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Market
Promote your business
with a comprehensive
profile and boost
visibility in your area.

Negotiate
Easily manage your
contracts or proposals.
E-sign and automate
your funnel.

Prospect
Grow your business with
Eventective requests,
qualify prospects, and
communicate efficiently
all in one place.

Book
Process online payments
with our partners and
manage your revenue.

Eventective Overview



Update your Eventective profile to accurately represent your business and get noticed
throughout your local area: 

Pricing
Photos
Availability Calendar
Basic Info   
Event Spaces 
Recommendations
Users
Report: Profile Performance

Market: Set Up Your Profile



Pricing
Pricing helps prospects decide if your
venue is a good fit for their event,
which results in more qualified
inquiries for you.

You set the price - per person, per
hour or per event - and include any
additional details: rental fees, food,
beverages, or entertainment. You can
even post a general range.

https://www.youtube.com/watch?v=XDOte9nYtTg
https://www.eventective.com/myeventective/#/crm/Profile/Pricing


Photos
Add photos to your profile to help
prospects see themselves in your
space. Here are a few tips:

Aim for 8 to 15 high-quality photos.
Add individual photos of each event
space to give prospects a feel for
which room will work best for their
event.
Show off any special features or
amenities you offer.

https://www.eventective.com/myeventective/#/crm/Profile/Media
https://www.youtube.com/watch?v=8ra0QfYLv18


Availability Calendar
Display your Availability Calendar on
your profile so prospects can see
which days you're booked.

Mark specific or recurring dates as
'Not Available' for booked events,
appointments, holidays, or closings.

Use our auto-respond feature to send
messages for dates you're not
available. 

https://blog.eventective.com/eventective-availability-feature/
https://www.eventective.com/myeventective/#/crm/Calendar


Basic Info
Update your Basic Info section with a detailed description, venue type, contact information,
website/social media links, amenities, details, and special features. 

https://www.eventective.com/myeventective/#/crm/Profile/BasicInfo


Event Spaces
Provide additional details about your event spaces, including a description, amenities,
layouts, photos/videos, special features, and more.

https://www.eventective.com/myeventective/#/crm/Profile/EventSpaces


Recommendations
View and respond to recommendations your business has received. Use the provided link to
request recommendations from past clients.

https://www.eventective.com/myeventective/#/crm/Profile/Recommendations


Users
Add users to your Eventective
account to give your whole team
access, making it easier for your
business to respond to event
requests.

Users can:
Update profile content.
Communicate with and qualify
prospects in your Inbox.
Create and send contracts or
proposals.
Request and manage payments.

https://www.eventective.com/myeventective/#/crm/Settings/Users
https://blog.eventective.com/manage-users-on-eventective/


Report: Profile Performance
Navigate to your Reports to see how your Eventective profile is working for you. The Profile
Performance Report will show visitor activity - including requests, views, clicks, and more.

https://www.eventective.com/myeventective/#/crm/Reports
https://www.eventective.com/myeventective/#/crm/Reports?id=perform
https://www.eventective.com/myeventective/#/crm/Reports?id=perform


Utilize a variety of prospecting tools to expand your reach and grow your event business: 

Prospects
Referrals vs. Leads
External
Your Website

Stage funnel management
Competitive Lead Market
Lead Filters 
Response Templates 
Inbox tools
Reports: Leads and Referrals, Response Time

Prospect: Grow Your Business

https://www.eventective.com/myeventective/#/crm/Reports?id=leadsreferrals
https://www.eventective.com/myeventective/#/crm/Reports?id=response


Prospects Overview
Prospects can be generated from the following: 

Referrals: Direct event requests from prospects who viewed your profile.
Leads: Event opportunities in your area.
External: Added manually via the ‘Add an Event’ feature.
Your Website: Added via our website inquiry form.



Prospects: Referrals vs. Leads
Referrals are direct event requests from prospects interested in your business.

You can treat these requests as "hot inquiries." Calling them is best - especially if they
provided a phone number. 
If you don't hear back right away, we recommend following up 2-3 times via Eventective
or by phone.

Leads are prospects planning events in your area and wanting to hear from businesses like
yours.

Since this is likely the first time a Lead has heard of your venue, we recommend sending
them a personalized note through Eventective or emailing them directly. 
Access Leads in our competitive Lead Market with an Eventective Subscription.

https://www.eventective.com/myeventective/#/crm/Event/LeadMarket
https://www.eventective.com/pricing
https://blog.eventective.com/referrals-vs-leads/


Prospects: External
Add prospects to Eventective
from external sources by
navigating to your Inbox and
selecting the + icon.

Fill in all your prospect’s event
details and click ‘Save.’ You can
now utilize all your Inbox tools. 

You can also add prospects
manually in your Events list and
Calendar. 

https://www.eventective.com/myeventective/#/crm/Event/Inbox
https://www.eventective.com/myeventective/#/crm/EventList
https://www.eventective.com/myeventective/#/crm/Calendar


Prospects: Your Website
Prospects can also be captured directly from
your website with an embedded or linked event
inquiry form powered by Eventective. 

Customize your inquiry form in Settings > Inquiry
Form. 

Once you have added the inquiry form to your
website, any new event requests will appear in
Eventective with their source marked as
‘Website.’

https://www.eventective.com/myeventective/#/crm/Settings/WidgetConfig
https://www.eventective.com/myeventective/#/crm/Settings/WidgetConfig
https://blog.eventective.com/eventectives-inquiry-form/


An agreement has been
sent.

Tentative

An event inquiry you have
reached out to or plan to
reach out to.

Prospect

A prospect you have
communicated with and
plan to send an
agreement (contract or
proposal) to.

Qualified

An agreement has been
signed.

Booked

The event has taken
place, and all necessary
payments have been
received.

Complete

Stages: Manage Your Funnel

Additional Stages:

Lost: The event will not take place with your services.
Deleted: The event will be removed from all other stages and reports.

https://blog.eventective.com/stay-organized-with-event-stages/


Lead Market
Leads are requests from people who
are planning events in your area and
want to hear from businesses like
yours. Find them in our competitive
Lead Market.

Select any Lead to view more
details. If you’d like to pursue the
Lead, select ‘To Inbox’ to move it to
your Inbox. Not interested? Select
‘Delete’ to clear it from your view.

Note: Leads are only accessible with an
Eventective Subscription.

https://www.eventective.com/myeventective/#/crm/Event/LeadMarket
https://eventective.com/pricing
https://blog.eventective.com/understanding-my-leads/


Lead Filters
Use Lead Filters to qualify your
Leads and find ones that fit your
business best.

Filter by location, budget, event
types, event date, and more. You
can also filter out Leads for dates
you mark as ‘Not Available’ on
your calendar. 

https://www.eventective.com/myeventective/#/crm/Settings/LeadMarket
https://blog.eventective.com/lead-preferences/


Response Templates
Respond to prospects quickly with
Templates. You can:

Customize your Templates to
improve your response rate. 
Set an automatic response for
dates you mark as ‘Not
Available’ on your calendar.
Use Template Variables to add
details from your prospects -
like their name or event date -
as well as your business
information.

https://www.eventective.com/myeventective/#/crm/Settings/Templates
https://blog.eventective.com/template-variables/
https://blog.eventective.com/eventective-templates/


Inbox

Your Inbox provides easy and efficient ways to connect with your prospects: 

View and organize your prospects at a glance. 
View any prospect’s event details.
Send a quick message right from Eventective, email, or call.
Add notes. 
Set tasks.
Manage stages. 
Edit and send agreements. 
Manage payments.

https://www.eventective.com/myeventective/#/crm/Event/Inbox
https://blog.eventective.com/manage-events-easily-with-tasks/
https://blog.eventective.com/eventective-event-manager/


Inbox View

The multiselect Inbox view allows
you to move, flag, or delete
prospects in bulk. Inbox filters
allow you to organize your
prospects by Source, Stage, Type,
Unread Only, or Flagged Only.



Inbox: Prospect Details



Reports: Leads and Referrals, Response Time

Navigate to your Reports to view
data on your inquiries, response
time, and more. We recommend
using the Leads and Referrals
Report along with the Response
Time Report (pictured).

https://www.eventective.com/myeventective/#/crm/Reports
https://www.eventective.com/myeventective/#/crm/Reports?id=leadsreferrals
https://www.eventective.com/myeventective/#/crm/Reports?id=leadsreferrals
https://www.eventective.com/myeventective/#/crm/Reports?id=response
https://www.eventective.com/myeventective/#/crm/Reports?id=response


Create, send, and e-sign custom contracts or proposals:

Edit the event details.
Outline the event schedule and function details.
Determine the billable items.
Specify Terms and Term Templates.
Add your business logo.
Send, review, and e-sign the final agreement.
Duplicate an event to re-create the original agreement details.

Negotiate: Generate Agreements



Agreements: Overview
In the Overview section, you’ll see all the event details from the prospect’s initial request,
including the event name, event type, guest count, and event date. You can edit any of these
details here. You can also identify the event coordinator. 



Agreements: Schedule and Functions
Edit each function, if applicable. Functions are separate parts of an event. Set start and end
times, identify the function space, and define the setup and breakdown times. 

Examples:  
Holiday Party (event) with a Cocktail Hour (function) and a Dinner Party (function) 
Family Reunion (event and function)



Agreements: Billable Items
Once the event details are set, you can use Manage Items to outline the event costs.



Agreements: Item Categories and Billable Items

The default Item Categories include: Room Rentals, Food & Beverages, Rentals & Service Personnel,
and Fees & Gratuities. These Categories are customizable in Settings > Manage Items. You can:

Add or remove Item Categories.
Edit the labels used for each Item Category.
Control the order Categories appear in the dropdown and on your agreements.
Create default billable items within each Category.

https://www.eventective.com/myeventective/#/crm/Settings/ProviderItems
https://www.eventective.com/myeventective/#/crm/Settings


Example: Item Categories and Billable Items

The Room Rental (Category) includes
the following default billable items: 

The Rose Ballroom for $2,160
The Magnolia Room for $864

These items will be selectable in the
agreement builder so you can avoid
re-entering common charges.

https://www.youtube.com/watch?v=S6upc97BQu4


Agreements: Terms and Conditions
Add any agreement terms, such as cancellation and refund policies, insurance and liability
conditions, and security and safety requirements. Use Templates and Template Variables to
reuse common terms for each agreement. Add Initial Here fields to any terms.

https://blog.eventective.com/common-agreement-terms-and-conditions/
https://eventectivemedia.blob.core.windows.net/marketing/TermsExamples.pdf
https://www.eventective.com/myeventective/#/crm/Settings/Templates?t=AT


Agreements: Business Logo
To further customize your agreement, upload your business logo. Navigate to Settings >
Business Logo. Click the Browse button and upload the logo file. Your logo will now be added to
the top of any agreement you send your prospects.

https://www.eventective.com/myeventective/#/crm/Settings/Logo
https://www.eventective.com/myeventective/#/crm/Settings/Logo


Agreements: Payment Schedule
Manage your payment schedule. For any payment, you can include the following:

Description (e.g. deposit, initial payment) 
Status (unpaid or paid) 
Due date (specific date or certain number of days before the event) 
Amount due 



Agreements: Preview and Send

The Agreements tab will automatically generate a PDF of the agreement. Select Download to
save a copy to your device or click Send Agreement to email it to your prospect – with or without
requiring a signature. Your prospect will be notified they have an agreement to view. When the
prospect views and signs the agreement, you will be notified.  



Sample Agreement

The event details, schedule, billable
items, and terms will all be displayed
in the final agreement. 

https://www.youtube.com/watch?v=gSISXwCpv9g


Duplicate an Event
To make your event booking process
easier, you can duplicate an existing event.
As long as the event is marked as
Qualified, Tentative, Booked, or Complete,
you can duplicate the event. 

Here's how: 
From your Eventective Inbox, select the
event you would like to duplicate and
click the menu icon in the upper right-
hand corner, next to Event Overview. 
Then select Duplicate this Event.
Fill in the duplicate event details and
save.

https://www.eventective.com/myeventective/#/crm/Event/Inbox


Manage online payments and track revenue. 

Connect your Eventective account to Stripe or Square.
Request and manage offline payments.
Determine a payment schedule.
Request payments, set reminders, send receipts, and view payment history.
View your upcoming events and expected revenue.
Utilize the Stage Summary and Payments Reports.

Book: Manage Payments



Connect your Eventective account to an
existing Stripe or Square account or
create a new one.
 
If you have an existing Stripe or Square
account, you can follow these steps:  

Click Settings > Accept Customer
Payments. 
Select the ‘Connect to Stripe or
Square’ button and complete your
account connection.

Payments: Set Up

https://www.eventective.com/myeventective/#/crm/Settings/AcceptPayments
https://www.eventective.com/myeventective/#/crm/Settings/AcceptPayments
https://www.youtube.com/watch?v=PuBW7-foP1A


Payments: Request Via Our Payment Partners

Once your Eventective account is connected to Stripe or Square, you can request and accept
online payments. The payment schedule will match the one you set up in your agreement.



Payments: Request Offline
If you are not connected to Stripe or Square, you can request offline payments in the
Payments tab. This action emails your client with a payment amount, due date, and any
optional instructions. 



Payments: Reminders for Online Payments

Schedule email reminders up to two weeks before any payment is due. Reminders link your
clients directly to the payment platform of your choice. This cannot be done for offline payments.



Payments: Receipts for Offline Payments
For offline payments, you can send payment receipts when marking the payment as paid - or
anytime after the fact. This action will send receipts to your clients via email.



Payments: History

Payment history will also be stored in this section for your records. 



Events and Expected Revenue
Upcoming events can be viewed in your Events section. Additionally, you can view the revenue
your business is expected to generate from these events, along with overdue payments. Events
can be filtered by Stages and date ranges to help prioritize your bookings.

https://www.eventective.com/myeventective/#/crm/EventList


Reports: Stage Summary

Easily report on your sales funnel with
the Stage Summary Report. View
breakdowns of each event by Stage
and key details: event name, date,
attendees, expected revenue, tax,
payments received, payments
outstanding, and refunds.

https://www.eventective.com/myeventective/#/crm/Reports?id=funnelsummary


Reports: Payments

The Payments Report displays
upcoming and completed
payments occurring within any
specified timeframe.

https://www.eventective.com/myeventective/#/crm/Reports?id=paymentschedule


We’re here to help!

Questions?

eventective.com
sales@eventective.com
207.253.1653

http://www.eventective.com/
mailto:sales@eventective.com

