Eventective Essentials

Set your event business up for success.

n t E C t i v E (Descargar en espanol o>
Cl'élécharger en francais 0)



https://eventectivemedia.blob.core.windows.net/marketing/MediaKit/EventectiveEssentials(Spanish).pdf
https://eventectivemedia.blob.core.windows.net/marketing/MediaKit/EventectiveEssentials(Spanish).pdf
https://eventectivemedia.blob.core.windows.net/marketing/MediaKit/EventectiveEssentials(French).pdf
https://eventectivemedia.blob.core.windows.net/marketing/MediaKit/EventectiveEssentials(French).pdf

Eventective Overview

Market Prospect Negotiate Book

Promote your business Grow your business with Easily manage your Process online payments
with a comprehensive Eventective requests, contracts or proposals. with our partners and
profile and boost qualify prospects, and E-sign and automate manage your revenue.
visibility in your area. communicate efficiently  your funnel.

all in one place.



Market: Set Up Your Profile

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

° PriCing Profile [ @ The Event Venue ~ ]
e Photos
e Availability Calendar

o ;A $74

Photos & Videos Pricing
3 Active Price Points

. Basic Info 7 Profile Images
o B I f . . - i Add and edit your event pricing
a S I C n O Update the basic details about your Add, edit, remove or reorder the photos information. Pricing can be listed as per
event business. and videos shown on your profile.

person, per event, or per hour.

e Event Spaces
e Recommendations ol 15 Fo

Recommendations

Event Spaces
® Jsers 1 Recommendation

2 Event Spaces View Profile on Eventective

View and respond to recommendations
Provide additional details about the - . i View your profile as published on

o - . event spaces available at your venue. POSTECE T YOuN AFGHILS. IFne i 10 det Eventective.
n I n

maore recommendations here.




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.

(LEARN MORE @

Pricing

[ + Add Pricing ]

Banquet Package
52,000 Per Event

Available for Weddings, Parties, Mastings

50-250 Attendaes

Wonderful package for day or evening events. Includes linens and service.

Food is extra.

Catering Pricing

$25-575 Per Person Ipdated August 21, 2023

Available for Weddings, Parties, Mastings
0-250 Attendeas

Catering options for any event.

Banquet Room Rental

S200 - S400 Per Hour pdated December 2, 2021

Available for Weddings, Parties, Mastings
Flat Rate Room Rental - price varies depending on the time and day of
week. Call us for details.

’’’’’

[ —



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:

e« Aim for 8 to 15 high-quality photos.
e« Add individual photos of each event
space to give prospects a feel for
which room will work best for their

event.
e Show off any special features or
amenities you offer.

<LEARN MORE @)

Photos & Videos

Drop file(s) here or click in this box to browse for files

PHOTOS/VIDEOS Delete AL [ Add Video ()]

living03.IPG living02. JPG outzide . JPG
Updated: Aug 18, 2017 Updated: Aug 18, 2017 Updated: Aug 18, 2017
|0} cCwm C ywwm C w @ C ¥

artisan_jpg whiteoak jpg

Updated: Aug 18, 2017 Updated: Sep 14, 2020 Updated: Sep 14, 2020 Updated: Sep 14, 2020
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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.

(LEARN MORE @

Calendar

, > July 2025 -~

Sunday Monday Tuesday

29 Jul1

30
NOT AVAILABLE &

G 7 8
MNOT AVAILABLE &

13 14 15
NOT AVAILABLE &

20 21 22
MOT AVAILABLE o

27 29

28
NOT AVAILABLE &

Recurring Days Not Available:

Monday

Recurring Months Not Available:

The Event Venue @)

Wednesday Thursday Friday Saturday

2 3 4 5
Indepandance Day

16 17 18 19

5:00 PM Jolane's Reunion 4:00 PM Jim's Corporate...

23 24 25 26
30 3 Aug 1 2
” Show availability on your public profile: @
Show event spaces on calendar above: OFF

et

Event Stages: Other Items: NOT AVAILABLE Jglelifs =i


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.

Basic Info

Business Name *

The Event Venue

Business Type *

Venue R
Website B Max Capacity
https://'www.eventective.com/ 200 oA

Venue Types *

Banguet/Event Hall o

Description -

This new facility is an ideal location for your wedding. The event center opens up with glass
doors to Flaherty Park with a covered patio area leading to many gorgeous park gardens and
amenities.

* Scenic views provide perfect backdrops for spectacular photos

« Warm, inviting reception area with 30" brick fireplace

+ Comfortable, spacious seating for 300 at 36" tables

Eo

The Event Venue

Edit the information displayed on your

profile

AMENITIES

ADASACA Accessible MO Full Bar/Lounge MO

. Indoor Pool MO

Fully Equipped Kitchen

On-Site Catering Service NO Outdoor Function Area

Outdoor Pool MO Outside Catering Allowed [s]

Valet Parking MO Waterfront MO

Waterview MO Wireless Internet/\Wi-Fi MO
DETAILS

Total Meeting Room Space (Square Feet) Year Renovated

u - 2015 E o

Number of Event/Function Spaces

e hY -~

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.

Event Spaces

+ Add Event Space

Chaska Room A @

Banguet Room

Large banquet style space

QOutdoor Ceremony Site @ @

Outdoor Venue

Open outdoor space for any gathering



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.

Recommendations

Use this link to send your own recommendation request to clients.

https://www.eventective.com/grand-rapids-mi/doubletree-by-hilton-grand-rapids-airport-3937.html#recon @

The Hilton makes a wedding great

Oct 14, 2011 - An Eventective User

The Grand Rapids Airport Hilton is an amazing place to have your wedding reception. The staff at are
amazingly helpful, the choices that they have for the wedding day packages are perfect for anyone.
They have Gold, Silver and Platinum packages that make it easier to have your day planned out for
you. The packages give you a good level of savings over making the choices of food, drink, appetizers

-

etc. The ballroom is a beautiful room that will make your day a very special one.

[ @ Doubletree by Hilton... ~ }

15

View and respond to recommendations
your business has received. All
recommendations and their responses are
published to your profile.


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

Manage Users

[ + Add User }

Active Users
Name/Email

Paula Tester
PaulTestZ2@eventective.com

Old Test-email
5702545user@eventective.com

CLEARN MORE @

Role

Admin

Admin

Billing

Remove

w
w


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.

My Eventective » Reports

Select Report Select Period Start Date End Date
Profile Performance N This Year N 1/1/2024 EI 12/31/2024 ﬁ [ 2 Run Report
Visitor Activity Count Description
Direct Referrals 182 Visitors contacting Bella Vita Farm, LLC specifically
Competitive Leads 3136 Business generated in your area
Profile Views 1336 Visitors to your profile
Website Clicks 146 Visitors we sent to your website
Facebook Clicks 3 Visitors we sent to your Facebook page
Instagram Clicks 7 Visitors we sent to your Instagram page

Phone Clicks 1 Visitors who clicked on your phone number


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

Prospect: Grow Your Business

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

e Prospects
o Referrals vs. L eads
o External
o Your Website
e Stage funnel management

e Competitive Lead Market

o | ead Filters

e Response Templates

e Inbox tools

e Reports: Leads and Referrals, Response Time



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

Event Information X
Your Name {First + Last] Event Date
Event Type # Attendees

Select the type of event

Your Email Your Phone

Describe Your Event

& and the Google Privacy Policy and Terms of Service apply

—




Prospects: Referrals vs. Leads

Referrals are direct event requests from prospects interested in your business.
e You can treat these requests as "hot inquiries.” Calling them is best - especially if they
provided a phone number.
e 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
YyOurs.
e 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.
e Access Leads in our competitive Lead Market with an Eventective Subscription.

(LEARN MORE @



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.

Add an Event

Business

The Event Venue

Contact First Name

Contact Email

Event Type

Event Name

Stage

@ Prospect

Contact Last Name

Contact Phone
T

Event Date

# Attendees

B

LN

0/2000 character max



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

Event Information X

your website with an embedded or linked event
inquiry form powered by Eventective. Rl e

. . . . ) ) Event Type # Attendees
Customize your inquiry form in Settings > Inquiry Select the type of event v
Form. |

Your Email Your Phone
=== =EE=EE=

Once you have added the inquiry form to your Describe Your Event

website, any new event requests will appear in
Eventective with their source marked as
lWebSIte.y This site iz protected by reCAPTCHA and the Google Privacy Policy 2nd Terms of Service apply

S —

CLEARN MORE @)



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

Stages: Manage Your Funnel

Prospect Qualified

An event inquiry you have A prospect you have

reached out to or plan to communicated with and

reach out to. plan to send an
agreement (contract or
proposal) to.

Tentative

An agreement has been
sent.

Booked

An agreement has been
signed.

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

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.

(LEARN MORE @

Lead Market

Q, Lead ID, Event Date, Info

All Event Types A ese

Teresa-Hamilton, OH 45011, Wedding Reception, 70 Guests
Budget: Under $500, Email & Phone provided

Sat, Sep 28, 2024 - Date Flexible
Haylie - Cincinnati, OH 45227, Wedding Ceremony + Reception, 50 Guests
Budget: Flexible, Email & Phone provided

Sat, Sep 23, 2023
Jan-Hamilton, OH 45013, Event, 50 Guests
Budget: Flexible, Email & Phone provided

Sun, Sep 24, 2023 - Unavailable - Date Flexible
Amanda-Cincinnati, OH 45208, Bridal Shower, 30 Guests
Budget: Flexible, Email & Phone provided

S£.00

$2.00

$2.00

$2.00

Haylie's Wedding
Ceremony + Reception

50 Guests

Sat, Sep 28, 2024
(date flexible)

S Flexible Budget

N\ ) 111
Contact To Inbox Delete
Inquiry

Wedding ceremony and reception with
around 50-65 guests.

New Lead (6 Competitors)
3 EE4AECZT
Email & Phone provided

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
_eads and find ones that fit your
pusiness 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.

<LEARN MORE @

Geography Range

Within 50 miles of my location

Capacity Range

Betwesen 25 and 110 attendees

Date Range

All leads no matter the date

Event Types Included

Weddings:

Ceremony Only, Ceremony + Reception, Reception Only

Parties:

Party, Banguet, Reunion, Baby Shower, Bridal Shower, Bar/Bat Mitzvah, Quinceanera, Kids, Teens,
Graduation, Over 21, Corporate Gathering, Holiday Party, Cocktail Reception, Memorial Service,

Other

Meetings:

Conference, Corporate Retreat, Meeting, Seminar

Budget Ranges

Weddings:
All Budgets, including Flexible Budgets

Parties:

All Budgets, including Flexible Budgets

Meetings:

All Budgets, including Flexible Budgets

Edit

Edit

Edit

Edit

Edit

=

Limit the scope of competitive leads
received by defining your geographical
area, event types, budget ranges, and
more. These settings do not affect direct
Referrals.

[ ¥ Disable Lead Market J



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

Response Templates

Respond to prospects quickly with
Templates. You can:

e Customize your Templates to
Improve your response rate.

e Set an automatic response for
dates you mark as ‘Not
Available’ on your calendar.

e Use Template Variables to add
details from your prospects -
like their name or event date -
as well as your business
iInformation.

Edit Template

Template Name

Alternative Date Response

Insert Template Variable ~ o

Template Message (Learn about Variables)

Hi PLAMMNER_FIRST_MAME,

The Event Venue

25 characters input / 50 characters maximum

Thank you for your interest in BUSINESS_MAME. Unfortunately your request date of EVENT_DATE is taken. |s there another date | can interest

you in? | look forward to your reply.

All the best,
COMTACT_FULL_MNAME
COMTACT_EMAIL

Attachments (5 max):

EM

Click or drag files here to upload

b

o
269 characters input / 4000 characters maximum


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:

e View and organize your prospects at a glance.

e View any prospect’s event details.

e Send a quick message right from Eventective, email, or call.
e Add notes.

o Set tasks.

e Manage stages.

e Edit and send agreements.

e Manage payments.

(LEARN MORE @



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

||"Ib0)( (MUI_tiSE[ECt VIEW) (2] @ Delete selected ﬁ Flag actions w S Move actions w

I n box V i eW Q, Event ID, Date, Name, Email =
Nina Keeler
Fri, Jan 31 @ The Event Venue
Party | 100 Guests
| n bOX + Qualified | Other received 1h ago
Q, Event ID, Date, Name, Email & John Smith
Sat, Jun 7 @ The Event Venue
Graduation Party | 50 Guests
I | Other received 1h ago
@ Nina Keeler
Fri, Jan 31 @ The Event Venue Jane Smith
Party | 100 Guests
Qualified | Other received 1h ago
Q, Event ID, Date, Name, Email E . .
John Smith The multiselect Inbox view allows
Sat, Jun 7 @ The Event Venue -
Filter Inbox X
Graduation Party | 50 Guests you to move’ flag’ or delete
) Sources . .
| Other received 1h ago | prospects in bulk. Inbox filters
Referral, Lead, Website, Other v

Stages Types allow you to organize your

@ Jane Smith e 4 selected v All Event Types L

Fri, Nov 1, 2024 @ The Event Venue s Ol e oy prospects by Source, Stage, Type,
Party | 100 Guests
’ Reset Unread Only, or Flagged Only.

Booked | Other received 317d ago




Inbox: Prospect Details

John's Reunion -
# [J Messages PR Details [ Agreement [ Payments = Tasks

John Initial Inquiry 1012 am EDT

May 21, 2024

Family reunion

The Event Venue Viewed the Referral 10:12 AM EDT

Addie 412 pPMEDT
Hi John!

Thank you for your interest in our venue. Unfortunately your request date of Saturday, October
26, 2024 is taken. Is there another date | can interest you in?

| look forward to your reply.

All the best,
Ellen

The Event Venue
(207) 253-1653

Enter your reply here ‘,"

B &

4 N\

- J

2R 2R R

Event Overview

John's Reunion

& 50 Guests

-
@ Sat, Oct 26, 2024

Fr

= Flexible Budget

{ > October 26-27, 2024 ~~

26
Sat Mo events
27
Sun Mo events

John Thomas
i Click to View Email

Re Click to View Phone

Prospect | Other

# EF6PB5KT

1% Chaska, MN 55318

& Received 2d ago (May 21, 2024)



Reports: Leads and Referrals, Response Time

Reports

The Event Venue

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).

Select Report Select Period Start Date End Date

Responsze Time - This Year e /172024 m 1243112024 5
Activity Value Description
Referrals Received 138 Referrals sent to your inbox
Referrals Opened 1nz Referrals that were clicked on and viewed
Open Rate B1% Percent of referrals that were clicked and viewed
Aveg Time to Open 43 hours Average amount of time taken to click and view referrals

Referrals Refarrals Responded To 0 Referrals that were responded to using Eventective messaging system
Response Rate 0% Percent of referrals that received a message from your business
Aveg Time to Respond n'a Average time in hours taken to send a message to refarrals
Phone # Access Rate T7% Percent of referrals with 2 phone number where phone number was accessed
Email Access Rate 78% Percent of referrals where the email address was accessed
Leads Received G Competitive leads made available to yvour business
Leads Selected 3 Leads that were moved to your inbox
Selected Rate 3% Percent of available leads that were moved to your inbox
Avg Time to Select 52 hours Average amount of time taken to move a lead to your inbox

Leads Leads Responded To ] Leads that were responded to using Eventective messaging system
Response Rate 0% Percent of leads that received a message from yvour business
Aveg Time to Respond n/a Average time in hours taken to send a message to leads
Phone # Access Rate 9% Percent of leads with a phone number where phone number was accessed
Email Access Rate 1005 Percent of leads where the email address was accessed



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

Negotiate: Generate Agreements

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

o Edit the event detalils.

e Outline the event schedule and function details.

o Determine the billable items.

e Specify Terms and Term Templates.

e Add your business logo.

e Send, review, and e-sign the final agreement.

e Duplicate an event to re-create the original agreement details.




Agreements: Overview

In the Overview section, you'll see all the event details from the prospect’s initial request,
iIncluding 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.

Jane's Party (Sep 27, 2024)

Overview Schedule Payments Terms Contacts
Event Name lane's Party
Event Type Party
Total Guests 100 oA
Event Date 9/27/2024 B
Event End (optional) Select an end date for this event ﬁ

Event Coordinator Paula Tester



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:
e Holiday Party (event) with a Cocktail Hour (function) and a Dinner Party (function)

e Family Reunion (event and function)

Jane's Party (Sep 27, 2024)

Overview Schedule Payments Terms Contacts

Function lane's Party

Guests 100 VRN
Starts 9/27/2024 8:00 PM 50O All day

Ends 9/28/2024 12:00 AM =0

Setup One hour before (-1h) o B/2772024 7:00 PM 8 ®

©]

Breakdown One hour after (1h) w0 B/28/2024 1:00 AM =



Agreements: Billable Items

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

Function: Ellen's Holiday Party

@ Dec19, 2024 2 100 a8 Entire Venue
© 400 PM-8:00 PM (Setup at 3:00PM, Breakdown until 9:00PM)

Billable Items

~ Room Rental (1 item) $1,000.00
4 Hour Rental 4 units 5250/unit Tax: 50.00 51,000.00
Setup and Breakdown are complimentary
~ Food & Beverage (2 items) $10,850.00
Plated Dinner 100 units $75/unit Tax: $600.00 $8,100.00
Chicken or Beof Ontio
Open Bar 1 unit $2500/unit Tax: $250.00 $2,750.00
Open Bar for 100, 4 Hours
- Rentals & Service Personnel (1 item) $2,160.00
Wait Staff 4 units S500/unit Tax: $160.00 52,160.00
3 Servers, 1 Bartende
~ Fees & Gratuities (1 item) $2,800.00
Auto Gratuity 1 unit $2800/unit Tax: $0.00 $2,800.00

Subtotal $15,800.00

Tax $1,010.00

Total $16,810.00



Agreements: ltem Categories and Billable Items

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

« Add or remove Item Categories.

o Edit the labels used for each Item Category.

e Control the order Categories appear in the dropdown and on your agreements.
e Create default billable items within each Category.

Manage Item Categories

{ Add Item Category }

ltem Category Status

Room Rental Active r_lﬂ ]ﬁ] \i,
Food & Beverage Active r_,d’ Eﬁ] il \L
Rentals & Service Personnel Active [__,ﬁ @[ ’[‘ \L-

Fees & Gratuities Active !__,.49 ]ﬁl ’I\


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

Example: [tem Categories and Billable Items

Edit Item Type The Room Rental (Category) includes
ftem Type Active the following default billable items:
Room Rental
DEFAULT ITEMS Add Default Sh
_ | e« The Rose Ballroom for $2,160
Item Name Instructions Default Price
Rose Ballroom 4-Hour Rental 52.160.00 Eﬂ"@ ° The MagnOlla Room for $864
Magnolia Room 4-Hour Rental S864.00 W
item Name These items will be selectable in the
Magnolia Room . .
agreement builder so you can avoid
'T*H’““;““fl re-entering common charges.
Quantity Price Taxable? Tax Rate
" wlx] [smooe: = preR [Pwy CLEARN MORE @

Total $864.00


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.

Overview Schedule Payments Terms Contacts

Template (optional)
Cancellation v Edit Templates
Title

Cancellation

Body

B I u >

Jane Smith may cancel this Agreement at any time up to 30 days prior to the Friday, September 27, 2024 by providing written notice of such
election to The Event Venue, at no cost to Jane Smith. If Jane Smith shall elect to cancel this agreement between 29 days prior to the Event Date,
Jane Smith will be charged 100% of the deposit paid and any expenses incurred in good faith by The Event Venue in preparation for Jane Smith's
use of the Facility. For cancellations 28 days prior to Event Date, Jane Smith will be charged 100% of the Rental Costs and deposit any expenses
incurred by The Event Venue,

<LEARN MORE @

Indemnification

Jane Smith shall indemnify, defend and save harmless The Event Venue,
against any and all loss, cost (including attorneys' fees), damage, expens
liability under workers' compensation laws) in connection with claims, judy
losses, suits, administrative proceedings, arising out of any act or neglect
contractors, Lessees, invitees, representatives, in, on or about the Facility
of this Agreement.

Initial here:



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.

Updated 8/29/2024

(o s

fermer
|
Jane's Party Fri. Sep. 27, 2024
Client Contact Provider Contact
Jane Smith The Event Venue
test@testing.com Paula Tester

100 Main St.
Chaska, MN 55318


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:

e Description (e.g. deposit, initial payment)

e Status (unpaid or paid)

e Due date (specific date or certain number of days before the event)
« Amount due

Deposit Due: Jul 29, 2024 $5,000.00 @ Edit Payment
First payment Due: Aug 28, 2024 $3,000.00 [__1'4? Edit Payment @
Final payment Due: Sep 12, 2024 $2,725.00 @ Edit Payment @[

Remaining: $0.00



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 sighs the agreement, you will be notified.

Jane's Party IR Latest Changes X

[1Messages [@Details [2 Agreement

Latest Changes

2 O @ N2% i :
Mot St | 1 o - & b iew Agreement
|

THE EVENT VENUE Updated 3/20/2024

' Fri. Sep. 27, 2024
Jane's Party B 24
Client Contact Provider Contact
Jane Smith Paula Tester
testing@testing.com The Event Venue

207-253-1653
100 Main 5t. Chaska, MM 55318

Jane's Party

Starts Fri. Sep. 27, 2024 @ 8:00 PM Setup beginsat 700 PM
Ends Sat. Sep. 28, 2024 @ 12:00 AM Teardown ends at 1:00 AM
Guests 100



Sample Agreement

THE EVENT VEMUE
Jane's Party

Updated 3/19/2024
Fri. Sep. 27, 2024

Client Contact
Jane Smith
testing@testing.com

Jane's Party

Provider Contact

Paula Tester
The Event Venue

207-253-16563
100 Main 5t. Chaska, MM 55318

Starts Fri. Sep. 27, 2024 @ 8:00 PM Setup beginsat 700 PM

Ends Sat Sep. 28, 2024 @ 12:00 AM Teardown ends at 1:00 AM

Guests 100

Room Rental
Item Quantity Cost Tax Rate Total
4 hour rental i $500.00 5% £525.00

Room Rental Subtotal: $525.00

Food & Beverage

It
Buffet dinner

Open bar

Quartity Cost Tax Rate Total
100 £40.00 10 % $4,400.00
1 $3,000.00 10 % $3,300.00

Food & Beverage Subtotal: §7,700.00

Rentals & Service Personnel

Itam
Wait staff and bartenders

Quantity Cost Tax Rate Total
5 £500.00 0% $2,500.00

Rentals & Service Personnel Subtotal: $2,500.00

lane’s Party Subtotal: $10,725.00

Function
Jana’s Party

Grand Total

Subtotal Payment Schedule
£10,725.00 Paymant D Amount
Deposit av/2a/2024 5$5,000.00
$10,725.00 First payment 08/28/2024 £3.000.00
£l .
Final payment 09/12/2024 §2,725.00

Total $10,725.00

Cancellation Policy

Cancellation Notice:

For cancellations made 90 or more before the scheduled event date, there will be no cancellation fee. Cancellations made
within 90 days of the event will be subject to a cancellation fee of 10% of the total event cost.

Cancellation Procedure:

All cancellations must be submitted in writing via email to phertlein@eventective.com. Please include your event name,
date, and reservation details in your cancellation request.

Refund Process:

Refunds for cancellations will be processed within 30 days of receiving the cancellation notice. The refund amount will be
calculated based on the cancellation policy outlined above.

Client Signature

S

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

LEARN MORE @



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:
e 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.
e Then select Duplicate this Event.
e Fill in the duplicate event details and
save.

Event Overview

Jolene's Reu

- 75 Guests

o Wed, Jul 16,

<0 uly

16 Jole

Wed 5:00
17

Thu No ey

Jolene Rockl
test@test.cc

. 000-999-99

Move forward to stage:

® Tentative
® Booked

Complete

Duplicate this Event

Move to Lost

Delete

Mark as Unavailable

Add Flag

Print

(? What are stages?



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

Book: Manage Payments

Manage online payments and track revenue.

e Connect your Eventective account to Stripe or Square.

e Request and manage offline payments.

e Determine a payment schedule.

e Request payments, set reminders, send receipts, and view payment history.

e View your upcoming events and expected revenue.

e Utilize the Stage Summary and Payments Reports.




Payments: Set Up

_ Settings
Connect your Eventective account to an

existing Stripe or Square account or =2
create a hew one.

Lead Market Filters

Qualify competitive Leads based on
location, budget, event type, etc.

If you have an existing Stripe or Square R
account, you can follow these steps:

Response Templates

Save time by creating templates to
respond to inguiries quickly.

e Click Settings > Accept Customer

Payments.

e Select the ‘Connect to Stripe or
Square’ button and complete your
account connection.

o

Link to Your Profile

Embed a link to your Eventective Profile
on your website.

® 4

Accept Customer Payments

Link to your Stripe or Square account
and start accepting payments from your
customers

CLEARN MORE @)

w

Motifications

Manage your email and text
notifications.

=

Payment Methods

Add and manage your payment
methaods using our secure payment
system.

&3

Inguiry Form

Add an inguiry form to your website and
customize how it is displayed

R

Hide Profile on Eventective

Temporarily hide profile from users on
Eventective

The Event Venue

Availability Calendar

Manage your calendar visibility and
settings.

Manage Users

Add users to your organization and
control their roles

Manage ltems

Customize Billable ltems that you can
nsert into the Agreements you send to
event planners

Delete Profile

Permanently delete your profile on
Eventective


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.

R ived: 0.00
SeEE S Stripe Dashboard
Outstanding: $10,725.00
Add Payment

Total: $10,725.00

Deposit Bm Reguest Payment

Due Monday 7/29/2024 $5,000.00
First payment &= Request Payment

Due Wednesday 8/28/2024 $3,000.00
Final payment s Reguest Payment

Due Thursday 9/12/2024 $2,725.00



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.

Request Payment X

Your account is not connected to a payment platform.
Consider connecting to Stripe or Square to take
advantage of payment tracking and automated
reminders.

Send Nina Keeler instructions on how to make an offline
payment of $§250.007

Include a short message (optional):

o




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.

Edit Payment W
Payment Name:

Event Deposit
Amount: Due Date:

$1,000.00 VA 10/15/2024 ﬁ
© Unpaid  Paid

Send automatic payment reminder via Square (if unpaid):

14 days before due 7 days before due On the due date

B




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.

Edit Payment

Payment Name:;

Second Deposit

Amount: Due Date:

$250.00 1/24/2025

Unpaid © Paid Date Paid:
1/31/2025

Notes (internal use):

Immediately send payment receipt




Payments: History

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

Steve's Reunion

[JMessages [ Details [2 Agreement [ Payments 7= Tasks

Received: $2,000.00 [ Stripe Dashboard
QOutstanding: $5,200.00

[ Add Payment
Total: S$7,200.00

Deposit m e

Paid Wednesday 3/6/2024 via Stripe 32*000.00

» Payment Request History

Sent: Tuesday 2/27/2024 Viewed: Tuesday 2/27/2024

Sent: Tuesday 2/27/2024 Viewed: Tuesday 2/27/2024

Sent: Tuesday 2/27/2024 Viewed: Tuesday 2/27/2024
Final payment &= Request Payment  see

Due Wednesday 7/24/2024 $5,200.00



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.

{ Qualified, Tentative, Booked } { 3/20/2024 - 3/20/2025 = } The Event Venue

Addie's Reunion April's Banquet Steve's Reunion
The Event Venue The Event Venue The Event Venue
Fri. Jun. 14, 2024 Fri. Jul. 12, 2024 Fri. Aug. 23, 2024
40 guests 100 guests 50 guests
® Qualified $6,330.00 ® Qualified ® Booked $7,200.00
Ellen's Wedding Ceremony + Jane's Party
Reception
The Event Venue The Event Venue
Sat. Sep. 21, 2024 Fri. Sep. 27, 2024
100 guests 100 guests

® Tentative $17,550.00 ® Qualified $10,725.00


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

Reports: Stage Summary

Reports The Event Venue
Select Report Select Period Start Date End Date
Stage Summary ' This Year \ 11/2024 ri:| 12/31/2024 ri:|
- Qualifia Easily report on your sales funnel with
Events (3) Date Attendees E:E:::E: Tax P:;:::;: Dus:tya“;:?:; Refunds t h e S t a g e S U m m a ry R e p O rt " V i eW
Addie's Reunion Fri, Jun 14, 2024 40 56.330.00 £330.00 50.00 50.00 50.00
April's Banguet Fri, Jul 12, 2024 100 50.00 50.00 50.00 50.00 50.00 brea kdowns Of eaCh event by Stage

T and key details: event name, date,
attendees, expected revenue, tax,
Expected Payments Payments payments received, payments

Events (1) Date Attendees Revenue Tax Received Outstanding Refunds

Ellen's Wedding Ceremony + Reception  Sat, Sep 21, 2024 100 517.550.00 S$550.00 50.00 $17.550.00 50.00 O u t S t a n d i n g a n d refu n d S
’ | |

Totals: $17,550.00 $550.00 $0.00 $17,550.00 $0.00

® Tentative

® Booked
Expected Payments Payments
Events (1) Date Attendees Revenue Tax Received Outstanding Refunds
Steve's Reunion Fri, Aug 23, 2024 50 S57.200.00 5200.00 52,000.00 55,200.00 50.00

Totals: $7.200.00 $200.00 $2,000.00 $5,200.00 $0.00


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

Reports: Payments

Reports
Select Report Select Period Start Date
Payments This Yoar - Mrd0ES

Payments Received

5 12/3172025

Grand Event Venue

End Date

5 [ % Run Repart ]l & Excel

Event Payment Paid Source Amount
Elaine's Party Booking Deposit Jan 3. 2025 $100.00
Elaine's Party Partial Payment Jan 3, 2025 $275.00
Total Received $375.00

Payments Due
Event Payment Due Last Request MNext Request Amount
Jerry's Meeting lanuary Rental Fees Jan1,2025  Jan1, 2025 $675.00
MNeumann's Party Security Deposit Jan 3,2025  Jan 3, 2025 5250.00
Elaine's Party Balance lan 3, 2025 5100.00
Elaine's Party Security Deposit lan 3, 2025 $250.00
Cosmo's Party Security Deposit Jan 5, 2025  Dec 29, 2024 $400.00
Delores's Baby Shower Security Deposit Jan5,2025 Dec 29, 2024 $400.00

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



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

Questions?

We're here to help!

@
eventective.com n tec t I Ve
sales@eventective.com
207.253.1653



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

