
Maintaining a Healthy & 
Clean Database

Customer Training  ·  September 2026

Keeping your GrowthZone AMS and ChamberMaster / MemberZone data accurate, so 
the reports you rely on are too.



W H Y  I T  M A T T E R S

Clean data, better decisions

Cleansing your data raises its quality — and everything downstream depends on it.
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Dirty data quietly erodes everything you do in your database.

When records are duplicated, missing, or out of date, your emails miss people, your 

reports mislead you, and your team wastes time double-checking what the system should 

already know.

Cleaning it up gives you the highest-quality information to work from — and confidence 

in the numbers you report to your board.

The good news: maintained on a schedule, cleanup takes minutes, not days.

94%
of organizations suspect their 
customer data is inaccurate

$3T
lost each year to poor-quality 

data (estimated)

Sources: Experian, IBM. Industry estimates — shown to make the case, not to measure your own 

database.



K N O W  T H E  E N E M Y

What “dirty” data looks like

Five kinds of bad records creep into every database.
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Duplicate

The same business or contact entered more than once 

— often from online applications, imports, or event 

registrations.

Missing

Blank fields you actually need — no email address, no 

billing contact, no physical address.

Outdated

Right once, wrong now — a moved office, a new 

business name, or a former rep still on the record.

Incomplete

A record that was started but never finished, so it can’t 

be used for billing or communication.

Inaccurate

Typos and wrong entries — a misspelled email, the 

wrong status, or a bad phone number.



Y O U R  P L A Y B O O K

Five steps to a clean database

The same five moves work in both platforms — we’ll show each side by side.
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1 Identify & merge duplicate records

2 Find missing & inaccurate data

3 Ask members to update their own information

4 Clean up invalid email addresses

5 Review membership status & standing

Do it on a cadence

Pick a rhythm that fits your organization — monthly or quarterly —

and keep to it.

Work top to bottom: clean duplicates first, because a “missing” or 

“wrong” record is often just the duplicate you were looking at.

Maintained regularly, each pass is quick.



S A M E  M O V E S ,  D I F F E R E N T  N A M E S

Two platforms, one playbook

Where each tool lives under your product — so everyone can follow along.
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Y O U ’ L L  H E A R  U S  S A Y … G R O W T H Z O N E  A M S C H A M B E R M A S T E R  /  M E M B E R Z O N E

The database record Contact Member / Representative

The workhorse report Contacts Report Custom Member Report

Member self-service Info Hub Member Information Center (MIC)

Where members live Memberships Rail Members module

Sending email Marketing & Communications Rail Communication module



S T E P  1  O F  5

Identify & merge duplicates

Duplicates are first — clean them before anything else, or you’ll “fix” the wrong record.
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G R O W T H Z O N E  A M S

Contacts Report — pick fields, then export

→  Reports › Contacts Report

•  Display Name, Created Date, Email & Membership Status.

•  Export to Excel → Conditional Formatting › Highlight Cells › Duplicate Values.

•  Merge the oldest record into the newest.

K B Merge Contacts

C H A M B E R M A S T E R  /  M E M B E R Z O N E

Custom Member Report in Excel — duplicates highlighted

→  Reports › Custom Member Report

•  Company Name, Join Date, Email & Status.

•  Download to Excel → Conditional Formatting › Duplicate Values.

•  Open the member’s General tab → Merge Into.

K B Merge Members

https://helpdesk.chambermaster.com/hc/en-us/articles/46974021533211-Merge-Members


S T E P  2  O F  5

Find missing & inaccurate data

Decide what every record must have — then let a report surface the gaps.
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G R O W T H Z O N E  A M S

Contacts Report — the “Is Empty” filter

→  Contacts Report or Membership Report

•  Add a field (e.g. Billing Contact Name) and set the operator to Is Empty.

•  The report returns only records missing that field.

•  Run monthly to catch new blanks early.

C H A M B E R M A S T E R  /  M E M B E R Z O N E

Custom Member Report — blanks reveal what’s missing

→  Reports › Custom Member Report

•  Pick the fields you require, then add Criteria with the Is Empty operator.

•  Filter by Member Status to work one group at a time.

•  Save the report and rerun it each cycle.

K B Contacts Report or Membership Report K B Custom Member Report

https://helpdesk.growthzone.com/hc/en-us/articles/45934829554075-Contacts-Report
https://helpdesk.growthzone.com/hc/en-us/articles/45934820492955-Membership-Report
https://helpdesk.chambermaster.com/hc/en-us/articles/46973123189531-Custom-Member-Report


S T E P  3  O F  5

Let members update their own info

Your members are the best source of truth — make it easy for them to keep it current.
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G R O W T H Z O N E  A M S

Two Options- in Bulk (all members) or individually (one member at a time)

Bulk → Contacts › All Contacts › Email Member 
Profile Update

•  The Member Profile Update template is 

already selected.

•  Members review and correct their own details.

•  No Info Hub login required to respond.

C H A M B E R M A S T E R  /  M E M B E R Z O N E

Update Your Membership Listing — “Our Records”

→  Communication › New Email to Multiple Members

•  Use the Update Your Membership Listing template.

•  It shows members what your records currently hold.

•  A login link sends them to the MIC to make changes.

K B Member Profile Update (Bulk) or Send An Individual Email (Individual) K B Send a Mass Email and Send Email Using an Email Template

Individual → Contacts › Open Contact › 
Communication tab › Send Email

•  Choose the Member Profile Update template.

•  Members review and correct their own 

details.

•  No Info Hub login required to respond.

https://helpdesk.growthzone.com/hc/en-us/articles/45934514373147-Send-an-Email-to-Contact-s-to-Update-their-Profile
https://helpdesk.growthzone.com/hc/en-us/articles/45934764921371-Send-an-Individual-Email
https://helpdesk.growthzone.com/hc/en-us/articles/45934764921371-Send-an-Individual-Email
https://helpdesk.chambermaster.com/hc/en-us/articles/46972945570459-Send-a-Mass-Email
https://helpdesk.chambermaster.com/hc/en-us/articles/46973299243163-Send-Email-Using-an-Email-Template


S T E P  4  O F  5

Clean up invalid emails

Bad addresses stop your messages and drag down your sender reputation — fix them before any mass send.
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G R O W T H Z O N E  A M S

Re-Check and Validate Email Address

→  Failed / Invalid Email Report

•  Open an address and pick an action: Mark as valid, Recheck, or Edit and recheck.

•  Correct real members’ addresses so your email reaches them.

K B Manage Invalid Email Address

C H A M B E R M A S T E R  /  M E M B E R Z O N E

Quarantined Invalid Email Addresses report

→  Task List › Invalid Emails  OR → Reports › Quarantined Invalid Email Addresses

•  Review the Quarantine Reason for each address.

•  Use Re-Check, Change, or Mark as Good in the Action column.

•  Don’t mark a bad address good — it hurts sender reputation.

K B Manage Quarantined Emails

https://helpdesk.chambermaster.com/hc/en-us/articles/46973253445147-Manage-Quarantined-Emails


S T E P  5  O F  5

Review membership status

Make sure everyone shown as active truly is — status accuracy keeps your reporting honest.
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G R O W T H Z O N E  A M S

Find Overdue Members and Drop in Bulk

→  Memberships › Unpaid

•  Filter by Days Overdue to see who hasn’t paid.

•  Use filters to select specific members and use Drop Members for long-unpaid dues.

K B Manage Unpaid Membership Dues

C H A M B E R M A S T E R  /  M E M B E R Z O N E

Check for Overdue Membership Balances, then drop members

→  Reports › Accounts Receivable Aging Summary

•  Filter to your desired interval and Item Type (Member Fees/Dues Only)

•  Review and adjust any other filters as needed

•  Go to Member records and drop as needed

K B Accounts Receivable Aging Summary and Drop a Member

https://helpdesk.chambermaster.com/hc/en-us/articles/46974115002139-Accounts-Receivable-Aging-Summary
https://helpdesk.chambermaster.com/hc/en-us/articles/46973070955291-Drop-a-Member


M A K E  I T  R O U T I N E

Build the habit

A little maintenance often beats a big cleanup rarely.
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1 Pick a cadence — monthly or quarterly — and put it on the calendar.

2 Start with duplicates, then work down the five steps.

3 Set data-entry standards so every staff member enters records the same way.

4 Re-run your saved reports each cycle and fix what surfaces.

Why it sticks

Consistency beats intensity.

Keep this up and your reports, emails, and member records become 

something you can trust — without a dreaded once-a-year scramble.

The same discipline works whether you’re in GrowthZone AMS or 

ChamberMaster / MemberZone.



L E T ’ S  T A L K

Questions?

We’ll leave time to look at your own database and answer whatever comes up.
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