
 
 

 

 

 

Táve Account Setup - The Essentials Guide 

If you're looking for a quick task list of things to do to get set up, we have you covered! 
 

The Foundations (The Easy Stuff) 

1. Check your Main Settings 
2. Fill in your applicable Taxes and Currency 
3. Connect your square account (or other Client Payment Methods) 
4. Install any additional templates you'd like from the Template Gallery 

Adjust your Templates (The Hard Stuff) 

1. If you don't have any yet, create a Job Type. (Click here if you need a 
little help!) 

2. Add any products and services that you offer that weren't installed from 
the template gallery. Head here if you need a hand creating one from 
scratch (Optional) - If you want to build packages, you can do that here 
with some tips here. 

3. Set up payment schedules so people know when to pay you. (Need a 
hand? Click here) 

4. Modify or create an intake questionnaire to gather some information 
from your clients at the time of booking, or just confirm the information 
you have before it goes on their contract. 

5. Copy your existing contract into the bottom of the template you 
installed (from the template gallery) to create your own Contract 
Template. 

Get Comfortable! (The Let's Actually Use This Thing... Stuff) 

1. Create a test lead by clicking 'New Lead' on your Dashboard. Use an 
email address not associated with your Táve account. 

2. Click 'Quotes and Orders' and Create a New Quote. 

 

https://tave.com/app/settings/main
https://tave.com/app/settings/taxes
https://tave.com/app/settings/payment-methods
https://tave.com/app/install/
https://tave.com/app/settings/lists/job-types
https://help.tave.com/getting-started/account-settings/job-types
https://tave.com/app/settings/products
https://help.tave.com/getting-started/products-and-packages/products
https://tave.com/app/settings/packages
http://help.tave.com/getting-started/products-and-packages/packages
https://tave.com/app/settings/lists/payment-terms
https://help.tave.com/leads-and-jobs/payment-schedules/whats-a-payment-schedule
https://tave.com/app/forms/all
https://tave.com/app/install/contracts
https://tave.com/app/contracts/templates
https://tave.com/app/contracts/templates


 
3. Fill out as much of your quote as possible by adding in the products (or 

packages) you've created, a payment schedule, a questionnaire, and a 
contract.   

4. Click 'add to quote templates' so you can save yourself time in creating 
this next time, and then click email quote to send off our quote into the 
beautiful unknown... er... your inbox. 

Extra Credit 

Now that you've basked in your glory, jump in and explore some more 
features inside of Táve. I promise there's more there than you realize. 
● Create a contact form in Settings › Contact Forms and embed it on your 

website. Manually entering leads is for 2007. Help on that here!  
● Customize the look and feel of your quotes, contracts, and 

questionnaires in your branding settings. Head here for more info. 
● Don't like the wording of the default email templates? Head here to 

email templates to make them fit your business better. 

 

Questions? 

Is something missing or you want to double check that you're doing everything 
right? Message us in your account by clicking Help › Message Us. 

 
Included free with your account is access to our free weekly training 

webinars with Táve staff to make sure you're using your account to its 
fullest and answer any questions you have along the way. 

Sign Up For A Webinar Now! 

 

 

https://tave.com/app/settings/contact-forms
https://help.tave.com/getting-started/contact-forms/embedding-a-tave-contact-form-into-your-website
https://help.tave.com/getting-started/contact-forms/embedding-a-tave-contact-form-into-your-website
https://help.tave.com/getting-started/contact-forms/how-to-create-a-contact-form
https://tave.com/app/settings/brands
https://help.tave.com/getting-started/brands/customizing-your-branding
https://tave.com/app/settings/email/quick-responses
https://help.tave.com/need-help/tave-webinar-training

