
 Create calendar buttons for 1 event
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How To Insert "Add To Calendar"
buttons to your Event Emails

Create the .ics file
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Start by opening up the 

Respond to the GPT with the event information:

 • Title

 • Start date and time

 • Timezone

 • Duration in minutes

 agent or GPT.
Calendar Invite Code Builder

•The best place to start is by selecting the

Gather Event Information

https://chatgpt.com/g/g-697ff1a9f790819193505b7524b02fd2-calendar-invite-code-builder
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 • Location

 • Zoom link, only if online/Zoom

3 Generate the .ics file

.icsThe GPT will then generate a 
needed to "Add To Calendar". It will also provide a recommended file name.

file for you! This file contains the information



.ics content  plain text editor 
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4 Save the .ics file

 1. Copy the 

 2. Save the file using the provided filename

3. Confirm the file extension is .ics (not .txt )

into a like TextEdit or Notepad.

Upload the File .ics to WildApricot
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In , select 

 your .ics file in the 
selecting your file.

 section of WildApricot by clicking  andUpload

Admin View Website .

Files Browse
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7 After you've uploaded your .ics file to WildApricot. 
Properties .

 on it and selectRight click
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Copy the  url.

Go back to the GPT and paste the  url

Location

Location

Generate the Code for the Calendar Buttons
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The GPT will then respond with the  code snippet. 

Open your event registration confirmed email (or whatever email you want
to add the calendar buttons to).

 it.Calendar  button Copy

Add the Code Snippet to your Communications



8

12
Select the  to add the code snippet.<s>
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Paste the code snippet and select Insert.
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Select  and you're all done!Save
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