
Steps for registering as a supplier on Venue 
Ideas 
 

When a sales person registers you, you will get an email to register yourself as an admin operator. An 

admin operator is a role that manages different locations. A location is every site or location where you 

offer your services. 

Step 1: Registration Link 
The email you will receive looks like follows: 

 

If you didn’t receive an email, also check your junkmail. 



Step 2: Register your account  
Click on “Register your account” to proceed.  

Step 3: Send OTP 
You will be asked to request an OTP verification. Click on “Send OTP” 

 

Step 4: Get the OTP 
Find the OTP in your email. Also check your junkmail if you did not receive it. 



 

Step 5: Insert OTP 
Insert this OTP on the venue ideas site. 

Step 6: Create Password 
Create a password for your account, and click “Continue” 



 

Step 7: View your profile 
You will now see your profile for your “Admin operator”, and also what product you are registered for.  

 

 



Step 8: Add a new location 
Click on the “Locations” option on the left and then on “Add new”  

When you start the location is zero, that means you are not yet visible to any user. 

 

Step 9: Location Basic Information 
Add the details for your location. A location is where you will be delivering your service.  

Location name: This is your company name that the user or bride will see. 

Description: This is the description the user or bride will see. 

Contact details: if you have multiple branches and people managing each branch, then this must 

be a different person that will manage that location. If it is just you, click on “Self”. This will 

complete these block automatically. 

 

 Social media links: The website is your unique URL that venue ideas give you. A user can view  

your services, photos, reviews and book you from this link 

Click on “Save” when you have completed this basic information. 



Step 10: View your location 
You will now see your location says “1”. Click on the name to go to the edit screen. The edit screen looks 

like this: 

 

Step 11: Edit your location 
Click on the pencil to finalize your profile. 

 

You will have to complete 4 sections: 

1. Profile: Your basic information: 

2. Included in this package: What services do you have and upload photos 

3. Packages: What packages you have and what services are in each 

4. Available times: When do you offer your services and  when can customers book you 

Step 12: Complete your profile 
Some of this information would have pulled through from the previous screen.  

Address: This must be selected from a list, so that we make sure it is accurate. The town, City and 

province will automatically be populated based on your address. We use a google interface for this.  



 

Featured photos: here you can upload your best photos for your page. All photos must be approved by 

our admin team to ensure they are correct. We don’t accept google photos and must be your actual 

photos. You must at least have one photo, otherwise you cannot move to the next page. 

The featured photos can be only landscape and have no logos on them.  

When done, click on “Next”  

Step 13: Choose your services 
Select what services you have and upload photos 

You will see different groups and services under each. Each product will be different. You can also 

request that we add more, if we have missed something.  

 

You need to go through all of these and tick which ones you have, and upload photos if that is required.  



These are all the search criteria a user can search on when using the site. The ones with photos are only 

available once the photos are approved.  

 

The user will view it like follows: 

When searching: 

 

 

 



 

 

When they visit your page, they can click on a service and see the applicable photos 

 

Click on next when done. 

 

Step 14: Create packages 
Click on “Add new” 



 

Add a name for your package, price, number of guests, and click what services are included in each. 

 

 

Click “Create package” when done. 

When done with packages, click next 

Step 15: Add you available times 
Date range: Select for which dates should the times be applicable.  



 

Select days: These are the dates when you are available for bookings. You must click on each day and 

load your times, and also what packages are applicable to each time slot.  

 

You can have multiple slots per day, and different packages for each. 

Select your closed dates: This is dates where you are closed and customers cannot book your services. 

Like holidays. 

Special Days: These are special dates where you might want different package prices. For example on 

christmas day, you might ask a bit more. You need to select the date, the times, the packages, and then 

add a new price for that package. That is then applicable for that special date.  



 

Click next when done 

Step 16: Review your final profile 
Click on location again, and edit it again, so that you can view your unique profile link 

 

Copy and paste this URL, and see how the user will see it, and make sure it is all correct. 



 

Step 17: Post on Trouidees 
Please let the Trouidees know that you are done, so that we can post your link on our facebook post to 

showcase you as a new supplier.  
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