
Updating your account, booking and payments  

1. From the booking home page, Login on the upper right-hand side. You name will appear in the upper right 

 
 

2. By clicking on ‘My Bookings” you can see all your bookings, including amounts owing, and status.  The four tabs 
at the top will enable you to toggle from “My Bookings” to:  

a. “My Details” to review and update your contact details, add contacts, and upload documents.  
b. “My Organisation” allows you to update your organisations details and add contact linked to the 

organisation.  
c. “My Transactions” allows you to view transactions against your bookings. 

  
 
 
UPDATING BOOKING  

3. By clicking on the name of the booking you will be able to manage the individual booking, alternatively click on 
the “…” to the side of the booking to see other options.  
 

4. From this page you can duplicate the booking, change dates, or booking times.  

 
5. Using the top five tabs next to “Manage your booking” will allow you to toggle to:  

a. “Payment” to review the total value of the booking, amount payable now, past payments, as well 
as make payment.  

b. “Information” for providing general details on your booking. 
c. “Dates” to review and edit individual dates and times for you booking. 
d. “Documentation” to review and update documentation you have provided for your bookings. 
e. “Contacts” to update and contacts you would like for bookings. 

 

  



 
ADDING PAYMENT 

6. Click on Add Payment from your main “My Account” screen.  
 

7. Select your payment type and what credit card you will be using.  
           

8. Select which booking you would like to make a payment scroll and 
select which dates you would like to make payment towards. The total 
you have selected to pay will appear in the upper right.   
Note: Please do not try to make payment to Tentative bookings.  

   
9. Once your dates and amount you would like to pay are correct click “Checkout” at the bottom.  

 
10. You will be prompted to enter your credit card details.  

 
11. You will receive an email receipt once payment is completed and you will see the transaction on the booking 

account. 
 

 

 

 
 
 


