
Section 6:  Adding a Trip to the CMC Website, www.cmc.org 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Log onto the CMC Website. 

Refer to Screen Shot #1.  

After becoming a leader, 

there will be a ‘Trip Leader 

Admin’ link above your 

Welcome NAME.  Click it to 

advance to Screen Shot #2. 

Next, click on ‘Manage 

Trips’ as shown in Screen 

Shot #2 and advance to 

Screen Shot #3. 

 

When at the site illustrated 

by Shot #3, the leader can 

simply click ‘Add Event’ and 

proceed to adding a trip in 

the activity calendar.  The 

detailed procedure will be 

explained below. 

Alternately, a leader can 

search for trips, past or 

future, by entering criteria 

in the ‘Date’, ‘Category’, 

‘Group’, ‘Leader’ or ‘Search 

Title’ fields.  From the 

resultant search, e,g, Loch 

Lomond, a leader can 

duplicate the existing trip 

and then modify the trip 

with details for the new 

upcoming trip.   

Screen Shot #1 

Screen Shot #2 

Screen Shot #3 
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To Create a New Trip from “Add 
Event” 

 
After clicking ‘Add Event’ and advancing to 
Screen Shot #4: 

a. For ‘Type’, enter ‘Trip’ 
b. For ‘Status’, enter ‘Approved’ -- Leaders approve 

their own trip  
c. Add Title.  Additional information can be entered 

into Title 2 or 3.   
d. For ‘Category 1’, enter ‘All Trips’ 
e. Category 2 should be left blank 
f. Enter date, end date - Only multi-day trips need 

an end date, and the trip Start Time. 
g. For ‘Group’, enter Group Name, e.g. Denver. 
h. Select Leader Name and Co-Leader Name if using 

Co-Leader, from dropdown lists. 
i. Click box for ‘Allow Registration’ unless you 

want to approve every participant before 
allowing them to sign up.  If that is the case, do 
NOT click ‘Allow Registration’.  More 
explanations are given in subsequent pages. 

j. Click box for ‘Registration Requires Logged In’ if 
trip is closed to non-members. 

k. Enter date for ‘Registration Deadline’.  This is 
the cut-off date after which time a member 
cannot sign up for this trip. 

l. ‘Available tickets’ are the number of people 
you’ll allow on this trip.  The leader is 
automatically Participant #1.   For example, if you 
want a total of 12 on this trip, enter the number 
11 because the leader counts as 1 participant. 

m. To make the trip ‘Active’, clicking this box.  Read 
the explanatory note.  It is very helpful. 

n. ‘Is School’ and ‘Only Admin’ are left blank.   

Screen Shot #4 

The number of ‘AVAILABLE TICKETS’ can be changed at any time, 
e.g., if you decide to allow additional participants, increase the 
number from 11 to your new higher number.  You might elect to 
do this if you want to add people from the Wait List.  Or there 
may be times where you want to reduce the number of Available 
Tickets. 
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To Create a New Trip, Continued 
o. Select Trip Type, e.g., Hike, Ski, Snowshoe, 

Rock Climbing, etc 
i. Hike Classes are A, B, C, or D.  E is used 

to indicate Exposure on the hike. 
ii. Difficulty is Easy, Moderate or Difficult 

and is used for snowshoe trips 
iii. Level is I, II, or III and is used to 

indicate difficulty for ski trips, e.g., 
Moderate II ski trip 

p. Trip prerequisites can be selected from the 
dropdown menu, e.g., WTS, BMS, Avalanche 
Training, etc.  If establishing a set of 
prerequisites, recommend you also mention 
them in pre-trip email communications. 

q. Trip Pace of Casual, Moderate or Fast can be 
selected. 

r. Enter trip mileage and elevation gain. 
s. Enter round-trip driving distance to calculate 

driver reimbursement.  Example:  Driving 
distance = 100 miles.  Multiply 100 x $0.30 = 
$30.  $30 to be divided equally between all 
people in the car, including driver.   

t. List appropriate trail map names, Trails 
Illustrated #104, Grays Peak Quad, etc, 

u. Various Check Boxes. 
▪ Wilderness Restriction:  use if 

appropriate. 
▪ LIT:  use if this is a Leader-in-Training 

trip.  LIT’s are lead only by pre-
approved “Instructor Leader”. 

▪ Register with Leader:  Use if wanting to 
approve trip participants prior to 
allowing them to sign up by using a 
pass code.  Check “Confirm Passcode.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

▪ If allowing guests on trip, click box for ‘Guest 
OK’.  If any guests are on your trip, that guest 
must complete a guest liability waver before 
leaving the trailhead.  Guest liability waiver can 
be downloaded from:  
https://www.hikingdenver.net/wp-
content/uploads/2011/03/GuestLiability01.pdf 

▪ (optional) If a Pass Code is used, trip participant 
enters the pass code given him/her by the trip 
leader. 

▪ If using Pass Code, check the box for “Confirm 
Pass Code”. 

Screen Shot #4, 

Continued 

https://www.hikingdenver.net/wp-content/uploads/2011/03/GuestLiability01.pdf
https://www.hikingdenver.net/wp-content/uploads/2011/03/GuestLiability01.pdf


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Create a New Trip, Continued 
w. There are five (5) Editor Text Boxes.  They are:  

1) Location, 
2) Directions 
3) Contact 
4) Details 
5) Notes.  (The “Notes” text box is the only 

one shown in this write-up.) 
x. In all of these boxes, leave the default button 

‘Rich Text Editor’ selected 
y. In the Location Box, typically the leader lists 

meeting location place and time 
z. In the Directions Box, DO NOT ENTER ANY 

INFORMATION IS THIS BOX.  Information in this 
box will not be displayed!! 

aa. In the Contact Box, leaders can enter their 
phone number and/or email address, or 
instruction on how to contact them, but 
information in this box is visible to anyone 
browsing the CMC website. 

bb. In the Details Box, any pertinent trip details 
are entered. 

cc. The Notes Box can be used for miscellaneous 
information. 

dd. For all of these Editor Text Boxes, type 
sentences into them directly, or copy and 
paste text as “Plain Text” only.   

i. The editor button highlighted in the red 
square can be used to accomplish 
pasting in Plain Text.  If hovering cursor 
over this button, message displayed is 
“Paste as Plain Text”. 

ee. After entering all appropriate information, click 
‘Update’ to save. 

Enter Text in thee Editor Text Boxes, BUT TEXT MUST 

ONLY BE IN THE FORM OF PLAIN TEXT. 
 

DO NOT PASTE DIRECTLY FROM MICROSOFT 

WORD!! 

This is very important as entering text as 

“rich text” wreaks havoc with the entire 

CMC Trip Calendar. 

Screen Shot #5 Screen Shot #4, 

Continued 
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To Create a New Trip from 
“Duplicate” Existing Trip 

 

a. Trips can be added to the calendar by 
duplicating a trip from a search, as was 
explained when Screen Shot #3 was 
discussed on Page 1 above.   

b. Select “Duplicate” and edit all appropriate 
fields for the intended new trip as was 
described in the preceding pages. 

c. When finished, click Update to save. 
 

Screen Shot #5 
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Completing a Trip 
 

After the trip is over, it must be closed.  Closing the trip and 
recording participation hours is crucial for CMC to receive 
Denver Scientific and Cultural Facilities District (SCFD) funding. 
 
a. Refer to Page 1, Screen Shot #3 and locate the trip you intend 

to complete by running a search. 
b. For the trip you are completing: 

i. Click the Edit Button. 
ii. Click the Status Box and select ‘Complete’ from the 

dropdown list.  The Status Box was described on Page 2.   
iii. Click Update at the bottom of the page to save. 
iv. Next click the Roster Button for this trip. 
v.  If there was an incident or accident:   

• Check the “Incident/Accident” box (see below). 

• Open the link to the “Incident/Accident Report 
Form”.   

• Complete the form.   

• Save it, then print it for mailing or scan it for 
emailing.  

• Mail the paper copy to 710 10th Street, Golden or 
email the scanned document to office@cmc.org. 

vi. Complete the dialog boxes shown in Screen Shot #6 

• For the ‘Total Activity Hours’, enter the elapsed 
time from starting at the trailhead until returning 
back to the trailhead.  Driving time to and from the 
trailhead is not included in Total Activity Hours. 

• In the first dialog box, describe the location of the 
trailhead and how to get there. 

• In the second dialog box, describe any access 
problems or variations from trip plan which should 
be noted. 

• In the final dialog box, describe the experience you 
had during the trip, the details of the hike, or any 
other details that you think are worthy of being 
noted. 

vii. Click Save Roster at the bottom of the page. 
viii. The trip is now closed. 

 

Screen Shot #6 
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Managing a Trip:  

 

 

 

 

 

 

 

 

 

Managing a Trip 
 
Knowing who’s on your trip: 
 

a) Trip Leader gets confirmation 
email when a member signs 
up for a trip. 

b) However, NO 
CONFIRMATION is sent when 
member cancels trip or when 
member moves from the wait 
list to the active roster.   

c) RECOMMENDATION:  Pay 
close attention to the trip 
roster in the days leading up 
to the trip. 

 
Add Member to Roster or 
Waitlist: 
It may be necessary to add a 
member to your trip.  To do this: 

a) Open trip roster, click Add 
Member to the roster, then 
click ‘Lookup’. 

b) Enter name in Search box, 
e.g., Smith. 

c) Click Search, find name, click 
‘Select’ to add member. 

d) Use same procedure for 
adding person to the 
waitlist. 

Example E-Mail Confirmation Message 
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Managing a Trip 
 
Communicating with trip 
participants: 
 
a) Communicate with your trip 

participants by email usually 2-4 
days prior to the trip. 

b) DO NOT USE THE SYSTEM 
‘EMAIL TO ALL’ DUE TO KNOWN 
TECHNICAL PROBLEMS. 

c) Instead, recommend ‘Export 
Roster to XLS’ to generate an 
Excel spreadsheet.  Example 
below shows trip data with email 
addresses highlighted. (some 
data was hidden for privacy 
considerations). 

d) Recommend using your own 
email system and copying and 
pasting email addresses into the 
‘Blind Carbon Copy (BCC)’ field 
to protect privacy of individual 
email addresses. 

e) If using your own email system, 
maps or other documents can be 
attached to the message. 

 
 
 

Example Trip Roster in Excel Spreadsheet 

Do Not Use!!   
It has known Technical Problems  
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Managing a Trip 
 
Canceling A Trip Participant 
It may be necessary to cancel a 
member from your trip.  To do 
this: 

a) Open trip roster 
b) Click Cancel.  Alternatively, 

this action can be reversed if 
necessary 

Trip No-Shows 
a) Open trip roster 
b) Click the No Show box if 

appropriate. 
 

Member Name 

 

Member Name 

 

Managing the Wait List 
 

▪ If your trip is full and a wait list has been generated, the first person on the wait list will be automatically added 
to the trip roster whenever a cancellation occurs. 

▪ A Trip Leader gets a confirmation email when a member signs up for a trip (reference Page 6), but NO 
CONFIRMATION message is sent when member moves from wait list to active roster, therefore the trip leader 
may be caught unaware of last minute additions to the trip. 

▪ A trip leader can move a wait-listed person to the active roster if so desired, by clicking “Add Member” when 
viewing the Wait List screen.  https://www.cmc.org/TripsAdmin/EventWaitList.aspx?ID=39543.  Similarly, a 
member can be deleted from the wait list. 

▪ A member may be moved from the wait list to the active roster even the night before the trip regardless of the 
‘Registration Deadline’ that was set (refer to Page 2). 

▪ Therefore, the trip leader must be very diligent in monitoring the trip roster so last-minute additions can be dealt 
with and communicated to. 

▪ To avoid some of these nuances, it may be prudent for a trip leader to utilize the Pass Code system described on 
Page 3. 

▪ There is “Lookup” feature on the Wait List screen that allows one to search for a member, then add that person 
to the trip.  Refer to P. 7 above in the section, ‘Add a Member to Roster or Wait List’. 
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