
Step-by-Step Guide 
to Daily Billing in 
ChamberMaster & 
MemberZone



Agenda

• Billing Center Overview

• Creating Invoices
• Delivering invoices

• Sales Receipts

• Accepting Payments

• Issuing Credits

• Write-Offs

• Refunds



Default Finance Settings
• Billing Options & Settings

allow you to define defaults 
for: 
• Notification in task list of 

invoices that need to be 
created 

• Payment Deposit and Bank 
Deposit accounts

• Transaction Default 
Templates

• Credit Card Processing
• Autopay options 

• Requires GrowthZone Pay

https://helpdesk.chambermaster.com/kb/article/627-billing-options-settings/
https://helpdesk.chambermaster.com/kb/article/1422-create-batch-of-recurring-invoices/
https://helpdesk.chambermaster.com/kb/article/1375-set-defaults-for-payments-and-deposits/
https://helpdesk.chambermaster.com/kb/article/1375-set-defaults-for-payments-and-deposits/
https://helpdesk.chambermaster.com/kb/article/1375-set-defaults-for-payments-and-deposits/
https://helpdesk.chambermaster.com/kb/article/3467-cm-mz-growthzone-pay-table-of-contents/


Manage Membership Renewals

• Send Notifications
• Create/Deliver Invoice 

Batches
• Resend Invoice Batches
• Send Thank You Letters
• KB: Manage 

Membership Renewals

https://helpdesk.chambermaster.com/kb/article/1362-billing-notification-letters/
https://helpdesk.chambermaster.com/kb/article/1422-create-batch-of-recurring-invoices/
https://helpdesk.chambermaster.com/kb/article/2083-deliver-invoices/
https://helpdesk.chambermaster.com/kb/article/658-resend-a-batch-of-invoices/
https://helpdesk.chambermaster.com/kb/article/653-create-customize-thank-you-letters/
https://helpdesk.chambermaster.com/kb/article/710-membership-renewals/
https://helpdesk.chambermaster.com/kb/article/710-membership-renewals/


Send Notifications

• Notification letters may be 
sent prior to the member’s 
billing month 
• Thanking them for their 

membership 
• Notifying them that their 

membership dues will soon be 
billed

• Can customize as needed
• KB: Notification Letters

https://helpdesk.chambermaster.com/kb/article/653-create-customize-thank-you-letters/
https://helpdesk.chambermaster.com/kb/article/1362-billing-notification-letters/
https://helpdesk.chambermaster.com/kb/article/655-notification-letters/


Creating Batches

• When creating invoices – note 
if “Match Found” is displayed
• Indicates that some or all the 

invoices have already been 
batched

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

• KB: Create Batch of Recurring 
Invoices

https://helpdesk.chambermaster.com/kb/article/1422-create-batch-of-recurring-invoices/
https://helpdesk.chambermaster.com/kb/article/1422-create-batch-of-recurring-invoices/


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

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


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: Create/Customize 
Thank You Letters

https://helpdesk.chambermaster.com/kb/article/3471-print-email-thank-you-letters/
https://helpdesk.chambermaster.com/kb/article/3471-print-email-thank-you-letters/
https://helpdesk.chambermaster.com/kb/article/653-thank-you-letters/
https://helpdesk.chambermaster.com/kb/article/653-thank-you-letters/


Create an Invoice

• Most invoices will be created 
in batches

• May need to create a single 
one-time invoice

• Can be created within Billing 
Center or in a member’s 
Account tab
• Deliver immediately or mark to 

be printed/emailed

https://helpdesk.chambermaster.com/kb/article/1422-create-batch-of-recurring-invoices/
https://helpdesk.chambermaster.com/kb/article/639-create-a-single-one-time-invoice/
https://helpdesk.chambermaster.com/kb/article/639-create-a-single-one-time-invoice/
https://helpdesk.chambermaster.com/kb/article/2083-deliver-invoices/


Create 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

https://helpdesk.chambermaster.com/kb/article/642-create-sales-receipt/
https://helpdesk.chambermaster.com/kb/article/3484-sales-receipt-summary-report/
https://helpdesk.chambermaster.com/kb/article/3484-sales-receipt-summary-report/


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
• Delete and/or unapply

payments

https://helpdesk.chambermaster.com/kb/article/641-process-payments/
https://helpdesk.chambermaster.com/kb/article/2167-delete-a-payment/
https://helpdesk.chambermaster.com/kb/article/3737-unapply-a%C2%A0payment/


Create Credits

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

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

• Member can view credit in 
MIC
• Staff must apply credit via 

back office

• KB: Process Credits

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
• Write-off balance of multiple 

members

• Run report on write-offs
• Writeoff Summary Report

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/2818-writeoff-summary-report/


Process Refunds

• Process will depend on the 
processor used, and on 
whether the payment was 
received against an invoice or 
a receipt

• Process refunds for 
GrowthZone Pay

• Run reports on refunds
• KB: Manage Refunds

https://helpdesk.chambermaster.com/kb/article/3390-growthzone-pay-refunds/
https://helpdesk.chambermaster.com/kb/article/2733-refund-report/
https://helpdesk.chambermaster.com/kb/article/2082-manage-refunds/


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/


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/


Scheduled Sales by Month

• Assists with budgeting for 
following year
• Planning for cash-flow in 

coming year

• Provides overview of 
recurring fees assigned to 
current, active members
• Filter by month

• KB: Scheduled Sales by 
Month Report

https://helpdesk.chambermaster.com/kb/article/709-scheduled-sales-by-month-report/
https://helpdesk.chambermaster.com/kb/article/709-scheduled-sales-by-month-report/


Journal Entry Export Process

• Best Practices:
1. Review your current Chart of 

Accounts (CoA)
2. Review a list of Member 

Changes
3. Compare these with CoA 

and Member names in 
accounting software

4. Fix discrepancies

• KB: Exporting Journal Entries 
for QuickBooks Desktop

https://helpdesk.chambermaster.com/kb/article/630-setup-modify-chart-of-accounts/
https://helpdesk.chambermaster.com/kb/article/630-setup-modify-chart-of-accounts/
https://helpdesk.chambermaster.com/kb/article/659-exporting-journal-entries-for-quickbooks-desktop/
https://helpdesk.chambermaster.com/kb/article/659-exporting-journal-entries-for-quickbooks-desktop/


Useful Billing Reports

• KB: Batch Summary Report
• KB: Invoice Summary Report
• KB: Accounts Receivable 

Aging Detail

https://helpdesk.chambermaster.com/kb/article/2385-batch-summary-report/
https://helpdesk.chambermaster.com/kb/article/699-invoice-summary/
https://helpdesk.chambermaster.com/kb/article/704-accounts-receivable-aging-detail/
https://helpdesk.chambermaster.com/kb/article/704-accounts-receivable-aging-detail/


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?


	Slide 1: Step-by-Step Guide to Daily Billing in ChamberMaster & MemberZone
	Slide 2: Agenda
	Slide 3: Default Finance Settings
	Slide 4: Manage Membership Renewals
	Slide 5: Send Notifications
	Slide 6: Creating Batches
	Slide 7: Redeliver Invoice Batches
	Slide 8: Send Thank You Letters
	Slide 9: Create an Invoice
	Slide 10: Create Sales Receipt
	Slide 11: Accept Payments
	Slide 12: Create Credits
	Slide 13: Write-Off Balance
	Slide 14:  Process Refunds
	Slide 15: Invoice Summary Report
	Slide 16: A/R Aging Detail Report
	Slide 17: Scheduled Sales by Month
	Slide 18: Journal Entry Export Process
	Slide 19: Useful Billing Reports
	Slide 20: Training Resources
	Slide 21: Expanded Training Offerings
	Slide 22: Questions?

