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INSTRUCTIONS FOR ONLINE MEMBERSHIP AND INSURANCE 

APPLICATION/RENEWAL 2016-7  

 http://canadianorchidcongress.ca/ 

We are delighted to offer our members easy online renewal of membership and insurance.  This allows you to 

 pay by cheque, PayPal or credit card 

 update your society information online at any time 

 have a secure membership area to access webinars and upcoming membership benefits 

 have automatic reminders about renewal 

If you pay only for membership, it is a one-step process. If you pay for membership and insurance, hold no orchid 

shows nor have additional insurance needs, it is also a one-step process (Detailed instructions on pages 2-5). If you 

need show insurance, you will add this from your Membership Dashboard  (access instructions page 5) after creating 

your account. (Detailed instructions on pages 6-7). For additional insurance needs, you will have to contact the COC 

Insurance Administrator (the Treasurer) for details. Please check the insurance coverage information at http://

canadianorchidcongress.ca/cocinsure/. 

This document outlines the processes needed to apply/renew online. You will be able to pay by cheque or using 

PayPal/credit card online. Online renewal should be completed by December 1.  Payment is due by December 31. 

Before beginning, please make sure you have the following available: 

 The name of your society and its mailing address. 

 The names and emails of your President, COC Representative and Treasurer. 

 The number of members estimated as of December 31. 

 The place where your meetings are held or your library is housed. 

 The location address of your orchid show. 

 The date of  your orchid show. 

 The number of attendees of your orchid show last year. 

 

For 2017, the fee structure is as follows: 

Membership:    $1.00 per member (rounded to 10) 

General Insurance:  $1.00 per member (rounded to 10) 

Show Insurance:   $0.07 per show attendee (rounded to 100) 

Additional insurance for liability, property or events with alcohol are extra and arranged with the Insurance Adminis-

trator (Treasurer) and the Insurance Agent. 

For assistance or further information, you can contact the COC Treasurer, Jan Johns, at janet.johns@sympatico.ca di-

rectly. 

http://canadianorchidcongress.ca/
http://canadianorchidcongress.ca/cocinsure/
http://canadianorchidcongress.ca/cocinsure/


2 

ONE-STEP PROCESS FOR MEMBERSHIP AND/OR MEMBERSHIP AND GENERAL INSURANCE 

1.GO TO THE HOMEPAGE OF THE 

COC                                                

http://canadianorchidcongress.ca/ 

Choose the drop-down menu The 

COC , COC Membership Become 

a COC Member  

OR 

Click on Join! 

 

2. Choose (for this time only) APPLY from the mem-

bership page (either side bar or bottom of the 

page) .http://canadianorchidcongress.ca/cocjoin/ 

Next  year, since you will already have your member-

ship, you will choose RENEW. 

 

 

3. Choose your membership type.  

 

If you only need membership and no insurance, 

choose COC Membership. 

 

If you need membership AND insurance, choose 

COC Membership & Insurance. Please note—this 

does not include Orchid Show Insurance which 

must be completed in a separate step. 

 

 

 

http://canadianorchidcongress.ca/
http://canadianorchidcongress.ca/cocjoin/
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4. Choose your membership (membership insurance) package AND adjust your membership numbers for accuracy. The pictures 

below are for Membership and Insurance, however, the process is identical if you are choosing Membership only. 

For instance—if you have78 members.  Round this to 80 members (72 members would round to 70). You will choose a base 

package of 50 members and add 3 increments of 10 to add 30 members. 

Choose your base package of 50 members and click 

on JOIN! 

 

Click on Adjust Membership x 10 

 

Adjust the number in the box with the + 

button to 3.  This will add 30 members to 

the base of 50. 

Click on Add to Cart 

Then click on Place Order  
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5. Checkout 

Check to see that your totals are correct.  If you 

made a mistake, you can remove and repeat. 

Click on Checkout. 

 

6. Create your Account 

Here you will set up your new online member-

ship account.  Next year you will sign in as an 

existing customer. 

Choose Create An Account. 

 

Complete all the required information to create your account. 

Click on Next Step. 

You will be prompted to enter a Password.  This will access your 

Member’s Only Section.  You can log in to this any time from the 

Home Page at the top right LogIn.   If you have an orchid 

show, you will need it to register for Show Insurance. 

 

 

 

7. Complete your order 

Choose to pay by cheque or by 

PayPal/Credit Card. 

Click on Place Order (bottom right on the 

page). You will be taken to your Dashboard. 

When you are finished , remember to Log-

out. 
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You will receive email notification that  you have created your account and that your order is successful with instruc-

tions if  you choose to pay by cheque. PLEASE NOTE:  If you are choosing to pay by cheque, your membership will be 

on hold. Normally this would stay on hold until the cheque is received.  However, in order to process the Show Insur-

ance this year, we will remove the hold within 24 hours so that you can access the Member’s Only area right away. 

When you purchase your Show Insurance, you can add this amount to the previous bill and pay with one cheque. 

ACCESS TO YOUR MEMBERS’ ONLY SECTION 

When you have your user 

name (or email) and pass-

word, you can access the 

Member’s Only Section 

from the Home page on a 

computer. (above) or from 

a mobile phone/pad/

Chromebook (right) 

Click on menu 

bars 

Choose Members Area 

 

Here you can 

 Change your password or email. (Account Details) 

 Edit your information if there are any changes in your 
society information. (Billing and Memership Details—
click on Edit) 

 View your invoices. (My Invoices) 

 Order your show insurance. (Orchid Show Insurance) 

 Coming soon:  Gain access to more member benefits. 

 Log Out (please remember to do this!) 
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PURCHASING SHOW INSURANCE 

When you first order your membership, you will receive an email notification.  If you indicated that you are paying by cheque, it 

has the heading Thank you for your Order,  Your order is on hold until we confirm payment has been received.  You cannot access 

the Member’s Only area until your order is completed. For this year only, we will ensure that your membership is complete before 

payment has been received within 24 hours, so that you can access Show Insurance from the Members’ Only section. You will 

then receive an email that will have the heading Your Order is Complete. Please note:  You cannot purchase show insurance until 

you  have received this email.  Once you have that invoice, you can send a cheque for the entire amount. 

When you have received your email indicating 

Your Order is Complete, log in to your account 

(see previous page) and choose Orchid Show 

Insurance. 

You will need to know the number of attendees 

at your last show (rounded to 100). 

 

2. Choose your basic package.  You will be able to adjust 

the number of attendees by adding additional numbers 

of 100. For example—you had 780 attendees.  Round to 

800. Choose the base package 600. 

 

3. Now adjust the numbers. Click on Adjust 

Show Attendees x 100. 
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6. Most of the information will be already com-

plete.  However, please make sure you complete 

the form by including 

 the address where your show is to be held  

  the date of the first day for insurance cov-

erage 

 the actual number of show attendees of 

your last show (in the example, 780) 

Click on Next Step to finish the order and choose 

to pay by cheque, or PayPal/credit card. You will 

receive an email confirmation as before. 

 

 

4. Use the + button to add 2 quantities of 

100 and Add to Cart. 

 

5. Check that the order is accurate—you can 

remove items and change if necessary.  Then 

Proceed to Checkout. 

 


