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Where to start?

Booking a Hall or Community Centre for your special event
Booking Refinement

Single day booking

Multiple day booking

Booking refinements

Confirming your booking

Account Registration

Creating an Individual User Account

Creating a Business or Organisation user Account
Reset your password

Manage your account/booking

Part payments
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Use Bookable to hire our facilities and recreational spaces.
This guide will show you how to register as a customer and complete
a booking.

WHERE TO START
Visit our website
www.campbelltown.nsw.gov.au

BOOK IT

Select the ‘Book it’ button from the popular links menu
to view the Services and Facilities for hire webpage.
From the menu options, select the “Hall hire for private/
business/school functions’ option. This will show a
listing of all the halls that can be hired.

& The indoor swimming pool at Eagle Vale Central will be closed for 12.2nd 31 May,

% capgeLiTonN
s ITCRIEL
CHANGES TO QUEEN STREET PARKING
Proudly funded by ) ) )
Trial of changes to parking on Queen Street begins Monday 3 May
2021. 0 N
J\l’)
| | @ ol - e
Waste and Recycling Animals and Pets Build and Develop Business and Investment Libraries
@ - ® 7T 3
Campbelltown Arts Centre  Aquatics, Fitness and Indoor Parks, Sport and Recreation Facilities for Hire Child Care
Sports
FACILITIES FOR HIRE ‘m
Selecting the ‘Facilities for Hire’ icon will present a listing of all the

facilities that you can hire. To refine this listing to halls only, select
Halls entry from the facility type drop down.
Facilities for Hire

Select the hall from the listing for further details and to book your event, function, workshop or meeting.
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Booking a Hall or Community Centre

BOOK A HALL
Based on the venue selected on the Facilities for Hire list,
a new window will open with a summary of the venue that
was selected.

If this is the venue you wish to book, then click on
Explore Venue
to continue.

For this example, we have identified the Blair Athol

Community Hall which is entered into Search for the
Venue filter field.

1.Search 2. Refine 3. Confirm & Pay

Filters Tile View Map View

Blair Athol Community Hall

Venue Type

alls and Community Cent ¥

EXPLORE VENUE

Activity Type ~——
elect Activity Tvpe - v
Search for a Venue = = .
i bl Gommualiia (&[] [8][=][P] [#) See availability & More
Date Filters
L e Venue Type:
Clear Al Activity Type:
m Search for a Venue:
Date:
More Options

BOOKABLE ITEMS
Details of the venue you want to book will be displayed.

Bookable Items provides a summary of the spaces that
can be hired within the venue and the availability of the
spaces.

You can adjust the view to weekly or monthly.

Find further information by selecting the Venue Details,
Images or Documents tabs.

Select the Book Venue button to continue with the
booking process.

1. Search

Filters

More Options

[/ [8] =] (%] [P] [##][&] S

3. Confirm & Pay

Tile View Map View

BOOK VENUE

1y booking MlBocked = putter  Ruaiable  closes Mlci
L] B
5 8 % 8§
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Booking Refinement

You're now ready to go ahead with your booking. This is
where you enter specific details about your event.

Booking Name: title of the event (ie Fred's Birthday Party)
Attendee Numbers: the approximate number of people
attending.

Purpose: from the put-down menu, select the description
that closely matches the purpose of your event.
Customer: If you are logged in, this will prefill or if you
are a new user to the Council Booking System, you will

be required to create a user account by registering your
details. More details can be found in the creating a user
account section. Bookings start with a single day.

You can add additional days or date sequences.

More details can be entered by selecting the
+ Additional Information section.

1.Search 2. Refine

3. Confirm & Pay

Booking Refinement

1. Bcok;ng Overview Ts start your bool g. add a Name for the Booking, choose your purpase and login if you are registered

Booking Name: * (150 characters | Attendee Numbers: *
Purpose: * Customer:
Purpose v Guest

+ Additional Information

Included Dates
Wednesday 14/04/2021

Please Note: If you are a new user to the Council Booking System, you will be required to create a user account
by registering your details. This is free and will allow you to manage your current and future bookings with us.
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Single Day Bookings

Enter the date and time of your booking.
Select the area to be booked from the drop down and the
time you wish to use the venue.

If the event is using more than one space within the
same venue (i.e Hall, Meeting Room or Office) then click
on Add booking Item to add other spaces.

To delect a space from your booking, click on the Bin icon
next to the item that is not required.

When finished, select save and then Checkout.

2. BCGkéﬂg Items a4dd the items you wish to book, then choose the duration of your book ng
14/046/2021 Create Repeat/Add Date
Bookable Items * From To

Main Lall

Add Booking Item

Blair Athol Community Hall 24 hour view | Weekly view | Monthly view

Wed fpr 14, 2021 Clash My booking M current Reserved Il Booked Buffer Hvailable Closed M Closure
L S BB B L L e £ F:fEz§s
"2 2 8 8 B 8 m e i o O e

£ New Search Checkout ¥
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Multiple Day Bookings

To book a multiple day event:

« Enter all information as above
« Select Create Repeat / Add Date then click 0K

Monthly - You can select the day each
month or alternatively you can select a
sequence such as the Ist Sunday of
each month for 6 months.;

Weekly - Select which day you wish to
repeat the booking for and for how many

Daily - Consecutive Days;

weeks. Multiple days can be selected.;

Create Repeat/Add Date

Create Repeat/Add Date

Create Repeat/Add Date

Create Repeat 05 Add Datels) Create Repeat or Add Datels) Sl o
Repeat: fiepents Repeat:
Monthly
Daily Weekly
Ficoeat y Repeat every: 1 manths(s)
epaatieveny: 2 ayls] Repeat every: 1 weekls)
Repeat On:
End:
Repeat on: [ Advanced Timing ®Day 16
© After 2 occurence(s) Os ¥ .
un (J Mon [ Tue () Wed O Thr O Fri @ Sat o} i i
Con
B End: End:
® After P occurence(s) © After 2 occurencels)
Oon ©on
o] et = [
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Booking Refinement

You will now notice the repeat dates are showing on the
booking screen.

If you have made a mistake, delete the date(s) by clicking
on the Bin icon next to the date.

When finished, select Checkout to continue to the next
stage of the booking.

1. Search 2. Refine

Booking Refinement

3. Confirm & Pay

i [ BDOKing Overview To start your booking, add a Mame for the Booking, choose your purpose and select the Customer E
Booking Name: (13/150 characters Attendee Numbers: Included Dates
Council Event Saturday 16/10/2021
Saturday 23/10/2021
Purpose: Customer: ] ) -
Saturday 30/10/202 3]
Function - Full Day v Nicole Duncombe Saturday 06/11/2621
+ Additional Information
2. Booking Items Add the items you wish to book, then choose the duration of your booking, 1
16/10/2021 Create Repeat/Add Date
Bookable Items From To
Main Hall ¥ D03 v:oov 10 v: 00V

Add Booking Item

Price May Change

Campbelltown City Council
regularly updates pricing and one
or more of the items on this
booking may be re-priced at a
later date. A notification will be
sent if this occurs.

Please Note: Price change may be applied if the booking you're submitting is fully or partially in a new financial year (ie. bookings made
after 1July of each year).You will be informed if this is the case. Click Close to acknowledge this message and continue with the booking.
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Adding Dates to the Booking

Select Add Date(s) to enter unique repeat dates and
times for your event.

Enter the date and time (From and To) details that you
require, and then click on Add to include them in your
booking.

When you've completed putting you information in,

check your details and then click on 0K to continue to
the next stage.

Create Repeat/Add Date

Create Repeat ar Add Datels)

Choose your Date, then From and To times, Press '‘Add' to add multiple dates.

Date From To

16/10/2021 08 v : 00 v 10 v 0o v
Add

; 10/2021 09:00 - 10:00 Delete/Edit

[:onf"'mmg your Bookmg
Booking Details

When all details have been entered, you will be asked to o e =

confirm your booking details on the Confirm & Pay page. o B s

Please check that all the information presented is correct, -

in particular the Booking Breakdown details.

Confirm and submit the booking by clicking Complete. e — e e
A upluﬂnlxumml

Other available options are: —

Delete: select this option to cancel and remove the booking. il i sl

Modify: select this option to amend the details of your

booking

Print Quote: select this option to print a copy of the booking o

and pricing for reference. i [ s | |
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Confirm your Booking

Before completing your booking, you will be asked to
complete a check list that will assist us with identifying
if any additional information is required to validate and
finalise your booking.

The next prompt will request you to acknowledge that you
have read and accept the Terms and Conditions for Hall Hire.

Click the check box and select Continue.

Terms and Conditions

Halls Hire Agreement
Hall Hire Agreement including full Terms and Conditions

Print

[J1 have read and accept the Terms and Condition.

Congratulations you have now successfully created a hooking with
us at Campbelltown City Council.

Please note: This is a tentative booking and not a confirmed booking.
All'bookings are reviewed and confirmed bookings are contacted by
Customer Service to finalise.

Thank You!

Your booking is now complete. A copy of your Booking Confirmaton and Tax invoice/ Receqpt has
been sent to- Fred.Fisher@campbelltown.nsw.gov.au You can also download these
docurments here or any bme from [the booking details) of your Account.

g
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Account Registration

Here you will be able to register as a user or an organisation:

To complete a hall booking, you must create an account and be registered through the online booking system.
« Login (once you are registered)

« Check on the availability of a venue

« Create a booking

« Search for other venues using filters
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Creating an Individual User Account

Registration Type: Individual
Customer Type: Private hirer

Follow the below to create a personal user account:

Registration Type section:
To register as an individual, select Individual from the pulldown
menu in the Registration Type field.

Select Private Hirer from the pulldown menu to define the
Customer Type field.

Create Account section:

As requested, enter your email address and a unique password for your
account. This email address will be used as your user account name.
Note: The broken line beneath the password field will indicate the strength

of your password.

Repeat the process to confirm your credentials.
Personal Details section:

In this section, please define name and contact details for the primary
user of the account.

Upload Document section:
If you have any documentation to upload such as insurance or
certificates, you can do so in this section.

Read and agree to the Privacy Palicy and Terms of Use, by clicking
in the check-box.

Select Create Account to complete the registration.

Complete the New Customer form below and start booking all your
favourite venues ...once your registration is verified!

Registration Type 2

Individual bt Private Hirer b

Create Account &

o

Personal Details

Select State™ g Australia -

Upload Document
Any documents specified below must be uploaded as part of your registration. Registrations that do not include
the required documents may be delayed or rejected.

NA
O By registering, you agree you have read and you accept our Privacy Policy and Terms of Use.

Create Account
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Creating a Business or Organisation User Account

Registration Type: Organisation

Customer Type:

«  Commercial Business

«  Government

Not for Profit (NFP)

Religious and Youth Groups School (Educational Institution)
- Inside LGA

«  School (Educational Institution)

- Outside LGA

«  Sporting Clubs/Associations

Follow the below to create a business or organisation account:

Registration Type section:
To register as an individual, select Organisation from the pulldown
menu in the.

Registration Type field: Select the appropriate type from the
pulldown menu (seelistabove) tg define the Customer Type field.

Organisation Details section:
Please enter the details for your organisation/group into the
relevant information fields provided.

Create Account section: As requested, enter your email address and
an unique password for your new account. This email address will be
used as your user account name when accessing the booking system.

Note: The broken line beneath the password field will indicate the strength of
your password.

Repeat the process to confirm your credentials.

If you are unsure of your Australian Business Number (ABN), then use
the ABN Lookup facility (https://abr.business.gov.au/) located on
the Australian Business Register website.

Primary User Personal Details section:

In this section, please define name and contact details for the
primary user of the account including the contact information for
this individual.

Upload Document section:
Upload any documents such as public liability insurance, Incorporation
certificate or Not for Profit registration.

Read and agree to the Privacy Policy and Terms of Use, by clicking in
the check-box.

Select Create Account to complete the registration.

Complete the New Customer form below and start booking all your
favourite venues ...once your registration is verified!

Registration Type 9,
Organisation w Mat for Profit k4
Organisation Detalls 2
Selact State” W Australia -
Create Account &
.......... 5. ]
Primary User Personal Details 2
Titl hd
Select State* ! Australia hd
Upload Decument

Any documents specifi

loaded as part of your registration. Registrations that do not include
tha required d ted

Certificate of Incarparatio

NSW Fair Trading) OR Income Tax Exempt Charity Statement {AT0) OR Councll

Exernption Letter under of Local Gow Act

O By registering. you agree you have read and you accept our Privacy Policy and Terms of Use.
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Reset your Password

1. To reset your password, click on the ‘Login’ blue hyperlink .

Jwem=  CAMPBELLTOWN CITY COUNCIL

Regular Seasonal

1. Search 2. Refine 3. Confirm & Pay

Filters

Venue Type Welcome to Campbelitown City Council’s venue booking website.

Here you are able to search for venues and make reservations for the venue of your choice.

2. Click on ‘forgot password’

Login

Customer Login A

3. Type in your email address and click ‘0K"

Forgot Password?

Please enter your email to reset password

4. An email will be sent to your email address. Click on the
link within the email which will take you to the booking
site.

5. Enter the new password and confirm it in the relevant
fields.
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Reset your Password

6. Click 'Reset Password'. Your password has been reset and
you are now able to login using the new password

Reset Password

nter New Password o)

New Password

..................
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Manage your account/hooking

You can manage your bookings through ‘My Account’

« The ‘My Bookings' tab displays all past and current
bookings.

« By clicking on the ‘Booking name’ you are able to make
changes, cancel a booking and upload any applicable
documentation e.g. Public Liability

« To make credit card payment, click on ‘add a payment’

« Clicking the three little dots on the right-hand side will
allow you to download an invoice or duplicate a booking.

My Account

y Bookings My Details My Organisation
e

Vly Bookings Al Bookings

id Booking Name Venue Items Next Booking Date
1990 CCC Weekly Meeting ar Coy tv Centre  Main H. 18 1

Please Note: If you cancel a booking, you may be subject to a cancellation fee. Please refer to the ‘Terms and Conditions’.
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Part Payments

To add a payment to an invoice if you have multiple
bookings, click on add payment, complete payment type
and click on the blue downward arrow

My Bookings My Details My Organisation

My Bookings All Bookings

1. Pisase choose payment type: Credit Card ¥

Booking 94 - Woodbine Neighbourhood Centre (Amount Due: $0.63)

Go to My Event Registrations

Outstanding : $10,840.00 FRELF PR

Payment Amount : $0.00

E Pay

Booking 45 - Woodbine Neighbourhood Centre (Amount Due: $10,840.00) Pay

The downward arrow will list the generated Tax Invoices.

Select the invoice you would like to make a payment on through the
tick box on the left, enter the payment amount and click checkout.

Booking 45 - Woodbine Neighbourhood Centre - (Amount Due: $10,840.00) B

Invoice Outstanding Due Date

Amount

Payment
EINv-338 ) [INVOICE] Woodbine Neighbourhood £140.00 13/08/2021 $140. OO
Centre

EINv-338  [INVOICE] Woodbine Neighbourhood $140.00 13/08/2021 $140.00 140.00
Centre

EiNv-338  [INVOICE] Woodbine Neighbourhood £140.00 13/08/2021 $14000 140.00
Centre

CJINV-338  [INVOICE] Woodbine Neighbourhood $140.00 13/08/2021 $140.00
Centre
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My Details

To update your details, click on the edit icon and make any applicable changes

My Account

My Bookings My Detalli My Organisation o 16 My Event Regitrations

My Personal Information

Personal Details 2
Tithas Given Bamelsl Surname;
Mr v John Smith
Contact Details &=
+ Add Contact

Name Badress Positian Mabile Documants Main
John Smith 91 Queen Street Campbelltown 2560 -

[ e rerees [

Jpload Document (Mote: * documents added after account venification cannot be deleted)
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A few of our halls

[ 3
e s
k.. . e S b
£ i gl s £ 48 d .
o Z i l = a;,
- [«

ESEE =

Eagle Vale Neighbourhood Centre * Blair Athol Commumty Hall - 3

RN
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www.campbelltown.nsw.gov.au




