Tip Why How

Complete all elements of the  The overview gives us the facts °
overview page about your venue but also
allows you to link your profile
to other social media sites. This
will give a really good picture of
who you are as an
organisation.

Note that the venue description and the Longitude and
Latitude fields can be updated by the data team

Supports % score

The score on this is very high Add all information =31%
because it really means a lot to

the clients and agent using EDGE

venues. They want to know

everything, and they won’t

waste their time if all the

information is not there and

they have to go elsewhere to

find it.

GINDRAL CONTACT DETRILS



Upload as many images as you Let your images do the talking e Make sure the dimensions fit Add images to gallery, meeting

can — showcase your venue to it’s minimum (600px wide by rooms and bedroom = 15%
full potential by adding as 1000px height, JPEG)
many fabulous images to the e Upload your images in each area
gallery, meeting rooms and of EDGE, i.e bedrooms, meeting
accommodation section. rooms, front of hotel

e Build up your gallery

e Preview the site and see how
you look this is an instant upload

e Select a featured image to
showcase your venue

Note to select a featured image then pick your preferred
image from the gallery and tick the star on the top left hand e
corner. The green star indicates the featured image




Add as many contacts as you No contacts means NO contact e These contacts will only show on Add at least 3 contacts = 6%

can - add 3 contacts (at least ONE the site as generic click throughs
of EACH of the following e Auser will only see the
contacts; Conference & Events, contacted telephone number
Accounts & also Marketing) and email address once they

click on the link

In order to receive enquiries you will need to add a [EDGE
conference and events contact
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MANAGE VENUE:

ha ok Tl

srommadytion

Miting Roams

Conlerssce Pricing

Facititers & Technical

Covmmtssion

Accommodation Tell your client the type of e Complete all fields and upload Complete each field = 3%
bedrooms available and how images for the accommodation
many of each category that you
have



Providing this information now will help when completing
RFP’s in the future as this information will automatically

populate the proposal

Meeting Room images this is
super important 11!

These images will bring your
meeting room to life as they
will show on all proposals and
also your venue profile. You
will only have to do this once!!!

Make sure the dimensions fit
minimum (600px wide by
1000px height, JPEG)

Upload your images for each
meeting room



Images will sell your meeting rooms and help clients to
visualise what they are looking to achieve

Add all your Meeting Rooms

The details in the meeting
rooms. Tell your clients what
they need to know about your
meeting rooms from what floor
it is located on, is there natural
daylight or pillars, is the
meeting room dividable.
There’s lots of detail you can
share with your potential
clients.

LAYOUT CAPACITIES

ADMTIOMNAL INFORMATION B DOCUMENTS

You will only update this Add images & complete each
information once and it will form field for meeting rooms = 15%
the basis of all proposals

This information will also

provide the basis for the search

results



All the information loaded on here will be visible when a client or [EDGE
agent views your venue profile. Show them what you can offer :
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MAMAGE VENUE:

Buy it Now Buy it now — for clients and e Add your rate for a meeting Add all information = 7%
agents who are looking for a room for 10 people
meeting rooms for a maximum e [f you cannot honor the price or
of 10 people. It has been availability you can reject the
created to help secure short- enquiry and it will be picked up
lead bookings. It is subject to internally
availability by venues and the e All Buy it Now’s are
price can be changed at any commissionable
time. Price will be based on e \We ask for a response time
room hire only, the cost for within 2 hours
catering and AV will be in e All bookings will be secured by

addition. client credit card



Help secure bookings for short lead enquiries or for smaller meeting |[1¢]
rooms by adding a Buy it Now price
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MANAGE VENUE:

Conference Package Pricing Add the Conference Packages e Complete all fields and show Complete the Conference
Prices for Day Delegate Rates what clients what they can Packages Prices = 6%
and 24-hour rates. receive

e Prices are Exc vat
e Prices are a guideline and not
based on live availability
Providing this information now will help when completing RFP’s in 5, Hour DELEGATE RATE
the future as this information will automatically populate the
proposal

INCLUDED EQUIPMENT

EOE T

INCLUDED HOSPITALITY

Troe Included Dt Additional Indo



Facilities and Technical Facilities and technical — let e Add your Wi-Fi statementand Complete all the fields = 17%
your clients know if you are CSR links from your own website
wheelchair accessible, DDR

e Tell clients about parking
Compliant, offer onsite parking, e Are you DDA compliant?
catering, onsite and offsite e Dow you allow own catering or
facilities external caterers?

It is important for clients and agents to have access to the additional
information that they require to make a decision on what venue
they will place their business with. Add all the additional
information required.

G U ACHACY DDGE  MEOPLE  ARALYTICS  SHONTLRTS LD SLARCSES WNOTES

MANAGE VENUE:

e CATERING

imagprt

Contacts

PARMING

COMRECTIATY
Faciivtios & Technical

DISARLED BICESS

LEISURE



