From Setup to Success:
Hosting Events with
ChamberMaster




Agenda

» Default Event Options &
Settings

* Registration Options

* Event Categories

» Custom Fields

* Event Fee ltems

* Create and Publish Events
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Overview

» Create and manage every

aspect of event from within

Events module

* Photo galleries, videos, maps &

more
* Flexible reqgistration pricing
* Event [nvitations

» Reqistration and check-in
management

* Invoicing and Payments
* Event Reporting

! Harvest Festival 2022 <

<

Come celebrate the harvest with your friends and
neighbors! We have a great lineup of activities this
year including:

« Artisans will demonstrate fine wood burning,
wool spinning, wood carving, and decorative
autumn book stacking

« Pumpkin pie-eating contest

« Parade of Halloween Hounds co-hosted by the
local bakery and animal shelter

« Michigan Wine & Craft Brew tastings

« Cornhole tournament

- There will be a tag and bake sale
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Harvest Festival 2022
Register »

Set a Reminder

Event Sponsors

BARRY'S
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https://helpdesk.chambermaster.com/kb/article/762-add-images-to-event-page/
https://helpdesk.chambermaster.com/kb/article/763-add-video-to-event-page/
https://helpdesk.chambermaster.com/kb/article/764-add-mapping-information-to-event-page/
https://helpdesk.chambermaster.com/kb/article/770-create-a-registration-fee-individual/
https://helpdesk.chambermaster.com/kb/article/784-send-event-invitations/
https://helpdesk.chambermaster.com/kb/article/774-event-registration-and-billing-preferences/
https://helpdesk.chambermaster.com/kb/article/794-mark-registrants-as-attended/
https://helpdesk.chambermaster.com/kb/article/1342-create-event-invoices-from-events-module/
https://helpdesk.chambermaster.com/kb/article/691-event-attendance-summary-%E2%80%93-members/

—vent Options & Settings

» Default settings used across
all events configured in
database

« Some defaults may be over-
ridden at event level

e Customize Calendar Search
Options

» Reqistration & Billing
Preferences

* SPONSOrS

EVENT CALENDAR

Results Found: 262

BUS".‘.EE SSSSS

cee
VVVVV

MPROFESSIONALS I
.......

RIVIA NIGH

@chambermaster
® memberzone



https://helpdesk.chambermaster.com/kb/article/750-event-options-and-settings/
https://helpdesk.chambermaster.com/kb/article/774-event-registration-and-billing-preferences/
https://helpdesk.chambermaster.com/kb/article/774-event-registration-and-billing-preferences/
https://helpdesk.chambermaster.com/kb/article/780-manage-event-sponsor-attendees/

Create New Event

» Setup Wizard will walk you
through adding:
» General Information
» Description/Appearance
* Fees/Billing Information

» Create recurring events

e Include reminder email to
registrants

» KB: Adding a New Event

Add a New Event

» Step 1: General Information

Event Title:
Copy a Event

Time Zone: | (GMT-05:00) Eastern Time

Start Date/Time: 1/20/2023 v
End Date/Time: | 1/20/2023 v
Reminder: s
registrants
Recurrence:  Nons v

Professional Development Hours:

Goals:
Attendance:

Number of Spensors:
Total Revenue:

Sponsorship Revenue:

Approval Status: | Approved v
Visibility: Internal Event Calendar

v | [ show/Select from all time zones

v v All Day Event
A “ | F_same as start date
v v | [ send automatic reminder to all

Continuing Education Units:

Display on Public Events Calendar
Display on Member Information Center Calendar
Display on Featured Events

Event Category:
b edit categories O Arts & Cutture
[Jclubs & Organizations
[ Entertainment
[ Haoliday & Seasonal
[ Netwarking
[ Technology

. . [ chamber of
D Business Leadership Commerece
[J community [ continuing Education
[ Festivals & Celebrations [ Government
[J Just For Fun [J Members only Event
[Dschools [ sports & Recreation

D Women in Business

Cancel
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https://helpdesk.chambermaster.com/kb/article/1430-recurring-events/
https://helpdesk.chambermaster.com/kb/article/790-send-event-reminders/
https://helpdesk.chambermaster.com/kb/article/754-add-a-new-event/

Copy Event

» Create event by

copying from previous _____
eve n t » Step 1: General Information

» Make changes to e -
|
CO p | ed even t Time Zone: | (GMT-05-00) Eastern Time

v | [ Show/Select from all time zones
Start Date/Time: | 12/19/2023 v v v All Day Event

¢ Eve n t G u eSt I_i St d Oes - D:::::‘: —— : : : ’ljjar;::j th:)t:::[ic reminder to all
registrants
n Ot C O py Ove r fro m e ::o:issional [:;velnpment Hours: Continuing Education Units:
previous event
@ chambermaster
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https://helpdesk.chambermaster.com/kb/article/756-copy-an-event/

—vent Categories

* Quick and easy way to
organize your events

 Allow members and
public to search your
Event calendar

* Modify and add event
categories as needed

* KB: Modify Event
Categories

EVENT CALENDAR
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https://helpdesk.chambermaster.com/kb/article/753-working-with-the-event-calendar/
https://helpdesk.chambermaster.com/kb/article/751-define-event-categories/
https://helpdesk.chambermaster.com/kb/article/751-define-event-categories/

Fee [tems

Event Fee Items
» Event registration, sponsorships, etc.

Additional Fee [tems
« Apparel, extras, etc.

Fees for members and
nonmembers

Create fee items prior to creating
event in the database

KB: Working with Fee Items
KB: Assign Additional Fee ltems

° Event Registration Fees @ 3

Event Registration Fee Options Available for this Event
Drag fees in the order you want them to appear on the registration form.

check all
clear all

Display Name Description Public Eligibility Amount

Individual fee for annual golf event for

members. Members  $125.00

Golf Event Registration (Members Only)

O
0O Golf Event Registration (Non-members  Fee for non-members for annual golf

Only) event MonMems $200.00

Team fee for annual golf event (no more

[  Golf Event Team Registration than 4 players per team, one player must Any $400.00
be a member).

+ Remove Selected Fee ltems Assign Fee ltems

@ Additional Fee ltems @ -

Additional Fee Items Available for this Event
Drag fees in the order you want them to appear on the registration form.

Display Name Description Public Eligibility Amount
Golf Cart Rental Golf cart rental fee. Any $25.00
Golf Event Sponsorship Golf event hole sponsorship. Any $500.00

T-Shirt for annual golf event for non-

members. NonMems  $29.00

Golf Event T-Shirt for Non-Members

O
O
O
O

T-Shirt for annual golf event with
member's name included on back.

» Remove Selected Fee ltems Assign Fee Items

Golf Event T-Shirt with Members Name Members  $20.00
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https://helpdesk.chambermaster.com/kb/article/632-working-with-fee-items/
https://helpdesk.chambermaster.com/kb/article/1303-assign-an-additional-fee-item-to-an-event/

Create Recurring

« Useful for reoccurring
events

 Annual Golf Tournament,
weekly board meeting,

etc.
 Fees must be set for

each instance of event
» KB: Create a Recurring

—vents

Event

@ Event Information

Title: Weekly Trivia Night

Time Zone: | (GMT-05:00) Eastern Time
Start Date/Time: | 7/2%/2022
End Date/Time: 7/29/2022

Reminder Date/Time:

Recurrence: | \eekly v | every|week
through |1/1/2024

»_edit specific instance

Approval Status: | Approved ~ | Professional Development Hours:

Display Status: Expired

Limit Attendee Count To:

Enable waiting list:

Limit Attendees per Registration:

Description:
radvanced edit

[ show/select from all time zones
(] All Day Event

¥ same as start date

5 w00 v || PMw
8 v:|00v PMw

[l send automatic reminder to all registered attendees
e —

v |on Osun Omon O Tue Cwed @1he O Fri O sat
[J No End Date

Continuing Education Units:

(current attendee count: 3) @
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https://helpdesk.chambermaster.com/kb/article/1430-recurring-events/
https://helpdesk.chambermaster.com/kb/article/1430-recurring-events/

—diting

 Add additional
information about the

event:
« Attendee Limits
» Allowing a Waiting List

-vent Information

 Allow guests to see who
s attending

 KB: Edit Event General
Information

Business Leaders' Summit

Save Cancel

@ Event Information

Title: Business Leaders' Summit

Time Zone: | (GMT-05:00) Eastern Time ~ | [Jshow/select from all time zones
Start Date/Time: 11/12/2022 9 w|:[00v]|[AM | [JAll Day Event

End Date/Time: 11/12/2022 E ~ |1 00~ PM~

¥ same as start date

Reminder Date/Time: | 11/10/2022
Recurrence: | None v 0
Approval Status: | Approved v | Professional Development Hours:
Display Status: Approved Continuing Education Units:
Limit Attendee Count To: 50| (current attendee count: &) €
Enable waiting list: (i)
Limit Attendees per Registration: Li ]

Preview Event Page Delete Event

12w ;00 v|/AM v | B send automatic reminder to all registered attendees
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https://helpdesk.chambermaster.com/kb/article/786-event-waiting-list/
https://helpdesk.chambermaster.com/kb/article/761-enable-guests-to-view-guest-list/
https://helpdesk.chambermaster.com/kb/article/761-enable-guests-to-view-guest-list/
https://helpdesk.chambermaster.com/kb/article/759-edit-customize-event-page-information/
https://helpdesk.chambermaster.com/kb/article/759-edit-customize-event-page-information/

Meta & Search Descriptions

 Meta Search
Description

* Search engine results,
social media posts, etc.

« Useful to improve
click-through-rate

« Search Description

 Teaser text on event
search results on your
website

| G- ﬂyglg chamber of commerce golf tournament X LA
Q Al @ Images [E News © Maps [ Videos i More
Page 2 of about 5,490,000 results (0.54 seconds)

hitps://iwww mychamber.org » goli-classic  §

Golf Classic - Corona Chamber of Commerce

The annual Golf Classic retuns on June 1, 20231 Sponsorship, Auction Donation, and Twilight
Celebration info is below. Contact us at (351) CHAMBER or email ...

2022 Golf Tournament

Join us for the Kalamazoo Area Chamber's 24th

Friday Dec 2, 2022 - Saturday Dec 3, 2022

Annual Golf Tournament! This is historically one of Reaist
our most popular events and always a lot of fun.... ST
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Photos & Images

@ Photos & Images

@ Click the 'Plus’ button to select or
upload an image to display as the
search results icon for this event.
You can even crop it!

 Search Results Icon
+ Event Header Photo B
® M a i n Eve nt P h Oto Event Header Photo:. @ - + ‘o Cﬁlck zhenPi‘Lfs‘ntt:zt‘t’?g 1?I:$Iecttcr>1rt

Iimage Type @ Image Action

* YouTube video link —

TOURNAMENT

KALAMAZOO AREA CHAMBER
* Map Image
e » Change Image
. 4 |

» KB: Add Images to Event
Page

» Change Image

Gallery Photo
» Remove Image

click image to enlarge
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https://helpdesk.chambermaster.com/kb/article/763-add-video-to-event-page/
https://helpdesk.chambermaster.com/kb/article/764-add-mapping-information-to-event-page/
https://helpdesk.chambermaster.com/kb/article/762-add-photos-images-videos-to-events/
https://helpdesk.chambermaster.com/kb/article/762-add-photos-images-videos-to-events/

Photos & Images

The Kalamazoo Area Chamber will present its 24th Annual Golf Outing. This public event
has been one of the premier chamber events that include not only members of the chamber
and area residents, but also dignitaries and key community leaders from Kalamazoo and the
surrounding communities. All are welcome to attend this fun event!

Event includes a post-game steak dinner, hot dog luncheon at the turn, pre-game continental
breakfast with shrimp cocktails and Bloody Mary bar, warm donuts from the donut truck,
chances to WIN many fabulous prizes!

To become a sponsor, please contact info@kalamazoochamber.com or call (123) 456-7890

Presented by The Kalamazoo Downtown Partnership

Kalamazoo Downtown Main

PARTNERSHIP  £yont
Photo

Video

Event Header
Photo

GOLF
TOURNAMENT

KALAMAZOO AREA CHAMBER

" SEPTEMBER 30TH
— -

» #

Kalamazoo Chamber Golf Tournament

Set a Reminder

@chambermaster
® memberzone




A
Add Custom Fields

» Can be used to gather
userL Informatlon abOut [ Show Mailing Address

attendees during .
registration . .
Rl

« Meal choice
* Dietary restrictions Wouldyou ke 0 patipte nthe | [Cormhole Tournament Team Name
* T-shirt sizes | | TEEEEEEEES

« Team Names

* KB: Add Custom Fields

@chambermaster
@memberzone



https://helpdesk.chambermaster.com/kb/article/765-add-custom-event-registration-fields/

Customize Registration Instructions

» Customize registration
iInstructions
« Appears at top of registration
Page
» Customize registration
confirmation message

« Message appears after
completing registration for
event

« KB: Event Reqistration
nstructions & Confirmation
Message

© Messages @ =

Registration Instructions radvanced edit

B I U A-|| ront ~|| Size ~||}= 12| =@

Please arrive 30 minutes prior to your tee time.
Tournament will be held rain or shine! Arrive dressed and ready to

play.

Contests & Prizes
Hole-in-One Prizes
Long Drive Contest
Closest to the Pin Contest
Putting Contest

KL
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https://helpdesk.chambermaster.com/kb/article/768-customize-event-registration-instructions-confirmation-message/
https://helpdesk.chambermaster.com/kb/article/768-customize-event-registration-instructions-confirmation-message/
https://helpdesk.chambermaster.com/kb/article/768-customize-event-registration-instructions-confirmation-message/

Training Resources

Online

Knowledge
Base

Live and
Product On-Demand

Updates Training

Webinars
No-Cost

Training
Offerings

Chamber

Industry
Resources
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https://helpdesk.chambermaster.com/home/
https://helpdesk.chambermaster.com/home/
https://helpdesk.chambermaster.com/home/
https://micronet.growthzoneapp.com/eventcalendar
https://micronet.growthzoneapp.com/eventcalendar
https://micronet.growthzoneapp.com/eventcalendar
https://micronet.growthzoneapp.com/eventcalendar
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://helpdesk.chambermaster.com/kb/article/2022-chambermaster-memberzone-training-videos/
https://helpdesk.chambermaster.com/kb/article/2022-chambermaster-memberzone-training-videos/
https://helpdesk.chambermaster.com/kb/article/2022-chambermaster-memberzone-training-videos/
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://www.growthzone.com/resources/knowledge-library/chamber-commerce-resources/
https://events.chambermaster.com/news
https://events.chambermaster.com/news

-xpanded Training Offerings

Personal
One-on-One
Engagement

Sessions

Regional Customized
Classroom Onsite
Training Training

Customized

Online
Training
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https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://growthzone.growthzoneapp.com/ap/Form/Fill/Lv56XimP?cid=%7b%7bContactId%7d%7d
https://micronet.growthzoneapp.com/eventcalendar/Search?term=&DateFilter=0&from=02%2F19%2F2020&to=&CategoryValues=16679
https://micronet.growthzoneapp.com/eventcalendar/Search?term=&DateFilter=0&from=02%2F19%2F2020&to=&CategoryValues=16679
https://micronet.growthzoneapp.com/eventcalendar/Search?term=&DateFilter=0&from=02%2F19%2F2020&to=&CategoryValues=16679

Questions?
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