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How to Manage CalHortInfo@ Gmails

Log into Cal Hort Google account: https://accounts.google.com/

Use the Email address: calhortinfo@gmail.com

and the password: rzQsChxAqZu2PgM

In the upper right corner find the icon that is nine dots in a grid. 
Click on this to see the various Google applications especially 
Gmail and Contacts.

To View or Adjust Contacts click on Contacts icon

Contacts contains all the email addresses we have on file per 
the Membership Chair’s records.

Click on a contact to make changes.
Contacts are given labels based on membership status. A 
contact can have more than one label. See Label Definitions 
below for more info.

Contacts can be sorted by labels 

Multiple contacts can be easily added to the BCC field 
Start typing the name of the label into the field and the full label 
name will appear. Click on it and it will add all the email 
addresses with that label to the field:

To send the Bulletin or other Member-only emails enter all membership 
labels—Membership, Life, Honorarium

To send an email to all the active email addresses, enter the three 
membership labels and Announcements. 

To send an email to lapsed members, use the label “Lapsed”

Label Definitions

Announcements - active email addresses for people who are not current members

Member [year]:  Just the current annual members. The year is updated when they 
renew. Once you start typing the word “member” the program will autofill the rest of the 
label name.
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Life: Life members (no renewal date)
Honorarium: Speakers and others who have been granted a free membership 
(includes representatives of sister organizations etc.) These include an additional label 
noting the month and year their honorary membership expires. Upon expiration consult 
with the Membership Chair as to wether to remove them completely or change to 
Announcements.

Lapsed: Members who have not yet renewed. These email addresses also carry the 
Announcement label. Consult with the Membership Chair about wether and when to 
delete from the Contact list.

To send an email click on the Gmail icon

In the upper left of the email window click Compose (or you may just see a large 
multicolored Plus Sign)  to open a blank email form

In the far right of the “To” field click BCC type in the label names for the group(s) 
you want to include (see the information on Contacts above)

Enter a Subject line

Enter your text (either type it in or copy and paste from another app) and drag-and-drop 
in any images

Sign off with your name and the text below (you can copy and paste this from an earlier 
email):

California Horticultural Society 
Website: Calhortsociety.org
Facebook: Friends who like California Horticultural Society

To Unsubscribe hit “Reply” to this email and type Unsubscribe in the Subject 
line. If you are willing please let us know in the email why you are unsubscribing. 
Thank you.

Decide if you want to Send immediately or Schedule a date and time in the future for 
the email to go out. For example you can prepare the meeting reminder email today but 
schedule it to be sent on the morning of the meeting. Scheduled emails 

Hit Send or click the down arrow on the right side of the Send button to Schedule the 
email to go out a particular date and time.

#
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