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How to use the Venue Onboarding
Hub
A step-by-step guide with screenshots of every screen, from kick-off to handover. Prototype by Valentin

Dupuy, with made-up venues and data.

STEP 1

Getting started

The hub runs every venue onboarding from kick-off to handover, built around a typical 4 to 5 week implementation plan. All

venues and data are made up.

The headline sums up the day.

Five tabs: Today, Projects, Calendar, Launch readiness and Handover.

1 Read the headline: venues onboarding, launches in the next 14 days and launches at risk.

2 Click any venue name anywhere to open its project.

3 Ask Echo (top right) to draft emails in French or English, or to ask what needs you today.

TIP Dates move with today, so the demo always looks current. Ticks and notes are saved on your device only.



STEP 2

Today

The morning check: what needs unblocking and who you are speaking to.

1 Venues onboarding, with how many run in French and how many countries.

2 Launching in the next 14 days, with the first dates.

3 Launch at risk: payments, hardware or data not on track.

4 Training window ending soon: fewer than 10 days left of the 45-day window.

Launch blockers, payments and hardware first. Every call booked this week, with its language.

Pre-work due before each next call. A quick nudge keeps the project on time.



STEP 3

Projects and the project page

Every implementation in one table, and everything about one venue in one place.

1 Week bar: where each venue is in the 5 weeks, with setup steps done.

2 Payments, hardware and data as clear status pills. Red needs action.

3 Click a row to open the project.



The seven implementation calls, with the pre-work for the next one. The setup checklist, ticked as the venue completes it.

1 Draft call recap: Echo writes it in the venue's language, ready to check and send.

2 Launch readiness summary and Nudge for pre-work in one click.

3 Notes: log a call or decision so the history stays with the project.



STEP 4

Echo, the onboarding assistant

Echo takes care of the admin: recaps, nudges, readiness summaries and handover notes.

A recap email in French, from the project data.

1 Ask "What should I focus on today?" for a priority list.

2 Ask "Which launches are at risk?" before your morning

planning.

3 Ask for a recap or nudge for any venue, in French or

English.

4 Always read before sending.



STEP 5

Calendar

Every implementation call and go-live, Monday to Friday.

1 Go-lives are highlighted in coral.

2 Use the arrows to plan the weeks ahead and spot clashes.

3 Click a call to open the venue.



STEP 6

Launch readiness and data migration

The go-live checklist for every venue launching in the next 3 weeks.

1 Hardware tested and a live card test on POS and online, then refunded.

2 Checkout on the website, data in Live, staff accounts and training, the online Academy complete.

3 Red means it is close to launch and still not done.

Data migration: validate, import to the sandbox, customer tests, then import to Live.



STEP 7

Handover to customer success

Once a venue is live and settled, nothing gets lost on the way to the CSM.

The first 30 days: online share of sales, staff active on POS and open tickets.

1 Write handover note drafts the summary for the CSM in one click.

2 Venues showing early warning signs get a follow-up session before handover.



STEP 8

A simple routine

Ten minutes each morning keeps every launch on schedule.

Every morning

Check launch blockers,

payments and hardware first

Look at this week's calls and

their pre-work

Send nudges for anything due

After every call

Tick the checklist

Log a note

Send the recap, in the venue's

language

Every Friday

Launch readiness for the next 3

weeks

Training windows closing soon

Handover notes for venues past

week 5

Venue Onboarding Hub · a concept by Valentin Dupuy · prototype with made-up data


