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CGCI MEMBERS ONLY SECTION 

SECTION 1.  ACCESS & LOG IN 

The Members Only section allows PRESIDENTS and TREASURERS of each member organization to have 

direct access to their personal profile and/or Organization’s records.  It is password protected. 

Contact information for individuals and the organization’s official information (mail or email address, 

website URL, meeting places, days/times etc.) can be updated at any time.  The record is updated im-

mediately upon submission of the online form. 

In addition there are new, online Directories listing member organizations as well as CGCI Board Mem-

bers.  These Directories are available ONLY to those logged in to a valid member account. 

ACCESS: 

• The TREASURER will be the PRIMARY/BILLING CONTACT (PRIMARY) 

 EXCEPTION:  If the organization has no treasurer or the treasurer does not have internet 

access, the President is the PRIMARY/BILLING CONTACT. 

• The PRIMARY will be able to: 

 Submit Annual Renewal - Pay dues  

 Update the Organization’s official information including contact information for presidents 

and treasurers (this replaces the Contact Information Form), meeting details and youth in-

formation. 

 EXCEPTION: If the designated PRIMARY is retiring, they can ADD the contact infor-

mation for their replacement BUT CANNOT make them the PRIMARY/BILLING CON-

TACT.  CGCI Admin will make the designation once the form has been submitted. 

 Submit Dues Form -  Additional Members and pay dues as needed 

 ADD NEW officers and mark outgoing officers “inactive”  

 CGCI records include PRESIDENTS & TREASURERS ONLY. 

 Please do NOT add vice-presidents, secretaries etc. 

 If you sponsor/support youth activities, that information is included in Additional Org 

Information of the Organization Profile. 

 View online Directories 

 Register a NEW YOUTH group 

• The presidents/treasurers NOT designated as the PRIMARY CONTACT will be able to 

 Edit their personal profile 

 Submit Dues Form -  Additional Members and pay dues as needed 

 View online Directories 

 Register a NEW YOUTH group 
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When this screen appears, type 
in the Username as-

signed...either email address or 
first/last name  

Click on Reset Password  

LOGGING IN 

• Go to www.CaliforniaGardenClubs.com  

• Click on Members Only Login button on the 

Home Page 

Enter the assigned Username. If 

it is your first/last name the sys-

tem will recognize it and send 

the link to the email included in 

your profile. 

Click SUBMIT 

Alice Smith 

USERNAMES & PASSWORDS 
 

• Usernames must be UNIQUE - one Username for each organization that you have access to. 

• To get started, Usernames have been assigned to individuals currently in the CGCI database.  

• Your Username is your EMAIL ADDRESS  

 EXCEPTION: If you are president or treasurer of more than one organization OR if you are a 

CGCI board member as well as president/treasurer of your organization, one Username will 

be your email address and the other will be your First and Last name. 

 If you have TWO email addresses (2 personal or 1 personal and one “club” address, i.e. pres-

ident@mygardenclub.com) listed in the current database, each of those will be used for 

your Username instead of your name. 

 A Username can be changed once the individual has logged in. 

 NOTE:  The Username is for logging in ONLY.   Your email address will be used to contact 

you. 

• You will create your password the first time you log in. 

alicesmith@yahoo.com  OR  Alice Smith 
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The following will appear:  

This message will be in your inbox 

Alice Smith 

Click on the Reset Link  

When the Reset box appears, enter a new password. 

Click SUBMIT 

You will now be logged in to the account. 

A confirmation email will be sent to your inbox 
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SECTION 2. PRIMARY/BILLING CONTACT  

 

Once logged in the screen will look like this: 

The PRIMARY/BILLING CONTACT has the option to  

1. Pay dues AND update YOUR personal contact information 

2. Pay dues AND update ALL individual and organization information 

3. Update the Organization Information ONLY 

The “Reminder” will display your organization’s membership expiration date. 

OPTION 1.  Click on ANNUAL RENEWAL - 

Clubs/Associate Plant Societies 
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The system automatically calculates 

the amount due: 

Insert the number of members included in this 

payment 

Scroll down to MEMBERSHIP DUES 

The Renewal screen will open 
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CONTACT  
INFORMATION  

 
It is automatically 
populated with the 
information that is 
currently in our rec-
ords for YOU.  Up-
date/correct any 
field as needed. 

If you are continuing 
as the Primary be 
sure to change the 
date in the Title field 
to 2025-26. 

If you are not contin-
uing leave infor-
mation as is. 

ADDITIONAL INFORMATION:  

Complete the required infor-

mation in  

If you are not continuing as 

the designated Primary 

Contact, enter the first/last 

name of your replacement. 

You can enter contact de-

tails for that individual in 

the Org Profile section. 
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PAYMENT DETAILS  

Select the payment method 

(mailing a check is the only 

current option) and click SUB-

MIT. 

The credit card fields are not 

usable at this time.  Ignore 

and click SUBMIT. 

Clicking Submit opens the Success box 

and clicking OK produces a renewal 

confirmation that can be printed.  See 

the example on next page. 

In addition, a confirmation email will be 

sent to the Primary/Billing contact 

email on file.  

To update Individual and Organization information  
click on the down arrow next to your name and 
select Welcome Page.  Follow the instructions for 
Option 2 on page 10. 

 

If you do not want to update any other infor-
mation at this time, you are finished and can log 
out.  Click on down arrow next to  your name at 
top right of screen. 
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Membership Type is either Garden Club or 

Associate Plant Society and will automatically 

be displayed here. 

Are you continuing as Primary/Billing Contact for the next year?  Yes 
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The information displayed is the OFFICIAL information that is currently in the file for the organization.  

If the information is correct go to the Individuals tab. 

To update the Organization record click on the Edit Profile button.   

OPTION 2:  Follow the instructions for Option 1.  

• After printing the confirmation page, click on the 

down arrow next to your name and select Welcome 

Page 

• Select ORG PROFILE tab 
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Update any field as needed.  Please note you CANNOT change the Organization (Company) Name and we 

do not track/save LinkedIn or X (Twitter) links.  Add a website or Facebook URL if you have one and it is 

not listed. 

Be sure to click UPDATE PROFILE 
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To edit/update general organization information select Additional Org Information tab 

On this screen you can add/edit/delete any of the information EXCEPT the District 

ALL additions/updates/corrections/deletions will automatically update the existing record 

once submitted.  Records can be updated/corrected at any time. 

If you sponsor a Youth Group, update the information dis-
played as needed.  If you no longer sponsor a group, change 
the Sponsor field to “0” and delete the group information. 

If you have a NEW group submit the Youth Registration 
Form - NEW Group (from the Forms menu) 
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INDIVIDUALS TAB:  Edit/update the Organization officers (Presidents & Treasurers only) 

• If the Officer listed is continuing for another term,  edit the existing information by clicking on the 

ORANGE pencil icon.  When the record opens select Edit Profile 
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Update the title to the new club year (2025-26) and email address if needed.  Click Update Profile. 

Update/correct other information as needed using the GREEN pencil icon.  You can ADD information 

such as phone numbers using the ADD NEW button. 
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• If an Officer listed is retiring, click on the RED “X” (in circle) to make that individual INACTIVE. 

• The PRIMARY cannot be made inactive 

• To add new officer click on the ADD NEW button, complete and submit the form. 

Ignore the “dues rate type” and click on Next 
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Type in all pertinent information.  NOTE:  If the individual does NOT have an email address, please use 

your email address to create the account. It is a “placeholder” for Username. 

• NOTE: the form automatically populates the mailing address with the Org mailing address.  

Replace with the officer’s home address if not using an official Organization address. 

Always select “Yes” for CGCI Member Directories.  The Directories are available ONLY to CGCI Mem-

ber Organizations and are viewable only upon login to a valid account. 

Click on Next and then SUBMIT. 

To continue editing select one of these options 

Or if finished Log Out 
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SECTION 3: INDIVIDUALS NOT the PRIMARY/BILLING CONTACT. 

Click on Profile to open your personal record 

To edit the Contact 

Info use the “Edit 

Profile” button 

 

 

Or the GREEN pencil 

icon 

Once logged in the Welcome Page will open 

If you click on the ANNUAL RENEWAL link you will receive the following message: 
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Under the Settings tab you can update/change your login 

information (as needed), email settings and directory 

settings 

Email Settings 

CGCI’s general mailing list is for 
official notifications only -  invita-
tions to board meetings and con-
ventions that are open to club 
officers and/or members, minutes 
of those meetings and any other 
announcements that would bene-
fit member organizations. 

Login Info 

Directory Settings 

NOTE: All Presidents and Treasurers currently listed 
in the database were automatically included in  
Member Only directories.  All  Member Only direc-
tories are viewable ONLY to CGCI member organi-
zations logged in to a valid account.  

 

Public organization information (meeting places, 
dates, times and contact) is used to populate the 
Organization Locator.  Email addresses and phone 
numbers included in the Org Locator are those pro-
vided/approved by the Organization for contact 
purposes. 
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SECTION 4: DUES PAYMENT-ADDITIONAL MEMBERS  

The periodic Addition-
al members dues 
form can be sub-
mitted by either the 
treasurer or presi-
dent. 

 

 

 

Enter number of 
members added 
 

The total $ amount 

due is automatically 

calculated. 

 

Payment method is 

“Mail a check” 

Click submit . 

carol@yahoo.com



20 

A confirmation message and a printable receipt is generated 

carol@yahoo.com 
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The “List only” returns: 

Directories are intended to assist clubs, districts or 

CGCI board members obtain information for year-

books, newsletters or other official purposes or to lo-

cate specific organizations or individuals. 

Directories are restricted to members with password 

access. 

The CGCI Board Members Only is restricted to the CGCI 

board of directors. 

The Organization Locator is public and there is also a 

link on the CGCI website Home Page. 

Example:  To locate a list of all member organization is a specific District select either District List only or 

with Contacts 

“With Contacts” returns the list of clubs with presidents and treasurers full contact information. 

SECTION 5:  DIRECTORIES 

Select Directories from Menu to see options available 
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These two Directories are intended to provide a current/updated list of CGCI board members:   

• The first is a list of names, emails and phone numbers with all board positions held. 

• The second is list with full contact details. 

You can search by name, position, chairmanship 

or committee. 

A search for District Directors 

Returns a list:    

A search in the Directory with contact information returns mailing address, phone number and 

email along with board positions, chairmanships and committee membership. 

To get a copy of this Handbook, click on Help on the Menu 

To Log Out click on the down arrow next to your name 

ellin@yahoo.com, (555) 555-1234 

nancy@gmail.com, (555) 555-2345 

mailto:ellin@yahoo.com
mailto:nancy@gmail.com

