
ChamberMaster/
MemberZone 
Empowering Members 
Through the MIC: 
Setup and Best Practices



Agenda
• Overview of Member Information 

Center (MIC)
• MIC Initial Setup (Admin)
• Encourage Members to Update their 

Profile Information
• MIC Modules

• Events, Resources, Reports, News

• Setup Member Rep Permission Levels 
(Admin)

• Managing Users Names/Passwords
• Custom Rep Report
• Verify Reps have Login Credentials



Member Information Center (MIC)
• View/edit their Company 

Information
• Join Groups and Mailing Lists
• Pay bills
• Register for events
• View statistical reports
• Interact with each other with 

Community Feed
• View Hot Deals, Member-to-

Member Deals, News Releases, 
and Job Postings
• Submit for approval

https://helpdesk.chambermaster.com/kb/article/959-update-member-profile-via-the-memberplus-app/
https://helpdesk.chambermaster.com/kb/article/809-allow-members-to-join-group/
https://helpdesk.chambermaster.com/kb/article/3091-autopay-billing-tab/
https://helpdesk.chambermaster.com/kb/article/976-submit-news-release-from-the-mic/


MIC Rep Permissions

• Permission Sets
• Limit the access reps have to MIC

• Predefined Permission Sets 
• Primary
• Finance
• Standard
• Prospect

• Edit or add new Permission Sets
• KB: Set Rep Login Permissions

https://helpdesk.chambermaster.com/kb/article/507-member-information-center-rep-permission-sets/
https://helpdesk.chambermaster.com/kb/article/507-mic-rep-permission-sets/


MIC Rep Credentials

• Important to provide 
credentials to MIC when 
adding reps to a member

• Create login for rep or send 
email invitation
• Includes personalized link and 

instructions to create login

• KB: Send Invitation to Create 
Credentials in MIC

https://helpdesk.chambermaster.com/kb/article/503-send-rep-invitation-to-create-their-own-credentials/
https://helpdesk.chambermaster.com/kb/article/503-send-rep-invitation-to-create-their-own-credentials/
Send%20Rep%20Invitation%20to%20Create%20Their%20Own%20Credentials
Send%20Rep%20Invitation%20to%20Create%20Their%20Own%20Credentials


Manage Credentials
• When rep inactivated, login 

account automatically 
inactivated
• Login account automatically 

reactivated if member reactivated
• Members may forget 

username/password
• Username visible on Reps tab
• Can reset rep's password if 

necessary
• Send password reset email

• KB: Manage Rep Login 
Credentials

https://helpdesk.chambermaster.com/kb/article/3744-change%C2%A0rep-mic-login-name-password/
https://helpdesk.chambermaster.com/kb/article/3740-send-rep-email-to-reset-mic-password/
https://helpdesk.chambermaster.com/kb/article/502-manage-rep-login-credentials/
https://helpdesk.chambermaster.com/kb/article/502-manage-rep-login-credentials/


Verify Reps Have Logins

• Use Custom Representative 
Report 
• Include the field Rep Login 

Name
• Filter to include records with 

empty Rep Login Name field
• Generates list of members not 

setup in MIC

• Can save list as group for 
later use
• Send group email to create 

login in MIC

https://helpdesk.chambermaster.com/kb/article/667-custom-representative-report/
https://helpdesk.chambermaster.com/kb/article/667-custom-representative-report/
https://helpdesk.chambermaster.com/kb/article/1429-create-a-group-from-custom-criteria/
https://helpdesk.chambermaster.com/kb/article/503-send-rep-invitation-to-create-their-own-mic-credentials/
https://helpdesk.chambermaster.com/kb/article/503-send-rep-invitation-to-create-their-own-mic-credentials/


Send Login Instructions Email

• Send mass email to group with 
instructions on creating logins 
• Use Create Login Account Invitation 

template

• Select appropriate permission set
before sending email

• Send to rep’s email address, not 
member’s

• KB: Send Rep Invitation to Create 
Their Own MIC Credentials

https://helpdesk.chambermaster.com/kb/article/507-member-information-center-mic-rep-permission-sets/
https://helpdesk.chambermaster.com/kb/article/503-send-rep-invitation-to-create-their-own-mic-credentials/
https://helpdesk.chambermaster.com/kb/article/503-send-rep-invitation-to-create-their-own-mic-credentials/


Member Profile Updates
• Profile Summary

• At-a-glance view of member’s 
profile

• Encourage members to keep 
their own information up to date 
in MIC
• Update Your Membership Listing 

email template

• Save time and effort for your 
staff

• KB: Send Email to Members to 
Update Information

https://helpdesk.chambermaster.com/kb/article/533-send-email-to-members-to-update-contact-information/
https://helpdesk.chambermaster.com/kb/article/533-send-email-to-members-to-update-contact-information/
https://helpdesk.chambermaster.com/kb/article/533-send-email-to-members-to-update-contact-information/
https://helpdesk.chambermaster.com/kb/article/533-send-email-to-members-to-update-contact-information/


Billing in MIC
• Make Payments

• Membership Dues
• Event registrations
• Open invoices, etc.

• Sign-up for Autopay with 
GrowthZone Pay
• Add Payment Profile

• View Transaction History
• Verify payments made
• Print invoices
• View credits

• KB: AutoPay & Billing Tab

https://helpdesk.chambermaster.com/kb/article/3209-how-to-set-up-autopay-for-your-members/
https://helpdesk.chambermaster.com/kb/article/472-member-options-for-storing-payment-profiles/
https://helpdesk.chambermaster.com/kb/article/3481-create-a-credit/
https://helpdesk.chambermaster.com/kb/article/3091-autopay-billing-tab-growthzone-pay/


Events in MIC

• Search event calendar
• Register for events 
• Manage registrations
• View previously attended 

events
• Add and manage new 

events
• Requires appropriate 

permissions
• Staff approval required to 

publish

https://helpdesk.chambermaster.com/kb/article/3786-add-an-event-via-the-mic-for-your-members/
https://helpdesk.chambermaster.com/kb/article/758-approve-events-submitted-by-members/


Resources in MIC

• Add documents, video, or links 
to share with members
• Example: Board meeting 

recording & minutes

• Reduce email overload
• Central location for information

• Can limit resource to specific 
Group
• Reduce risk of unauthorized 

access

• KB: Manage Resources in MIC

https://helpdesk.chambermaster.com/kb/article/2101-manage-resources-in-the-mic/


Reports in MIC

• Real-time statistics
• Members independently 

access
• Summary and detail views

• Broken down by Views

• KB: Web Statistics 
Terminology

https://helpdesk.chambermaster.com/kb/article/3776-membership-visibility-statistics-in-mic-for-your-members/
https://helpdesk.chambermaster.com/kb/article/3776-membership-visibility-statistics-in-mic-for-your-members/
https://helpdesk.chambermaster.com/kb/article/2491-web-stat-reports-terminology/
https://helpdesk.chambermaster.com/kb/article/2491-web-stat-reports-terminology/


News in MIC
• Includes Hot Deals, Member-

to-Member Deals, Job 
Postings, News Releases, 
MarketSpace, and Requests 
for Proposals

• Members can add and 
manage within MIC
• Can allow public to submit Job 

Postings for approval

• KB: Working with Job 
Postings/Hot Deals/Member-
to-Member Deals

https://helpdesk.chambermaster.com/kb/article/976-submit-news-release-from-the-mic/
https://helpdesk.chambermaster.com/kb/section/61/
https://helpdesk.chambermaster.com/kb/section/61/
https://helpdesk.chambermaster.com/kb/section/61/


MIC Initial Setup

• Customize member login 
area in Setup module
• Change Welcome Message, 

menu options, and modules 
available

• Allow Member-to-Member 
Reviews, Requests for 
Proposals, and more

• KB: Member Information 
Center Setup

https://helpdesk.chambermaster.com/kb/article/1232-modify-member-information-center-mic-login-area-welcome-message/
https://helpdesk.chambermaster.com/kb/article/1427-create-your-own-menu-selections-in-the-mic/
https://helpdesk.chambermaster.com/kb/article/619-member-information-center-setup/
https://helpdesk.chambermaster.com/kb/article/619-member-information-center-setup/


MIC Messages

• Promote Your Business and 
Upgrade Your Listing 
messages
• Provides details of what 

Enhanced Package includes
• Encourages members to 

upgrade

• KB: Promote Your Business & 
Upgrade Your Listing 
Messages

https://helpdesk.chambermaster.com/kb/article/1216-promote-your-business-upgrade-your-listing-messages-in-mic/
https://helpdesk.chambermaster.com/kb/article/1216-promote-your-business-upgrade-your-listing-messages-in-mic/
https://helpdesk.chambermaster.com/kb/article/1216-promote-your-business-upgrade-your-listing-messages-in-mic/


Training Resources

Online Knowledge Base

Online Knowledge Base

Online Knowledge Base

Live and On-Demand Training Webinars

Live and On-Demand Training Webinars

Live and On-Demand Training Webinars

Live and On-Demand Training Webinars

Knowledge Library

Knowledge Library

How-To Video Library

How-To Video Library

How-To Video Library

Chamber Industry Resources

Chamber Industry Resources

Chamber Industry Resources

Product Updates

Product Updates

No-Cost 
Training 

Offerings

Online 
Knowledge 

Base

Live and 
On-Demand 

Training 
Webinars

Knowledge 
Library

How-To 
Video 
Library

Chamber 
Industry 

Resources

Product 
Updates

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


Expanded Training Offerings

Customized Online Training

Customized Online Training

Customized Online Training

Personal One-on-One Engagement Sessions

Personal One-on-One Engagement Sessions

Personal One-on-One Engagement Sessions

Personal One-on-One Engagement Sessions

Customized Onsite Training

Customized Onsite Training

Customized Onsite Training

Regional Classroom Training

Regional Classroom Training

Regional Classroom Training

Customized 
Online 

Training

Personal 
One-on-One 
Engagement 

Sessions

Customized 
Onsite 

Training

Regional 
Classroom 

Training

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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