
5 Ways to Manage Year-End Billing



• Review your Chart of Accounts

• Review your Fee Items

• Update your Membership Application

• Review Member Data for Billing Completeness

• Generate Your Invoice Batch
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Year End Database Cleanup



The Chart of Accounts ensures that your financial data is aligned to any existing 
accounting records and processes 

▪ To ensure that your records between ChamberMaster/MemberZone & your 
accounting software will easily match up – the names or account numbers in 
ChamberMaster/MemberZone must match exactly to those in your accounting 
software – at year end, do an audit of your accounts and ensure names/numbers 
match. 

▪ Your list of accounts may become unwieldly over time, at year end it is 
recommended that you deactivate any accounts that you will not be using in the 
coming year. DO NOT DELETE OBSOLETE ACCOUNTS!

WIKI: Chart of Accounts

Review Your Chart of Accounts

http://supportwiki.micronetonline.com/Category:Billing#Setup.2FModify_Chart_of_Accounts


WIKI: Chart of Accounts

Review Your Chart of Accounts

http://supportwiki.micronetonline.com/Category:Billing#Setup.2FModify_Chart_of_Accounts


Review your Fee Items

Do you need to update membership fees/dues for next year?

Do you need to update fee descriptions?

Are there fee items that you will no longer be using?



Review your Fee Items

You can easily edit fee Items for next year’s fee increases

WIKI: Increase Membership Dues

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


Review your Fee Items

If you are no longer using a fee item, 
best practice is to de-activate the fee 
item

This will retain all historical information 
about the fee, but remove it as an 
option to select when creating invoices, 
preventing human error

WIKI: Deactivate Fee Item

http://supportwiki.chambermaster.com/Category:Billing#De-activate_a_Fee_Item


If you have created Membership Packages that include your fee items, updating the fee 
item will not automatically update the price of the package OR if you are using a Fee 
Schedule and the structure has changed, you will need to upload a new fee schedule

WIKI: Setup the Online Membership Application

Update Your Membership Application

http://supportwiki.chambermaster.com/Setup_the_Online_Membership_Application


Use the Custom Member Report to ensure that
for all active members you have:

✓ Renewal Month

✓ Fee Schedule

✓ Billing Contact

✓ Billing Contact Email

✓ Billing Contact Address

WIKI: Custom Member Report

Review Member Data for Billing Completeness

http://supportwiki.chambermaster.com/Reports_and_Downloads#Custom_Member_Report


If using e-payment, use the Epayment Fee Assignment Report to verify credit 
card expiration dates

WIKI: Epayment Fee Assignment Report

Review Member Data for Billing Completeness

http://supportwiki.chambermaster.com/Working_with_GrowthZone_Pay#ePayment_Fee_Assignment_report


You are now ready to create your invoices, and feel confident that the 
invoices created will reflect the appropriate fees, and be delivered to the 
appropriate individuals

WIKI: Create a Batch of Recurring Invoices

Generate Your Invoice Batch

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


www.growthzone.com/year-end

✓ Visit our End-of-Year Resources Page

The end of the year will be here before you know it. That’s why we’re providing these 
helpful year-end resources specifically for ChamberMaster and MemberZone software 
users

✓ Download the Year-End Checklist

Download a handy step-by-step checklist of the topics covered in today’s presentation
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Need Help??

https://growthzone.growthzoneapp.com/ap/CloudFile/Download/YpgMY7VL


www.growthzone.com/year-end

✓ Attend One of Our Year-End Webinars:

Take advantage of six additional educational opportunities specifically 
focused on helping you complete important year-end tasks 

✓ Schedule a Consultation with Our Engagement Team

Sign up for a complimentary one-to-one consultation with our 
Engagement Manager who will provide you with the tools needed to 
break down your year-end tasks into practical steps
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Need Help??

https://www.appointmentcore.com/app/freeslots/8EJCIB
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Questions?


