
ChamberMaster/MemberZone

Daily Billing Activities



• Make your Profile Pop

• Get Noticed with Hot Deals, Job 
Postings, Marketspace & 
Banner Ads

• Stay Connected using the 
Community Feed

Agenda



Billing Center Overview

Daily Activities

▪ Creating Invoices/Sales Receipts

▪ Accepting Payments

▪ Issuing Credits

▪ Write-offs

▪ Refunds

Batch Billing

Billing Reports

Journal Entry Export Process

Agenda
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The Billing Center

http://supportwiki.chambermaster.com/Category:Billing#Billing_-_Day_to_Day_Activities


1. Billing Center tab

2. Select Member

3. Click New Invoice
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Basics of Billing – Creating an Invoice
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http://supportwiki.chambermaster.com/Category:Billing#Billing_-_Day_to_Day_Activities


4. Select Item (s)

5. Enter Price, Quantity

6. Save Invoice
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Basics of Billing – Creating an Invoice
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Sales receipts should only be created for items that have not been previously 
invoiced

1. Select a Member

2. Click New Sales Receipt
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Basics of Billing – Creating a Sales Receipt

1 2

http://supportwiki.chambermaster.com/Category:Billing#Processing_Sales_Receipts


3. Select Payment Method – if 
paying by check enter 
Check # as Payment 
Reference #

4. Select an Item

5. Enter Description, Price 
Each & Quantity

6. Click Save
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Basics of Billing – Creating a Sales Receipt
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1. Billing Center tab

2. Select Member

3. Click New Payment
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Basics of Billing – Accepting Payments

1

2

3

http://supportwiki.chambermaster.com/Category:Billing#Process_Payments


4. Enter Payment Amount

5. Select Payment method, if 
using check enter the  
check number as 
Reference #

6. Select the checkbox for 
the invoices to be paid

7. Click Save
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Basics of Billing – Accepting Payments
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1. Select a Member

2. Click New Credit
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Basics of Billing - Credit

1
2

http://supportwiki.chambermaster.com/Category:Billing#Process_Credits


4. Enter Credit Amount

5. Select the Invoice to which Credit is to be applied – if no selection credit is 
available for future use

6. Optional – Select Print or Email Invoice

7. Click Save
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Basics of Billing - Credit
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1. Select a Member

2. Click on the Invoice to 
Write Off
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Basics of Billing – Write Off Balance
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http://supportwiki.chambermaster.com/Category:Billing#Process_a_Write-off


3. Select Write Off Balance in 
the New Transaction Drop-
down

14

Basics of Billing – Write Off Balance

3



4. Click Finish
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Basics of Billing – Write Off Balance

4



1. Click on Member

2. Click on invoice to refund
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Basics of Billing - Refunds
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http://supportwiki.chambermaster.com/Category:Billing#Process_a_Refund


3. Click Refund Payment
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Basics of Billing - Refunds

3



4. Click Save
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Basics of Billing - Refunds

4



Monthly Renewals

New Batches

Matched Batches

Emailing/Printing Batches
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Creating Batches

http://supportwiki.chambermaster.com/Category:Billing#Processing_Recurring_Member_Invoices


Task List will alert to needed invoices

Billing Solution Setting: # of months to look ahead for
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Creating Batches



Click Invoices in Task List to view uncreated invoices
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Creating Batches



When creating invoices – note if Match Found is displayed

This indicates that some or all of the invoices have already been batched

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



Output Options

Save Batch/Deliver Invoices
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Creating Batches



Output Options

Save Batch/Deliver Invoices
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Creating Batches



Identifying Invoices Ready to Batch

▪ Task List notifies you of invoices that are ready to be 
batched

▪ Recurring items will display on this list based on “# of 
months to look ahead ” configured in your billing settings  
(Setup > Association Options > Billing Options & Settings)

Batches & Best Practices



Batch Summary

Invoice Summary Report

Accounts Receivable Aging Detail

Billing Reports



Allows you to review all batches (and open invoice status)

Useful if you need to resend a batch

Billing Report – Batch Summary

http://supportwiki.chambermaster.com/Billing_Reports


Generate a list of all invoices, or filtered by invoice status i.e. Past Due Invoices

From this report, you will be able to resend overdue invoices

Billing Reports – Invoice Summary Report

http://supportwiki.chambermaster.com/Billing_Reports


Billing Reports – Invoice Summary Report



This report will group open balances by aging 

Interval sets the display interval

Accounts Receivable Aging Detail



Best Practices

1. Review your current Chart of Accounts (COA)

2. Review a list of Member Changes

3. Compare these with the COA and Member names in your accounting software

4. Fix discrepancies

Journal Entry Export Process

http://supportwiki.micronetonline.com/Journal_Entry_Export_Process


Review Chart of Accounts

Journal Entry Export



Chart of Accounts in CM/GZ must match 
EXACTLY either the exact names or numbers 
given to your Chart of Accounts in 
Quickbooks

Account Types must also be exact match

If using name, sub accounts may be 
identified by placing a colon after the main 
category name and before the subcategory 
name.

Example: Events:Luncheon

Chart of Accounts



Review a list of Member changes

Member Update Activity Report



Review the Journal Entry Detail Report for errors

Journal Entry Export



Questions?


