
Venue features guide
For event and venue management

Connect enquiries, venue planning and event delivery, with an AI colleague
supporting your team.
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Find the features that matter
A guide to the work before, during and after an event

Conferences, meetings, weddings and private events bring together spaces, schedules, catering and
technical requirements. Rookoo helps event and venue teams turn enquiries into clear briefs,
coordinated plans and organised delivery, with an AI colleague working alongside your people.

Use this guide to revisit your demo, share the possibilities with colleagues, and identify the workflows
you want to explore next. The examples show how features can fit together; your setup determines
which channels, integrations and automated actions are enabled.

1 Respond and qualify
Digital Colleague and Collaborative Inbox

Pages 3–4

2 Plan the booking
Smart Calendar and Event Management

Pages 5–7

3 Prepare and follow through
Event Playbooks, upcoming mobile app, customer records and aftercare

Page 8

4 Work with your AI and customers
Rookoo’s Copilot and Customer Portal

Pages 9–10

5 Connect your operations
Integrations and security

Page 11

6 Learn from every enquiry
Reporting and the Clays customer story

Pages 12–13

Start with your bottleneck. If your sales team spends its time collecting missing details, begin with
intake. If the challenge is coordinating confirmed events, begin with planning and playbooks.

Explore Rookoo for event and venue management ↗

https://www.rookoo.ai/smart-venue-management?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-02-explore-rookoo-for-event-and-venue-management
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Respond and qualify
Give every enquiry a useful first conversation

Digital Colleague
Your AI colleague uses your venue information, packages, pricing rules and knowledge base to
answer enquiries around the clock. Supported channels include web chat, email, WhatsApp,
Instagram and SMS.

Complete the intake. Collect event type, guest count, preferred dates, setup, catering, budget and
special requests in a structured conversation.

Qualify the opportunity. Clarify what the guest needs and guide them towards suitable spaces and a
relevant next step.

Keep control. Define what the agent may quote, promise or book, and when a person must take over.

Hand over the context. Pass complex enquiries to your team with the conversation history and a clear
briefing.

Record the details. Automatically populate your connected CRM and booking software with the
enquiry information.

Venue example. A conference organiser enquires after closing time. The AI gathers dates, attendance,
room setup and AV needs so your team can assess feasibility and prepare a proposal the next morning.

Explore Digital Colleague ↗

Lisa, SPIN’s AI assistant, offers routes for practical questions, event planning, table bookings and menus.

https://www.rookoo.ai/features/digital-colleague?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-03-explore-digital-colleague
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Collaborative Inbox
Keep your team and AI working with the same context

Bring enquiries from connected channels into a shared inbox. Your team and AI work with the same
conversation history, so ownership and the next action remain visible.

Assign conversations through round-robin or your own rules, with owners and priority tags.

Coordinate privately through internal notes and @mentions.

Use macros and saved replies for recurring questions.

Track response targets with SLA tools and gather customer satisfaction feedback through surveys.

Venue example. When a sales colleague takes over an enquiry, they can read what has already been
discussed and ask operations for input privately. The organiser does not have to repeat their brief.

Explore Collaborative Inbox ↗

We also integrate with your team’s preferred email tools, such as Outlook and Gmail, so you can
manage enquiries in a familiar workspace.

Rookoo demo in Outlook: categorised enquiries and a draft response ready for review.

https://www.rookoo.ai/features/collaborative-inbox?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-04-explore-collaborative-inbox
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Plan the booking
Keep availability and event details connected

Smart Calendar
Your team and AI use the same calendar to check availability and manage allocations. The AI can
read availability live and write an allocation when a booking is confirmed within its configured
permissions.

Set start and end times, including buffers for preparation and teardown.

Distinguish tentative, confirmed and cancelled allocations.

Synchronise with Google Calendar and Outlook, with support for scheduling across time zones.

Account for rooms that combine or split, and linked or dependent spaces through the Rookoo planning
module.

Venue example. Check a conference’s main hall, breakout rooms and setup time together, including
linked spaces, to prevent double bookings.

Explore Smart Calendar ↗

Smart planning: view events, preparation and activities across your venue spaces in one calendar.

https://www.rookoo.ai/features/smart-calendar?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-05-explore-smart-calendar
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Event Management
Bring the booking and its commercial details together

Keep the enquiry, conversations, bookings, documents and timeline in one event workspace. Stages
from draft and enquiry through confirmation, completion and archive make progress visible.

Connect the original conversation to the event so agreements remain traceable.

Allocate rooms, catering and AV resources with times, buffers and statuses.

Record venue-specific details such as dietary needs, parking and decoration preferences.

Share event details with customers through a secure link. Updates connect back to the inbox, calendar
and AI.

Venue example. A wedding changes its guest count and catering requirements. The event workspace
keeps the revised brief together so sales and operations can coordinate the room setup and supplier
arrangements.

Explore Event Management ↗

The event workspace connects the brief, schedule and customer contact.

https://www.rookoo.ai/features/event-management?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-06-explore-event-management
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Pricing plans and event packages
Build offers around the way your venue prices events

Price lists and pricing plans. Share your prices and configure conditional pricing formulas based on
guest numbers, seasonality or weekends.

Packages and inspiration. Create packages for website visitors to explore or book, combining venue
hire, catering and equipment into a clear offer.

Guest-facing packages bring the experience and starting price together.



ROOKOO  /  SECTION 3

Page 8 of 14

Prepare and follow through
Carry the details from the conversation into the guest experience

Event Playbooks
Build an event-day plan from conversations, event information and calendar allocations. Give each
step instructions, an owner and a time, distinguish required and optional actions, and track
completion live. Room setups, speaker AV requirements and dietary notes stay with the plan.

Explore Event Playbooks ↗

Event Companion mobile app
COMING SOON. The app is in development. Team members will be able to view daily tasks, open task
and event details, and mark work as complete from their phone.

Preview of the upcoming Event Companion mobile app: daily tasks, instructions and event details.

Customer details and aftercare
Customer management. Connect conversations, events, quotes and invoices in customer files.
Reactivate customers with proactive SMS, WhatsApp or chat campaigns.

Flexible floor plans. Arrange tables, chairs and accessories with drag-and-drop tools. Customers can
create and share layouts. Plans connect to the event overview and can be shared by link.

Quoting and partner coordination. Use smart templates for quotes and planning. Share event pages
with customers, caterers and AV suppliers, and control who sees each playbook.

Aftercare and lost property. Send feedback forms, draft replies and turn comments into insights.
Scan a found object so the agent can describe it, link it to the location and event, and help return it to
its owner.

Explore customer management, floor plans and aftercare ↗

https://www.rookoo.ai/features/event-playbooks?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-08-explore-event-playbooks
https://www.rookoo.ai/venue-management-from-a-to-z?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-08-explore-customer-management-floor-plans-and-aftercare
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Work with your AI and customers
Support your team and give organisers a clear event overview

Rookoo’s Copilot
Use a conversational assistant to work with your venue data and your AI agent. Ask about your
account, events, contacts or content, and make adjustments as you work.

Review the inbox. Get an overview of open conversations, unattended chats and urgent items.

Prepare a response. Draft messages with help from Copilot.

Check team activity. Review conversations, response times and escalations.

Work with your information. Explore contacts and their conversation status, or ask for help turning
venue information into a plan.

Venue example. Before a planning meeting, ask Copilot for an overview of enquiries needing attention.
Use it to prioritise follow-up across upcoming events.

Explore Rookoo’s copilot ↗

https://app.rookoo.ai/demos/ask-roo/single.html?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-09-explore-rookoo-s-copilot
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Customer Portal
Give organisers one place to review their event

Give your customer one place to review their event, quote and documents. The portal connects the
event programme with the commercial details, making it easier for the organiser to understand what
is planned and what is included.

Event overview. View the schedule, spaces and included amenities.

Quote review. See itemised pricing, download the quote and accept it through the portal.

Documents and contact. Access event documents and contact the venue representative.

Optional upgrades. View and add the upgrades offered for the event.

Venue example. A conference organiser reviews the room schedule, AV and catering, checks the quote
and considers available extras before accepting. Your team can refer to the shared event overview
during follow-up.

The customer can review an itemised quote and accept it in the portal.
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Connect your operations
Fit Rookoo around your tools and working agreements

Integrations
Your workflow matters. Rookoo connects with your existing CRM and booking tools so information
can move between systems, reducing repeated entry and keeping your team working smoothly. Don’t
see your tools listed? Talk to us and we’ll scope the integration together.

Tripleseat. Send bookings into Tripleseat.

HubSpot and Odoo. Connect customer data and business processes.

Yesplan. Support event planning and resource management.

Teamleader. Connect workflows for projects, time tracking and invoicing.

Roller. Connect guest service and business operations.

Agree the workflow. Confirm which records and fields move, in which direction, and what triggers an
update. A connection to a platform does not imply that every action in that platform is automated.

Explore available integrations ↗

Security and data handling
Our services are hosted in the EU. We carry out regular vulnerability scans and penetration testing,
build for GDPR compliance, and put a data processing agreement in place with every customer.

For your evaluation, involve the colleague responsible for data protection or IT. Review the data
processing agreement and the information flows needed for your chosen channels and connected
systems.

A practical setup conversation
Venue knowledge. Spaces, packages, capacity, pricing, FAQs and booking policies.

Decision rules. What can proceed automatically and which requests need a person?

Operational ownership. Who maintains the information and follows up on handovers?

Connections. Which calendar, CRM and booking records should Rookoo use?

https://www.rookoo.ai/integrations?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-11-explore-available-integrations
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Learn from every enquiry
Use service data and guest questions to improve the process

Rookoo brings conversation, booking and event data together to help you understand enquiry volume,
team workload and service performance.

Qualitative reporting. See who enquires, their preferred dates and why opportunities are won or lost,
to improve the customer journey.

Track conversation volumes, first-response times and resolution rates across channels and inboxes.

Compare team and AI performance, including customer satisfaction.

Filter by date, team, agent or label and export to CSV.

Review SLA performance against response targets, adjusted for business hours.

Venue example. Compare enquiry volumes, response times and satisfaction across channels to identify
where your events team needs support.

Explore Reporting ↗

Take a look at an example report ↗

https://www.rookoo.ai/features/reporting?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=page-12-explore-reporting
https://customerreportrookoo.netlify.app/?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=reporting-example-button
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In practice at Clays
From guest conversations to structured sales enquiries

At Clays, a venue combining virtual clay shooting with food and drinks, Peggy gathers event details,
clarifies intent and passes structured opportunities to sales. This customer example shows how
Rookoo supports the enquiry-to-handover workflow.

18,600+
conversations handled

~1,590
structured escalations

339
private booking enquiries

The published case also describes guests repeatedly struggling with timeslot selection. Those
messages helped the team identify and change a booking-flow issue. The value extended beyond
capturing enquiries to understanding why guests were getting stuck.

Figures supplied by Rookoo, current as of 9 September 2026. Conversations cover web, WhatsApp and Instagram;
private booking enquiries were handed to the Sales team. These updated totals supersede the figures in the original
case study. Enquiries and escalations are not confirmed bookings.

Watch the full Clays testimonial ↗

https://www.youtube.com/watch?v=LNVdJrJhxN0&utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=clays-testimonial-button


Ready for more room for
hospitality?

Every venue has its own way of bringing people together. A conference that
sparks an idea, a celebration shared with loved ones, a warm welcome that

sets the tone for the day.

Rookoo helps make room for those moments. By taking repetitive work off
your team’s hands and keeping the details connected, we give your people

more time and attention for the guests in front of them.

You bring the hospitality. Your digital colleague helps with the rest.

Get your time back now ↗
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https://www.rookoo.ai/?utm_source=event-venue-management-guide&utm_medium=pdf&utm_campaign=post-demo-nurture&utm_content=closing-website-cta
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