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Managing Billing

To make it efficient and easy for you to generate your 
invoices for recurring billing, your ChamberMaster software 
tracks:

• Which members need to be billed
• What membership(s) they should be billed for
• How much they should be billed
• When they should be billed
• How they wish to receive their invoice



Managing Membership Renewals

Who needs to be billed…
• ChamberMaster relies on the Membership Fees on a members 

Account tab to identify who needs to be billed

• All active members who must be billed for membership dues 
should have a scheduled billing



Managing Membership Renewals

What memberships they need to be billed for…



Managing Membership Renewals

How much they should be billed…
• The system relies on the information defined by the 

scheduled on the members Account tab, to determine how 
much a member should be billed



Managing Membership Renewals

When should they be billed…
• When a membership is first added to a contact, the system 

will look the frequency at which a member wishes to be 
billed to determine a “Billed Date”



Best Practices

When adding a membership, validate that the next bill date 
and fee schedule is correct!



Billing Precheck Reports

Ensure all your active members have a recurring fee 
schedule…

• Use the Custom Member Report. 
• Include Annual Fees and Dues Amount to look for any active 

members without a fee schedule



Billing Precheck Reports

Ensure that you have accurate Billing Contact Information…
• When you assign a membership,  you will also assign the billing 

contact and contact information 
• Use the Custom Member report to check that you have billing 

contacts for all active members  



Send Notifications

Notification letters may be sent prior to the member billing 
month thanking them for their membership and notifying 
them that their membership dues will soon be billed

KB: Notification Letters
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https://helpdesk.chambermaster.com/kb/article/655-notification-letters/


Creating Batches

KB: Create Batch of Recurring Invoices
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https://helpdesk.chambermaster.com/kb/article/1422-create-batch-of-recurring-invoices/


Creating Batches

• Task List will alert to needed invoices
• Billing Solution Setting: # of months to look ahead for
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Creating Batches

• Click Invoices in Task List to view uncreated invoices
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Creating Batches

• When creating invoices – note if Match Found is displayed
• This indicates that some or all of the invoices have already 

been batched
• If there are un-batched invoices – click New Batch!
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Creating Batches

• Output Options
• Save Batch/Deliver Invoices
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Redeliver Invoice Batches

•Find overdue invoices and 
resend 
• Invoice Summary Report

• View all open and past due 
invoices

• Specify date range
• Resend overdue invoices 

directly from report
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https://helpdesk.chambermaster.com/kb/article/699-invoice-summary-report/
https://helpdesk.chambermaster.com/kb/article/1164-resend-overdue-invoices/


Invoice Summary Report

• View all invoices, open 
invoices, past due 
invoices or invoices with a 
zero balance, in a certain 
date range 

• Resend overdue invoices 
directly from report 

• KB: Invoice Summary 
Report

https://helpdesk.chambermaster.com/kb/article/699-invoice-summary/
https://helpdesk.chambermaster.com/kb/article/699-invoice-summary/


Create an Invoice

• Most invoices will be created 
in batches 

• May need to create a single 
one-off invoice

• Can be created within Billing 
Center or in a member’s 
Account tab

• KB: Create One-Off Invoice
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https://helpdesk.chambermaster.com/kb/article/639-create-a-single-one-time-invoice/


Create a Sales Receipt

• Sales Receipt should only be 
created for items not 
previously invoiced
• If invoice already created but 

payment recorded with Sales 
Receipt, will result in a 
duplicate payment record

• Sales Receipt Summary 
Report
• Displays Sales Receipt 

transactions

• KB: Create Sales Receipt
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https://helpdesk.chambermaster.com/kb/article/642-sales-receipts/


Accept Payments

• Can enter a payment in one 
of three locations when 
received
• Billing Center tab
• Payments tab in the Billing 

module
• Account tab in Members 

module
• KB: Process Payments
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https://helpdesk.chambermaster.com/kb/article/641-process-payments/


Create Credits

• Created for member ahead of 
time or created when 
receiving payment

• Do not have to be associated 
with a particular invoice when 
created

• Can be done using any Fee 
Item that exists on your Fee 
Items list

• KB: Process Credits
21

https://helpdesk.chambermaster.com/kb/article/644-process-credits/


Write-Off Balance

• Can write-off balance if a 
member does not pay
• Useful for years-old invoices

• Can also write-off balance 
when dropping members 
with the Mass Drop feature

• KB: Process Write Offs
• KB: Mass Drop/Mass Write-

Off
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https://helpdesk.chambermaster.com/kb/article/646-process-write-offs/
https://helpdesk.chambermaster.com/kb/article/2097-mass-drop-mass-write-off/
https://helpdesk.chambermaster.com/kb/article/2097-mass-drop-mass-write-off/


Send Thank You Letters

• Thank You Letter Report 
• Can be generated for those 

members who have paid 
their invoices

• Once generated, easily send 
Thank You letters via email 
or print

• KB: Send Thank You Letters
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https://helpdesk.chambermaster.com/kb/article/653-thank-you-letters/


Process Refunds

• Process for creating a refund 
will vary, dependent on the 
processor used, and on 
whether the payment was 
received against an invoice or 
a receipt

• KB: Manage Refunds
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https://helpdesk.chambermaster.com/kb/article/2082-manage-refunds/


Billing Reports

• A/R Details Report 
• Recurring Revenue Report (Membership Renewal)
• Batch/Invoice Summary
• Past Due Members/Mass Drop



A/R Aging Detail Report
• Detailed information on 

aging customer accounts
• Includes individual 

transactions
• Can be used by collections 

personnel
• Determine which invoices 

overdue 
• Accounts Receivable Aging 

Summary report
• KB: Accounts Receivable 

Aging Detail

https://helpdesk.chambermaster.com/kb/article/705-accounts-receivable-aging-summary/
https://helpdesk.chambermaster.com/kb/article/705-accounts-receivable-aging-summary/
https://helpdesk.chambermaster.com/kb/article/704-accounts-receivable-aging-detail/
https://helpdesk.chambermaster.com/kb/article/704-accounts-receivable-aging-detail/


Membership Renewal Report

The Membership Renewals 
report will provide you with a list 
of Scheduled Billing configured for 
your members. 
This report can be used to view 
expected revenue based on the 
schedules and can be generated 
for a specified date range, or a 
specific Renewal Month.
KB: Membership Renewal Report
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https://helpdesk.chambermaster.com/kb/article/710-membership-renewals-report/


Invoice Summary Report

View all invoices, open 
invoices, past due invoices 
or invoices with a zero 
balance, in a certain date 
range 
Resend overdue invoices 
directly from report 
KB: Invoice Summary 
Report

https://helpdesk.chambermaster.com/kb/article/699-invoice-summary/
https://helpdesk.chambermaster.com/kb/article/699-invoice-summary/


Past Due Members/Mass Drop

Use the Mass Drop/Write 
Off report to see a list of all 
members with overdue 
membership fees and dues.

KB: Mass Drop/Write Off
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https://helpdesk.chambermaster.com/kb/article/2097-mass-drop-mass-write-off/


Past Due Members/Mass Drop

Make note of any members with an asterisk next to their name. This 
indicates the member has unapplied payments or credits that need 
to be addressed before continuing with the drop/write-off process.

KB: Mass Drop/Write Off
30

https://helpdesk.chambermaster.com/kb/article/2097-mass-drop-mass-write-off/
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