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



Agenda
• Sending Invitations
• Manage Registrations

• Cancellations
• Editing Attendee Info
• Adding Items to Registration
• Editing Custom Field Reponses

• Manage the Guest List
• Event Reports

• Name Tags
• Check-in Roster
• Custom Fields



Managing Attendees

• Create Invitations for 
event
• Manage guest’s RSVPs
• Resend invitations to

guests
• Manage Invitee List

• Accept or decline 
invitation on guest's behalf
• Comment

https://helpdesk.chambermaster.com/hc/en-us/articles/46973700818715-Send-Event-Invitations
https://helpdesk.chambermaster.com/hc/en-us/articles/46974098817563-Manage-Invitee-List
https://helpdesk.chambermaster.com/hc/en-us/articles/46974098817563-Manage-Invitee-List
https://helpdesk.chambermaster.com/hc/en-us/articles/46974098817563-Manage-Invitee-List
https://helpdesk.chambermaster.com/hc/en-us/articles/46973262839963-Edit-Attendee
https://helpdesk.chambermaster.com/hc/en-us/articles/46973262839963-Edit-Attendee


Waiting List

• Enable Waiting List for specific 
events
• Once Attendee Count limit 

reached, guests wishing to 
register are notified event is full

• Asked if they would like to be 
placed on waiting list

• Request number of tickets

• Maximize attendance at events
• Measures demand for future 

events
• Real-time indicator of demand

https://helpdesk.chambermaster.com/hc/en-us/articles/46973049004571-Event-Waiting-List


Edit Attendee Information

• Edit attendee information
• Change/update attendee 

information
• Add/edit additional 

attendee information
• Update custom fields

• Change meal choice, time 
slot, table number, etc.

• Add attendee to database 
as a prospect

https://helpdesk.chambermaster.com/hc/en-us/articles/46973262839963-Edit-Attendee
https://helpdesk.chambermaster.com/hc/en-us/articles/46973262839963-Edit-Attendee
https://helpdesk.chambermaster.com/hc/en-us/articles/46973674998683-Add-Custom-Fields-for-Event-Registration
https://helpdesk.chambermaster.com/hc/en-us/articles/46973674998683-Add-Custom-Fields-for-Event-Registration


Cancel Registration
• Cancel guest’s 

registration
• Change status to 

canceled
• Can cancel primary 

registrant only
• Follow business 

procedures for write-off, 
refund, or credit if 
needed
• Reference number on 

Guest List indicates 
transaction created

https://helpdesk.chambermaster.com/hc/en-us/articles/46973160277915-Cancel-an-Event-Registration
https://helpdesk.chambermaster.com/hc/en-us/articles/46973160277915-Cancel-an-Event-Registration
https://helpdesk.chambermaster.com/hc/en-us/articles/46973349756827-Cancel-Primary-Event-Registrant
https://helpdesk.chambermaster.com/hc/en-us/articles/46973349756827-Cancel-Primary-Event-Registrant


Event Reports and Labels

• Reports, labels, and 
downloads available for each 
event

• Prepare for event
• Name Tags
• Check-in Rosters
• Name Plates
• Mailing Labels

https://helpdesk.chambermaster.com/hc/en-us/sections/46972737827227-Events-Reports
https://helpdesk.chambermaster.com/hc/en-us/sections/46972737827227-Events-Reports
https://helpdesk.chambermaster.com/hc/en-us/articles/46974017036955-Create-Event-Name-Tags
https://helpdesk.chambermaster.com/hc/en-us/articles/46974017036955-Create-Event-Name-Tags
https://helpdesk.chambermaster.com/hc/en-us/articles/46973309355675-Create-Event-Roster-with-QR-Code
https://helpdesk.chambermaster.com/hc/en-us/articles/46973309355675-Create-Event-Roster-with-QR-Code
https://helpdesk.chambermaster.com/hc/en-us/articles/46973309355675-Create-Event-Roster-with-QR-Code
https://helpdesk.chambermaster.com/hc/en-us/articles/46973309355675-Create-Event-Roster-with-QR-Code
https://helpdesk.chambermaster.com/hc/en-us/articles/46973314491931-Labels-Name-Tags-Rosters-for-Sponsors
https://helpdesk.chambermaster.com/hc/en-us/articles/46973314491931-Labels-Name-Tags-Rosters-for-Sponsors
https://helpdesk.chambermaster.com/hc/en-us/articles/46973316415899-Create-Mass-Mailing-Labels
https://helpdesk.chambermaster.com/hc/en-us/articles/46973316415899-Create-Mass-Mailing-Labels
https://helpdesk.chambermaster.com/hc/en-us/articles/46973316415899-Create-Mass-Mailing-Labels


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

https://helpdesk.chambermaster.com/hc/en-us/articles/46973309355675-Create-Event-Roster-with-QR-Code
https://helpdesk.chambermaster.com/hc/en-us/articles/46973369158299-Mark-Registrants-as-Attended
https://helpdesk.chambermaster.com/hc/en-us/articles/46973369158299-Mark-Registrants-as-Attended
https://helpdesk.chambermaster.com/hc/en-us/articles/46973369158299-Mark-Registrants-as-Attended
https://helpdesk.chambermaster.com/hc/en-us/articles/46974256682011-Check-In-Attendees-with-StaffApp
https://helpdesk.chambermaster.com/hc/en-us/articles/46973713108379-Event-QR-Codes
https://helpdesk.chambermaster.com/hc/en-us/articles/46973713108379-Event-QR-Codes
https://helpdesk.chambermaster.com/hc/en-us/articles/46972959787419-Accept-Payments-at-the-Door-with-the-StaffApp


Point of Sale Module with StaffApp

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

• Sell additional items at event
• 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/hc/en-us/articles/46973049712027-Point-of-Sale-in-StaffApp
https://helpdesk.chambermaster.com/hc/en-us/articles/46973049712027-Point-of-Sale-in-StaffApp
https://helpdesk.chambermaster.com/hc/en-us/articles/46972967167131-Additional-Fee-Items-for-Your-Event


Event Account Information

• View Account Information
• Running totals of income 

billed and paid
• Total registrations and total 

registered guests
• Actual Attendance
• Invitations
• List of sponsors for event 

https://helpdesk.chambermaster.com/hc/en-us/articles/46973065309595-View-Event-Account-Information
https://helpdesk.chambermaster.com/hc/en-us/articles/46973065309595-View-Event-Account-Information


Event Invoicing

• Manage post-event 
financials

• Easily create and deliver 
invoices
• Via print or email
• Resend overdue event 

invoices via Open Invoices 
Report

• Return to Event Invoice 
Batch

https://helpdesk.chambermaster.com/hc/en-us/articles/46972949514395-Create-Event-Invoices-from-Events-Module
https://helpdesk.chambermaster.com/hc/en-us/articles/46973730252955-Open-Invoices-Report
https://helpdesk.chambermaster.com/hc/en-us/articles/46973730252955-Open-Invoices-Report
https://helpdesk.chambermaster.com/hc/en-us/articles/46973278560155-Return-to-an-Event-Invoice-Batch
https://helpdesk.chambermaster.com/hc/en-us/articles/46973278560155-Return-to-an-Event-Invoice-Batch
https://helpdesk.chambermaster.com/hc/en-us/articles/46973278560155-Return-to-an-Event-Invoice-Batch
https://helpdesk.chambermaster.com/hc/en-us/articles/46973278560155-Return-to-an-Event-Invoice-Batch


Questions?
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