
Sign into the website and go to My Events

Click on the red action button and View Proposals

High level information on each of your proposals will 

be shown below

To see more information on the proposals click the 

Action button and View Details

If there are any proposals that immediately do not fit 

your requirements you can press the reject button

Click on the View Details button and at the bottom of 

the page to manage your proposals

I am using this venue – The venue is then notified 

that you want to book this event and are given your 

contact details so they can get in touch

Shortlist – the venues contact details are emailed to 

Managing Your Enquiry

Shortlist – the venues contact details are emailed to 

you so you can get in touch or arrange a viewing

Reject – an email is sent to the venue informing them 

that their proposals in unsuccessful 

Proposals are moved to different tabs in the view 

proposals section  so you can quickly find the ones 

you are interested in .

Check  the No Availability tab for replies from venues 

who are no able to put in a proposal

It is essential that you inform us of the outcome of 

your enquiry

Once you have made a decision on which proposal 

you are using please press the I Am Using This Venue 

button

If you need to cancel your enquiry press the Action 

button next your enquiry and  Cancel Enquiry button


