
Essential Member 
Management 
Tools in 
ChamberMaster/
MemberZone



Agenda

• Create Member record
• Custom Fields
• Add Reps to Member Record

• Access to MIC

• Member Web Display Options
• Drop Members
• Reinstate Members
• Merge Members and Reps

• Check for duplicates routinely

https://helpdesk.chambermaster.com/kb/article/490-add-new-member/
https://helpdesk.chambermaster.com/kb/article/500-manage-member-custom-fields/
https://helpdesk.chambermaster.com/kb/article/3638-add-rep%C2%A0to-a-member/
https://helpdesk.chambermaster.com/kb/section/73/
https://helpdesk.chambermaster.com/kb/article/494-drop-a-member/
https://helpdesk.chambermaster.com/kb/article/495-reinstate-re-activate-a-member/
https://helpdesk.chambermaster.com/kb/article/497-merge-members/
https://helpdesk.chambermaster.com/kb/article/2319-merge-reps/
https://helpdesk.chambermaster.com/kb/article/2663-check-for-duplicate-members-reps/


Add New Member

• Add member via simple 
process with Setup 
Wizard

• Company Name only 
required field
• Useful when adding 

Prospects
• Best Practice: complete as 

many fields as known

https://helpdesk.chambermaster.com/kb/article/490-add-new-member/
https://helpdesk.chambermaster.com/kb/article/489-add-a-prospective-member/
https://helpdesk.chambermaster.com/kb/article/489-add-a-prospective-member/


Custom Fields

• Ultimate flexibility in managing 
your data
• Track information unique to your 

association
• Creates database field available 

across all member records
• Run reports using this custom 

data
• KB: Custom Fields

https://helpdesk.chambermaster.com/kb/article/3626-custom-field-data-types/
https://helpdesk.chambermaster.com/kb/article/500-manage-member-custom-fields/
https://helpdesk.chambermaster.com/kb/article/2754-create-a-custom-field-report/
https://helpdesk.chambermaster.com/kb/article/500-manage-member-custom-field-s/


Add Reps

• Representatives related 
to member are managed
on the Reps tab 
• Personal Information
• Custom Fields
• Display preferences for 

public website and MIC
• Groups and mailing lists
• Login Permissions

https://helpdesk.chambermaster.com/kb/article/3487-cm-mz-reps-table-of-contents/
https://helpdesk.chambermaster.com/kb/article/3638-add-rep%C2%A0to-a-member/
https://helpdesk.chambermaster.com/kb/article/513-manage-member-reps/
https://helpdesk.chambermaster.com/kb/article/514-rep-custom-fields/
https://helpdesk.chambermaster.com/kb/article/1864-configure-rep-display-information/
https://helpdesk.chambermaster.com/kb/article/3685-add-reps-to-group/
https://helpdesk.chambermaster.com/kb/article/1489-manage-rep-login-permissions/


Rep Login Setup

• Send invitation to create login to 
MIC
• Email template provided 

• Manage permissions
• Manage login credentials

• Edit login name
• Reset password
• Delete account

• Create login via MIC login screen

https://helpdesk.chambermaster.com/kb/article/503-send-rep-invitation-to-create-their-own-credentials/
https://helpdesk.chambermaster.com/kb/article/1489-manage-rep-login-permissions/
https://helpdesk.chambermaster.com/kb/article/502-manage-rep-login-credentials/
https://helpdesk.chambermaster.com/kb/article/3740-send-rep-email-to-reset-password/
https://helpdesk.chambermaster.com/kb/article/3741-allow-reps-to-create-mic-login-via-login-screen/


Add a Prospective Member

• Use the same Setup Wizard 
provided for adding members
• Choose Prospect as status

• Add prospect after an event via 
Guest List

• Prospective Sales Pipeline
• Report forecasts new member 

revenue

• KB: Add a Prospective Member

https://helpdesk.chambermaster.com/kb/article/1406-change-membership-status/
https://helpdesk.chambermaster.com/kb/article/788-edit-attendee/
https://helpdesk.chambermaster.com/kb/article/707-prospective-sales-pipeline/
https://helpdesk.chambermaster.com/kb/article/489-add-a-prospect/


Add Fees for Membership

• Membership Fees & Dues
can be assigned:
• When adding new member
• When member application

processed
• Directly through member’s 

Account tab

• KB: Assign Recurring 
Membership Fees

https://helpdesk.chambermaster.com/kb/article/632-fee-items/
https://helpdesk.chambermaster.com/kb/article/490-add-new-member/
https://helpdesk.chambermaster.com/kb/article/3428-allow-members-to-opt-in-to-autopay-during-application-process/
https://helpdesk.chambermaster.com/kb/article/3462-add%C2%A0recurring-fees-dues-to%C2%A0member%E2%80%99s-account/
https://helpdesk.chambermaster.com/kb/article/3462-add%C2%A0recurring-fees-dues-to%C2%A0member%E2%80%99s-account/
https://helpdesk.chambermaster.com/kb/article/1294-assign-recurring-membership-fees-to-a-member/
https://helpdesk.chambermaster.com/kb/article/1294-assign-recurring-membership-fees-to-a-member/


Add Web Information

• Information and settings related 
to member’s online directory
listing 

• Changes/updates automatically 
reflected in online directory 

• Member may also modify these 
items via the MIC
• Permissions required

• Web Display Participation Options
• Enhanced or Basic

https://helpdesk.chambermaster.com/kb/article/3688-cm-mz-directory-website-table-of-contents/
https://helpdesk.chambermaster.com/kb/article/533-send-email-to-members-to-update-contact-information/
https://helpdesk.chambermaster.com/kb/article/507-member-information-center-mic-rep-permission-sets/
https://helpdesk.chambermaster.com/kb/article/529-web-display-participation-options/
https://helpdesk.chambermaster.com/kb/article/3673-features-of-enhanced-web-participation-package/
https://helpdesk.chambermaster.com/kb/article/3672-features-of-basic-web-participation-package/


Drop Member

• Membership Status set to inactive
• Still have their history and information 

available in database

• Include information like drop date, 
drop reason, and drop details
• Members should only be deleted when 

history is not necessary or when a 
member was mistakenly created

• Run reports based on drop 
information

• KB: Drop a Member

https://helpdesk.chambermaster.com/kb/article/1406-change-membership-status/
https://helpdesk.chambermaster.com/kb/article/2099-create-member-drop-reasons/
https://helpdesk.chambermaster.com/kb/article/676-membership-drop-analysis-report/
https://helpdesk.chambermaster.com/kb/article/494-drop-a-member/


Reinstate Dropped Member

• Reinstate member by 
changing Membership 
Status back to Active
• Will display options to 

return reps back to active 
status and reinstate their 
group participation if 
desired

• Redirect Index 
• Member login permissions

automatically reenabled

https://helpdesk.chambermaster.com/kb/article/495-reinstate-re-activate-a-member/
https://helpdesk.chambermaster.com/kb/article/518-manage-rep-group-participation/
https://helpdesk.chambermaster.com/kb/article/1489-manage-rep-login-permissions/


Merge Member/Rep Records

• Check for duplicate members/reps 
using Custom Member Report
• Use Excel functionality to locate 

duplicates

• Easily manage duplicate members 
in your database
• Ex: Perhaps you had added a prospect, 

then the prospect applied online 

• Merge older member or rep into 
newer contact
• Best Practice 

https://helpdesk.chambermaster.com/kb/article/2663-check-for-duplicate-members-reps/
https://helpdesk.chambermaster.com/kb/article/497-merge-members/
https://helpdesk.chambermaster.com/kb/article/2319-merge-reps/


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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