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Overview

ChamberMaster/MemberZone’s Project/Tasks Module is an easy to use project 
management tool to support your organization’s:

▪ Membership Acquisition

▪ Member On-boarding

▪ Event Planning

▪ The possibilities are endless….
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Overview

Using Project/Task Manager will give you the ability to:

• Assign projects and tasks to your staff members

• Track their progress with a “percentage complete” value

• Set deadlines for projects and tasks

• Keep an eye on the “big picture” with the Summary and Task Calendar pages

• Create templates for recurring projects like bringing on a new member
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Setting up a Project Template

Why use project templates?

• Save Time

• Save Money

• Avoid Mistakes

• Adaptability
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Setting up a Project Template

• WIKI: Create a Project Template

http://supportwiki.chambermaster.com/Project/Task_Manager_-_Quick_Start#Create_a_Project_Template
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Setting up a Project Template

Adding Tasks

• Children must be completed first: If this 
task is a parent task, select this option if 
all child tasks must be marked as 
completed prior to this task being 
marked as completed

• Start & End Dates – As this is a template, 
you do not enter specific dates, due 
dates will be “calculated” when the 
template is used

• Type - Types are used for sorting on the 
tasks screen and on the Task Calendar.
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Using Project Templates

A project template may be used:

• From the Projects/Task Module

• When Creating an Event

• From a Member’s Tasks tab
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Create a New Project

For one-time projects, or to select an existing template – new projects are created

WIKI: Create a New Project

http://supportwiki.chambermaster.com/Project/Task_Manager_-_Quick_Start#Create_a_New_Project
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Create a New Project

When creating a New Project from a Template – to include the tasks:

• Click Create X tasks from the template

• Click Choose Assignments to view tasks, and assign tasks to your staff
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Create a New Project
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Create Project for Event

On the Tasks tab for an event, you can create a project (from scratch or from a 
template) OR you can simply add tasks without creating a project.
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Create Project for Member

Projects can be used for member acquisition, new member on-boarding, etc.

A project may be created from scratch or by using a template on the member’s task tab



14

Updating Tasks

To monitor & manage tasks, you can 
mark progress completion, add 
comments & add files to tasks

WIKI: Updating/Completing Tasks

http://supportwiki.chambermaster.com/Project/Task_Manager_-_Quick_Start#Updating.2FCompleting_Tasks
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Monitoring Tasks/Project Completion

The Summary tab in the Project/Tasks module provides a view of all projects/tasks

WIKI: Monitoring Tasks/Project Completion

http://supportwiki.chambermaster.com/Project/Task_Manager_-_Quick_Start#Monitoring_Projects.2FTasks
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Tasks Calendar

An alternate view of all of your tasks is available 
on the Task Calendar tab

Color-coding of tasks makes it easy for you to 
identify the types of tasks

WIKI: Working with Task Calendar

http://supportwiki.chambermaster.com/Project/Task_Manager_-_Quick_Start#Working_with_the_Project.2FTask_Calendar


Questions?
See future training opportunities: ChamberMaster/MemberZone Training
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https://micronet.growthzoneapp.com/eventcalendar/Details/chambermaster-memberzone-working-with-projects-tasks-68164?sourceTypeId=Website

