
From Member 
Management to Reports: 
A Full CM/MZ 
Walkthrough



Agenda

• Where to get help 
• Support Portal
• Knowledge Base

• Module overviews
• Members
• Groups
• Communication
• Events
• Billing
• Reports

https://helpdesk.chambermaster.com/?login=1
https://helpdesk.chambermaster.com/home/


Overview

• Web-based software 
designed for chambers, 
associations, and other 
member-based 
organizations
• Acquire new members

• Retain/engage existing
organizations/individuals

• Do more with less time



Database/Staff View

•Manage all contacts 
and members
•Manage events
•Generate and 
analyze reports
•Additional modules 
provided



Member View – MIC
• Update their own information 

(photos, directory listing, 
website, etc.)

• Manage their account
• Pay their bills
• Register for events
• Enter Hot Deals, Member-to-

Member deals, job postings, 
etc.

• KB: Member Information 
Center (MIC)

http://www.screencast.com/t/8HHFR9un8
http://www.screencast.com/t/5bxBr7pL
http://www.screencast.com/t/tX5Zx2PvY
http://www.screencast.com/t/IxK5arWC5dg
https://helpdesk.chambermaster.com/kb/article/3468-cm-mz-member-information-center-mic-table-of-contents/
https://helpdesk.chambermaster.com/kb/article/3468-cm-mz-member-information-center-mic-table-of-contents/


Public View

• Web Modules integrated to 
public website 
• Member Directory 
• Event Calendar
• Deals
• Job Postings

• Any updates to database 
automatically published to 
public view

• KB: Website Modules

https://helpdesk.chambermaster.com/kb/article/2078-website-modules/


Apps

• StaffApp
• Add Prospects
• Check-in attendees to event
• Send communications
• View reminders
• eReferrals

• MemberPlus App
• Update profile
• View job postings and deals
• Access Directory

https://helpdesk.chambermaster.com/kb/article/885-chambermaster-memberzone-staffapp/
https://helpdesk.chambermaster.com/kb/article/3452-add%C2%A0member-via-staffapp/
https://helpdesk.chambermaster.com/kb/article/3445-check-in-attendees-with-staffapp/
https://helpdesk.chambermaster.com/kb/article/3455-send%C2%A0email-to%C2%A0member-via-staffapp/
https://helpdesk.chambermaster.com/kb/article/3449-view-reminders-via-staffapp/
https://helpdesk.chambermaster.com/kb/article/926-send-ereferrals-using-the-staffapp/
https://helpdesk.chambermaster.com/kb/article/955-memberplus-an-app-for-your-members/
https://helpdesk.chambermaster.com/kb/article/959-update-member-profile-via-the-memberplus-app/
https://helpdesk.chambermaster.com/kb/article/967-view-job-postings-in-the-memberplus-app/
https://helpdesk.chambermaster.com/kb/article/965-working-with-hot-deals-in-the-memberplus-app/
https://helpdesk.chambermaster.com/kb/article/960-member-directory-in-the-memberplus-app/


Access to Software

• Web-based software 
• Available anywhere you 

have access to the internet 
• Firefox, Chrome, and Safari 

supported web browsers

• No downloading required
• Onboarding Team assists 

with login
• Use admin credentials to 

add staff members



Members

• Manage your members –
you’ll spend a lot of time 
in this module 
• Update Contact 

Information
• Directory Information
• Representatives
• Billing

• KB: Member Management

https://helpdesk.chambermaster.com/kb/article/3670-cm-mz-members-table-of-contents/
https://helpdesk.chambermaster.com/kb/section/10/


Member Web Module

• Member information 
entered in back office 
displayed on your website 
in member directory link

• Allows consumer ability to 
search member database

• Displays member 
information

• KB: Directory Overview

https://helpdesk.chambermaster.com/kb/article/616-directory-overview/


Groups

• Create Groups for quick 
and convenient mass 
communication 

• Can allow public (non-
members) and members
to sign up for Groups
• Members can manage via 

MIC
• Group Types
• KB: Groups

https://helpdesk.chambermaster.com/kb/article/39-allow-public-to-join-group/
https://helpdesk.chambermaster.com/kb/article/809-allow-members-to-join-group/
https://helpdesk.chambermaster.com/kb/article/807-group-types/
https://helpdesk.chambermaster.com/kb/article/3649-group-or-mailing-list-options-settings/


Group Web Module

• Link displaying designated 
groups for viewing on your 
website, giving the 
members name, title, etc.

• Show committee and board 
member lists to public
• Including photos

• KB: Create a Group or 
Mailing List

https://helpdesk.chambermaster.com/kb/article/3649-group-or-mailing-list-options-settings/
https://helpdesk.chambermaster.com/kb/article/3649-group-or-mailing-list-options-settings/
https://helpdesk.chambermaster.com/kb/article/808-create-a-group-or-mailing-list/
https://helpdesk.chambermaster.com/kb/article/808-create-a-group-or-mailing-list/


Communication
• Send mass emails, letters, faxes, 

etc.
• Merge fields easily personalize 

communication

• Review communication history
• Create and use form letters, 

templates, etc. 
• Schedule Emails
• Send eReferrals
• Log Notes
• Push notifications and SmartText

https://helpdesk.chambermaster.com/kb/article/720-send-a-mass-email/
https://helpdesk.chambermaster.com/kb/article/724-create-a-letter/
https://helpdesk.chambermaster.com/kb/article/734-personalize-communication-with-database-fields/
https://helpdesk.chambermaster.com/kb/article/3633-cm-mz-communication-table-of-contents/
https://helpdesk.chambermaster.com/kb/article/730-work-with-email-templates/
https://helpdesk.chambermaster.com/kb/article/730-work-with-email-templates/
https://helpdesk.chambermaster.com/kb/article/3773-schedule-emails/
https://helpdesk.chambermaster.com/kb/article/745-ereferral/
https://helpdesk.chambermaster.com/kb/article/535-log-a-call-or-note/
https://helpdesk.chambermaster.com/kb/article/746-send-a-push-notification/
https://helpdesk.chambermaster.com/kb/article/748-smarttext/


Events

•Complete events 
management solution
• Manage guest list
• Send invitations
• Track registrations
• Add sponsors
• Create invoices
• Publish event

• KB: Events

https://helpdesk.chambermaster.com/kb/article/787-manage-guest-list/
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/772-create-registration-fee-that-includes-sponsorship/
https://helpdesk.chambermaster.com/kb/article/1342-create-event-invoices-from-events-module/
https://helpdesk.chambermaster.com/kb/article/759-edit-customize-event-page-information/
https://helpdesk.chambermaster.com/kb/article/3489-cm-mz-events-table-of-contents/


Events Web Modules

• Online Events calendar
link 

• Allow online registration
• Customizable event 

categories
• Reminder email option
• Allow public submission

of events (optional)
• KB: Events

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/790-send-event-reminders/
https://helpdesk.chambermaster.com/kb/article/758-approve-events-submitted-by-members/
https://helpdesk.chambermaster.com/kb/article/3489-cm-mz-events-table-of-contents/


Hot Deals and Job Postings

• Added benefit for your 
members 

• Published on your 
website

• Hot Deals, Member-to-
Member Deals, and Job 
Postings

• Requires Standard edition 
or greater 

https://helpdesk.chambermaster.com/kb/article/454-add-a-hot-deal/
https://helpdesk.chambermaster.com/kb/article/452-manage-hot-deals-member-to-member-deals/
https://helpdesk.chambermaster.com/kb/article/452-manage-hot-deals-member-to-member-deals/
https://helpdesk.chambermaster.com/kb/article/447-approve-job-postings/
https://helpdesk.chambermaster.com/kb/article/447-approve-job-postings/


Job Posting Web Module

• Job posting link that 
searches the database for 
available jobs posted by 
member businesses

• Add images and links
• Reach broad employee 

pool
• Revenue for posting jobs on 

your website
• KB: Job Postings

https://helpdesk.chambermaster.com/kb/article/451-job-posting-views-web-statistics/
https://helpdesk.chambermaster.com/kb/article/442-job-posting-settings-initial-setup/


Hot Deals Web Module

• Offer coupons and 
special deals
• Fellow members can 

be your best 
customers!

• Hot Deals eNewsletter
• KB: Hot Deals
• Requires Plus edition 

or greater

https://helpdesk.chambermaster.com/kb/article/465-hot-deals-enewsletter-mailing-list/
https://helpdesk.chambermaster.com/kb/article/453-hot-deal-settings/


MarketSpace
• Designed to market items, 

specials, or other offerings 
to members and/or 
community
• Classified ads
• Auction items
• Real estate listings

• Area specific deals
• College student discounts
• Military discounts

• KB: MarketSpace

https://helpdesk.chambermaster.com/kb/article/880-add-marketspace-items/
https://helpdesk.chambermaster.com/kb/article/1221-marketspace-categories/
https://helpdesk.chambermaster.com/kb/article/878-marketspace-overview/


Marketspace Web Module

• Great for marketing 
miscellaneous items

• Space for rent
• Military discounts
• Student coupons, etc. 



News Releases

• Publish press releases, 
event summaries, and 
business news to website 
and/or MIC

• Approve submissions by 
members via MIC

• KB: News Releases
• Requires Plus edition or 

greater

https://helpdesk.chambermaster.com/kb/article/971-create-news-release-from-the-back-office/
https://helpdesk.chambermaster.com/kb/article/972-approve-news-releases-submitted-by-member/
https://helpdesk.chambermaster.com/kb/article/976-submit-news-release-via-the-mic-for-your-members/
https://helpdesk.chambermaster.com/kb/article/976-submit-news-release-via-the-mic-for-your-members/
https://helpdesk.chambermaster.com/kb/section/116/


News Releases Web Module

• Link for displaying news 
articles via public website

• Allow members to submit 
News Releases for 
approval via MIC

• KB: Approve News 
Release Submitted by 
Member

https://helpdesk.chambermaster.com/kb/article/972-approve-news-releases-submitted-by-member/
https://helpdesk.chambermaster.com/kb/article/972-approve-news-releases-submitted-by-member/
https://helpdesk.chambermaster.com/kb/article/972-approve-news-releases-submitted-by-member/


Info Request

• Internally enter consumer 
information requests

• Manage consumer 
requests
• Distribute publications

• Utilize Lead Management
to distribute leads to 
members 

• Info Request reporting

https://helpdesk.chambermaster.com/kb/article/3665-enter-info-requests-via-the-back-office/
https://helpdesk.chambermaster.com/kb/article/3664-setup-manage-and-distribute-web-leads/
https://helpdesk.chambermaster.com/kb/article/3661-distribute-info-request-publications/
https://helpdesk.chambermaster.com/kb/article/828-manage-info-request-leads/
https://helpdesk.chambermaster.com/kb/article/831-info-request-reports/


Info Request - Web Module 
• Consumers request specific 

information 
• Digital publications 

automatically delivered
• Requests for printed literature 

queued for distribution
• Mailing labels
• Inventory updated automatically 

• Solicit pertinent marketing 
information 

• KB: Info Request Setup

https://helpdesk.chambermaster.com/kb/article/3661-distribute-info-request-publications/
https://helpdesk.chambermaster.com/kb/article/827-information-request-setup/


Reports
• Numerous pre-defined 

reports 
• Designed to help 

organization run more 
efficiently

• Use as-is or customize to 
meet organization’s needs

• Create your own custom 
reports
• Utilize Advanced Custom 

Report Builder
• KB: Reports

https://helpdesk.chambermaster.com/kb/article/1428-create-a-custom-report-layout/
https://helpdesk.chambermaster.com/kb/article/1428-create-a-custom-report-layout/
https://helpdesk.chambermaster.com/kb/article/711-advanced-custom-report-builder/
https://helpdesk.chambermaster.com/kb/article/711-advanced-custom-report-builder/
https://helpdesk.chambermaster.com/kb/article/3676-cm-mz-reports-table-of-contents/


Billing

• Use Integrated Billing as 
your billing solution

• Manage all receivables 
for memberships, 
events, etc. 

• Options to export a file 
for import to accounting 
software

• KB: Billing

https://helpdesk.chambermaster.com/kb/article/1354-export-to-quickbooks-peachtree-or-other-program/
https://helpdesk.chambermaster.com/kb/article/3470-cm-mz-billing-table-of-contents/


Cloud Drive
• Personal Files
• Staff Files
• Member Files

• Members access the documents 
via the Member Information 
Center (MIC)

• Event Files
• Group Files
• KB: Storing Documents in the 

Cloud 
• Requires Plus edition or greater

https://helpdesk.chambermaster.com/kb/article/2101-manage-resources-in-the-mic/
https://helpdesk.chambermaster.com/kb/article/740-storing-documents-cloud-drive/
https://helpdesk.chambermaster.com/kb/article/740-storing-documents-cloud-drive/


Form Builder

• Quickly create and publish 
custom web forms and 
surveys
• Event follow-ups
• Continuing Education 

interest surveys
• Member satisfaction, etc.

• KB: Form Builder
• Requires Pro edition or 

greater

https://helpdesk.chambermaster.com/kb/article/2123-working-with-form-builder/


eCommerce

• Can sell items online to your 
members or general public
• Including downloadable

products
• Available by Request

• Contact Support to enable
• KB: eCommerce
• Requires Plus edition or 

greater

https://helpdesk.chambermaster.com/kb/article/817-getting-started-with-ecommerce/
https://helpdesk.chambermaster.com/kb/article/823-add-downloadable-product-to-ecommerce-store/
mailto:support@growthzone.com
https://helpdesk.chambermaster.com/kb/section/26/


Marketing Package

• Sell enhanced member 
listings and banner ads on your 
association website
• Post member Banner Ads on website 
• Enhance a member’s Online Directory 

listing
• Earn non-dues revenue

• Banner Ad widget

• KB: Marketing Package

• Requires Premium edition or 
greater

https://helpdesk.chambermaster.com/kb/article/3673-features-of-enhanced-web-participation-package/
https://helpdesk.chambermaster.com/kb/article/3709-generate-banner-ad-widget/
https://helpdesk.chambermaster.com/kb/article/2622-using-the-marketing-package/


Additional Web Modules

• “Contact Us” link
• Collect contact information and 

brief comments/questions

• Member Information Center 
(MIC) login link
• Allow members to login to MIC 

directly from your website

• KB: Website Modules

https://helpdesk.chambermaster.com/kb/article/2078-website-modules/


StaffApp
• Mobile companion for staff 
• Access database anywhere
• Provides real-time membership information 
• Manage members
• Communicate with members

• Call
• Community Feed
• Email

• Point of Sale module
• Check-in event attendees
• KB: StaffApp

https://helpdesk.chambermaster.com/kb/article/891-manage-members-with-staffapp/
https://helpdesk.chambermaster.com/kb/article/3454-call%C2%A0member-via-staffapp/
https://helpdesk.chambermaster.com/kb/article/890-community-feed-in-staffapp/
https://helpdesk.chambermaster.com/kb/article/3455-send%C2%A0email-to%C2%A0member-via-staffapp/
https://helpdesk.chambermaster.com/kb/article/935-point-of-sale-in-staffapp/
https://helpdesk.chambermaster.com/kb/article/3445-check-in-attendees-with-staffapp/
https://helpdesk.chambermaster.com/kb/section/96/


MemberPlus App

• Free mobile app available to all 
members

• Receive notifications from your 
organization

• View member listings
• Update their own profile information
• Register, pay and check-in for 

events
• Interact with other members
• KB: MemberPlus App

https://helpdesk.chambermaster.com/kb/article/746-push-notifications/
https://helpdesk.chambermaster.com/kb/article/960-member-directory-in-the-memberplus-app/
https://helpdesk.chambermaster.com/kb/article/959-update-member-profile-via-the-memberplus-app/
https://helpdesk.chambermaster.com/kb/article/964-working-with-events-in-memberplus-app/
https://helpdesk.chambermaster.com/kb/article/963-community-feed-in-the-memberplus-app/
https://helpdesk.chambermaster.com/kb/article/955-memberplus-an-app-for-your-members/


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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