
Managing ChamberMaster 
Events Like a Pro: 
Invitations, Registrations & 
Check-In



Agenda

• Sending Invitations
• Manage Registrations
• Manage the Guest List
• Event Reports

• Name Tags
• Check-in Roster
• Custom Fields

• Event Accounting

https://helpdesk.chambermaster.com/kb/article/784-send-event-invitations/
https://helpdesk.chambermaster.com/kb/article/787-manage-guest-list/
https://helpdesk.chambermaster.com/kb/article/793-create-event-name-tags/
https://helpdesk.chambermaster.com/kb/article/782-output-rosters-name-tags-labels-for-sponsors/
https://helpdesk.chambermaster.com/kb/article/765-add-custom-fields-for-event-registration/


Events Module

• Event Calendar
• Event information
• Event Fees
• Sponsors
• Guest List
• Event Account information
• Tasks
• KB: Overview of Events 

Module

https://helpdesk.chambermaster.com/kb/article/753-working-with-the-event-calendar/
https://helpdesk.chambermaster.com/kb/article/759-edit-customize-event-page-information/
https://helpdesk.chambermaster.com/kb/article/773-additional-fee-items-for-your-event/
https://helpdesk.chambermaster.com/kb/section/280/
https://helpdesk.chambermaster.com/kb/article/787-manage-guest-list/
https://helpdesk.chambermaster.com/kb/article/1879-overview-of-event-tabs/
https://helpdesk.chambermaster.com/kb/article/1879-overview-of-event-tabs/


Managing Attendees

• Create Invitations

• Accept or decline
invitation on member’s 
behalf
• Comment

• KB: Manage Invitee List

• KB: Mange Guest List

https://helpdesk.chambermaster.com/kb/article/784-send-event-invitations/
https://helpdesk.chambermaster.com/kb/article/788-edit-attendee/
https://helpdesk.chambermaster.com/kb/article/785-manage-invitee-list/
https://helpdesk.chambermaster.com/kb/article/787-manage-guest-list/


Waiting List
• Improve attendance at event
• Enable the Waiting List on the 

General tab
• If you have reached 

the Limit Attendee Count 
To number, people wishing 
to register for the event 
notified event is full

• Guest asked if they would 
like to be placed on waiting 
list

• KB: Event Waiting List

https://helpdesk.chambermaster.com/kb/article/786-working-with-the-waiting-list/


Edit Attendee Information

• Change/update 
attendee information
• Add/edit additional 

attendee information
• Update custom fields
• Add attendee to 

database as a prospect

• Edit Attendee Icon 

https://helpdesk.chambermaster.com/kb/article/765-add-custom-fields-for-event-registration/
https://helpdesk.chambermaster.com/kb/article/788-edit-attendee/


Cancel Registration

• Edit Registration icon
• Change status to 

canceled
• Write-off, Refund, or 

Credit Registrant if 
needed
• Reference number on 

Guest List indicates 
transaction created

• KB: Cancel Registration 

https://helpdesk.chambermaster.com/kb/article/1312-cancelling-an-event-registration/


Event Reports and Labels

• Reports, labels, and downloads 
available at the bottom of several 
the lists
• Name Tags
• Check-in Rosters
• Name Plates
• Mailing Labels

• KB: Event Additional Fee Items 
Report

https://helpdesk.chambermaster.com/kb/section/66/
https://helpdesk.chambermaster.com/kb/article/793-create-event-name-tags/
https://helpdesk.chambermaster.com/kb/article/783-create-event-roster-with-qr-code/
https://helpdesk.chambermaster.com/kb/article/782-output-rosters-name-tags-labels-for-sponsors/
https://helpdesk.chambermaster.com/kb/article/791-event-additional-fee-items-report/
https://helpdesk.chambermaster.com/kb/article/791-event-additional-fee-items-report/


Checking-In Attendees

• Print roster
• Manually check-in guests 

• Check guests in from Registered 
Attendee Info section of Guest List 
Summary 

• Quicky and easy check-in using 
StaffApp and QR codes
• Confirmation email includes QR code
• Take payments at the door

• KB: Mark Registrants as Attended

https://helpdesk.chambermaster.com/kb/article/783-create-event-roster-with-qr-code/
https://helpdesk.chambermaster.com/kb/article/794-mark-registrants-as-attended/
https://helpdesk.chambermaster.com/kb/article/3445-check-in-attendees-with-staffapp/
https://helpdesk.chambermaster.com/kb/article/3446-accept-payments-at-the-door-with-the-staffapp/
https://helpdesk.chambermaster.com/kb/article/794-mark-registrants-as-attended/


Point of Sale Module with StaffApp

• Provides full feature check-out solution
• Mobile card reader compatible

• Sell additional items at tournament 
• Mulligans
• Drink tickets
• Contest/game entry
• Raffle tickets
• Tees

• Automatic transactions created on 
member’s account
• Sell items to non-members, too!

https://helpdesk.chambermaster.com/kb/article/935-working-with-point-of-sale-in-the-staff-app/
https://helpdesk.chambermaster.com/kb/article/483-mobile-card-readers/
https://helpdesk.chambermaster.com/kb/article/773-additional-fee-items-for-your-event/


Event Account Information

• Running totals of income 
billed and paid

• Total registrations and total 
registered guests

• Actual Attendance
• Invitations
• List of sponsors for event 
• KB: View Account 

Information

https://helpdesk.chambermaster.com/kb/article/794-mark-registrants-as-attended/
https://helpdesk.chambermaster.com/kb/article/784-send-event-invitations/
https://helpdesk.chambermaster.com/kb/article/1859-view-event-account-information/
https://helpdesk.chambermaster.com/kb/article/1859-view-event-account-information/


Event Invoicing
• Easily create and deliver 

invoices
• Directly from the Event Account 

Tab
• Billing module

• Need to have invoicing of 
event registrations permission 
set

• KB: Create Event Invoices
• KB: Return to Event Invoice 

Batch

https://helpdesk.chambermaster.com/kb/article/777-create-event-invoices-and-sales-receipts/
https://helpdesk.chambermaster.com/kb/article/1342-create-event-invoices-from-events-module/
https://helpdesk.chambermaster.com/kb/article/1341-create-event-invoices-from-billing-module/
https://helpdesk.chambermaster.com/kb/article/1342-create-event-invoices-from-the-events-module/
https://helpdesk.chambermaster.com/kb/article/1369-return-to-an-event-invoice-batch/
https://helpdesk.chambermaster.com/kb/article/1369-return-to-an-event-invoice-batch/


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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