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Working with Groups



Sending communication via email and letters may be simplified by creating 
self-defined groups in the ChamberMaster Groups module.

▪ For instance, if you frequently send emails to your Budget Committee . . instead of 
selecting the 12 members of that committee each time you send an email, you first 
create a group in the Groups module called the Budget Committee. 

▪ Add each of the 12 members to that group. Then when you go to send the email, you 
simply select the Budget committee as the recipient of the email with one simple 
click.
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Working with Groups



Configure Email Opt-out Message

▪ Opt-out message display at the bottom 
of emails sent from groups

▪ Default messages have been configured 
for you, but you may customize them as 
needed. Setup > General Options & 
Settings > Email Relay Service

WIKI: Opt-out Messages

5

Groups – Initial Setup

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


Group Types

▪ Setting up optional group types will 
make it easy for you to organize and 
filter on groups that may be created. 

▪ You may create group types in 
advance or "on the fly" when you 
creating your groups. Examples of 
group types: Committee, Mailing 
List, etc.

WIKI: Group Types
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Groups – Initial Setup

http://supportwiki.chambermaster.com/Groups#Group_Types


WIKI: Create a Group

7

Allow Members to Join Group

http://supportwiki.chambermaster.com/Groups#Create_a_Group_or_Mailing_List


Members may choose to join or 
remove themselves from groups that 
have been designated by Chamber 
staff

When a member logs into the 
Member Information Center, they are 
able to select the desired groups

WIKI: Allow Members to Join Group
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Allow Members to Join Group

http://supportwiki.chambermaster.com/Groups#Allow_members_to_join_group


Any group can be set so that visitors 
to your website could add themselves 
to your group

WIKI:  Allow Public to Join Group
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Allow Public to Join Group

http://supportwiki.chambermaster.com/Groups#Allow_the_public_to_join


Any group of your Groups module 
can be marked to display on your 
public website

Check Allow the public to view this 
group roster on the General tab of 
the group you'd like to display 
publicly

WIKI: Setting up your Board of 
Directors Group
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Display Group Roster on Your Web-site

http://supportwiki.chambermaster.com/Setting_up_your_Board_of_Directors_Group


Members can be added to the group 
from the group's Roster tab or you 
can add reps to groups from the 
member's Reps tab

WIKI:  Add Reps to Groups
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Manage Group Roster

http://supportwiki.chambermaster.com/Groups#Add_Reps_to_Groups


You can track information specific to 
the representatives in your groups 
using custom fields.

WIKI:  Group Custom Fields
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Manage Group Roster

http://supportwiki.chambermaster.com/Groups#Group_Custom_Fields


Disable/Remove reps from Groups

▪ If you disable a rep – they will remain in the group, but will not receive emails sent to 
the group

▪ If you remove them from the group – they are permanently removed, you will not 
have a record of their participation in the group

▪ WIKI:  Remove Representatives from Groups
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Manage Group Roster

http://supportwiki.micronetonline.com/Groups#Remove_Representatives_from_Groups


WIKI:  Send Group Email
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Send Group Email

http://supportwiki.chambermaster.com/Groups#Send_Group_Email


Fees may be assigned to a group or 
to certain individuals within the group

Groups may be created by you as 
desired to accommodate your billing 
needs or you may use groups that are 
already created

WIKI: Group Billing

15

Assign Group Fees

http://supportwiki.chambermaster.com/Group_Billing


▪ Mass email may be sent through the 
communications tab, by selecting Email to 
Multiple Members, or it may be created 
when sending Event Invites, or when sent 
from a Group. 

▪ The internal disclaimer will be included on 
these emails, and the recipient will have 
the ability to opt-out of all mass emails, 
subscribe to other lists, or continue to 
receive emails 

▪ WIKI: Managing Opt-outs
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Manage Un-subscribes

http://supportwiki.chambermaster.com/Communication#Managing_Opt-outs


▪ You can view a list of all members who have unsubscribed from emails, and re-
subscribe them, if applicable,  from the Manage Unsubscribed Email report.

▪ WIKI: Manage Unsubscribed Emails Report
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Manage Un-subscribes

http://supportwiki.chambermaster.com/Communication#Manage_Unsubscribed_Emails_Report


Questions?
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