainly! You can add as many ICS files as you need to your File Library and link them in the same
manner. You can either place them all in the same Text/Media element or in their own elements. Having
them in their own elements is important when you only need to share one event per person, depending on
which event(s) they need to attend. Each Text/Media area can be shown using question logic to make sure
your respondent attends the right event.

What calendar programs support ICS files?

Most commonly-used calendar programs support ICS files. Such programs include Apple Calendar,
Microsoft Outlook, Google Calendar, Lotus Notes, Yahoo! Calendar, Mozilla Thunderbird, and many more.
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