
ChamberMaster/MemberZone

Administrative Setup



• Adjust browser settings 

• Update Organization Information 

• Manage Employees and Reps 

• Manage Business Categories 

• Update Membership Types

Agenda



Accessing your ChamberMaster or MemberZone from a computer that has 
never run it before requires a few configuration changes to the web browser 
and any pop-up blocker software. 

These selections should only need to be set once, but may need to be checked 
again if updates or changes are made to your web browser, pop-up blocker 
software or operating system. 
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Adjusting your Browser Settings



Please select your browser to find the step by step instructions:

• Internet Explorer 

• FireFox

• Google Chrome 

• Safari
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Adjusting your Browser Settings

http://supportwiki.chambermaster.com/Internet_Explorer_Web_Browser_Settings
http://supportwiki.chambermaster.com/Firefox_Web_Browser_Settings
http://supportwiki.chambermaster.com/Google_Chrome_Web_Browser_Settings
http://supportwiki.chambermaster.com/Safari_Web_Browser_Settings


General Association Information

• Name

• Address

• Contact Information

• Logo
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Updating Organization Information

https://secure2.chambermaster.com/setup/customerinfo


Setting up Users & Assigning 
Permissions

GrowthZone support team will provide 
your initial login name and password 
for a single staff person

Additional login names and passwords 
may be created at your convenience 
under Setup > Employees/Reps. 
Default address, phone number and 
email address information for each staff 
person are modified here as well
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Setting up Your Staff

http://supportwiki.chambermaster.com/Administrator_Tasks#Staff.2FEmployee_Logins_and_Permissions


Click Add New Rep

• Enter Required Fields (First 
Name & Last Name)
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Add a new staff member



Configure Permissions

▪ Login Name 

▪ Password

▪ Database Permissions
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Add a new staff member



Administrator: Staff/Employee with all available rights in the software; full 
access to all financial and setup areas; able to add new database fields within 
the software screens

Finance: Staff/Employee with all rights except ability to modify Setup 
selections

Standard User: Staff/Employee with all rights except ability to modify Setup 
selections and access the QuickBooks or Billing menu. Standard User 
permissions still allow the ability to view invoice and payment activity on the 
members’ account.
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Setting up Your Staff



Set Email Notifications
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Setting up Staff

http://supportwiki.chambermaster.com/Administrator_Tasks#Set_Email_Notifications


Modify Business Directory 
Categories

A Directory Category indicates 
where members will be displayed 
within the online directory 

Categories may also be drilled 
down further in search results by 
assigning attributes

In addition, deals are also 
organized by the category that 
the member belongs to 
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Setting up Directory Categories

http://supportwiki.chambermaster.com/Modify_Directory_Categories


Setup > Member Options > Define Directory Categories
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Setting up Directory Categories



Membership Types

Reporting

Filtering

Discounts

Grouping
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Membership Types

http://supportwiki.chambermaster.com/Membership_Types


Check out the Training Calendar to register for your continued and future 
training! 

• Regional Training

• Live Webinars On-line

• Recorded Training Sessions
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Future Training…

https://micronet.growthzoneapp.com/eventcalendar/Search?from=03/19/2018&to=&catgId=16679&st=&mode=0&cid=0
https://micronet.growthzoneapp.com/eventcalendar/Search?from=03/19/2018&to=&catgId=77275&st=&mode=0&cid=0
http://supportwiki.chambermaster.com/Training_Videos


Questions?


