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Summary

Booking Locations and Spaces

1. Find a location (venue)

2. Find a Space 

3. Refine your booking information

4. Pricing and Confirmation



Finding a Location

Find your location using:

• Search bar

• Scroll bar

Click on the text or picture to 

access bookable spaces

Note:

Filters can be applied to narrow 

search options



Finding a Space

1. Choose a date

2. Scroll to find your preferred space

3. Click ‘Book it’ to access space



Refine your booking

1. Provide the following information:

a) Name of Booking

b) Purpose of Booking

c) Number of People Attending

2. Check Your Booking Account is correct



Refine your booking

3. To book a space, use the drop

down list  or scroll to select

4. Adjust the booking time using the 

drop down or timeline

Scroll bar

Bookable spaces

Timeline



Refine your booking – Add ons Part 1

Multiple spaces on the same date

1. Select ‘Add another’

2. Proceed with space selection and time 

adjustment

Note:
‘Add another’ space only applicable for 
same date bookings



Refine your booking – Add ons Part 2

Multiple dates (not seasonal booking)

1. Select ‘Add a Date’

2. Adjust preferred date

3. Proceed with venue selection and time 

adjustment
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Refine Booking – Making Changes

To make changes to:

1. Booking Date > Select booking item and 

adjust date

2. Space > Select booking item and adjust 

space

3. Time > Select booking item and adjust 

time
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Pricing and Confirmation

1. Select ‘Continue to Pricing & Confirmation’ to view booking summary

Top page Bottom page



Pricing and Confirmation – Select Extras

Optional – Select Extras

If you wish to have sports ground lighting, please 

‘Add’ to your booking (fees are applicable).

1. Select location and time the lighting is required

2. Click ‘Save’ to keep changes

Note: 

Lighting may not be available if it is not requested and paid 

for



Pricing and Confirmation

Check your Booking Information:

o Description (add info if necessary)

o Special requirements (if required)

o Applicable Booking fees



Pricing and Confirmation

Fees are calculated based on:

• Account type

• Purpose of hire

• Duration of hire

• Extras: i.e Sports ground lighting



Pricing and Confirmation

Mandatory documentation:

• Organisations must upload a current Public Liability 

Insurance (within your account)

Additional documentation may be requested:

Example:

• Risk assessment

• Traffic management plan

• Mud map



Pricing and Confirmation

Optional Subscribing: Add a contact to the booking 

Booking creator can added a contact so others may 

receive the same notification and updates

1. Click ‘Complete Booking’ to finalise booking

2. Review Terms and Conditions

3. Check Public Liability Insurance document is 

uploaded

4. Accept Terms and Conditions



Completed Booking

Your Booking ID will now appear in 

your account under ‘My Bookings’

Your booking status is tentative

Council staff will review your booking 

and advice the outcome via email 



Summary

Editing Bookings

1. Login to Account

2. Click ‘My Bookings’

3. Click on the three dots for Booking actions

4. Select the Booking Name to edit

5. Click on prompts (purple textboxes) to adjust booking information

6. Select ‘Save’ to keep or ‘Cancel’ to discard changes



Access Bookings

My Bookings tab will provide you access to 

view and manage your bookings:

• Bookings status

i.e Cancelled, tentative, confirmed

• Date of booking created

• Total booking fees

• Date of future/upcoming booking



View Booking and Actions
1. Select the three dots to show actions

2. Select the booking name to view the following: 

• Booking status

• Pop up message for any actions required
i.e documents to be uploaded

• Fees

• Booking Dates

Note:

Words with an underline can be selected 

i.e an action or opens a new window

All booking documentation can be redownloaded and 
accessed in ‘My Bookings’



Edit Bookings

3. To edit the booking, click on purple boxes to

follow through with action

i.e ‘Update Booking Information’, ‘Edit’

What can I change on my booking?

• Number of Attendees

• Description

• Special Requirements

• Upload Documents

• Change booking time and date

• Cancel bookings



Edit Bookings

1. Click Edit to open individual Booking details

2. Edit information

3. Select Save to keep edits

If the booking was previously confirmed, any edits 

will automatically change the status to tentative.

GRC booking staff will be notified of the changes

Note:

If changes are not required, click ‘Cancel’



Cancelling a Booking

1. Select the booking

2. Select ‘Cancel this booking’ on the right

3. Confirm cancellation > Yes .

4. If paid, a refund request will go to Council to action 

and be cancelled immediately.

5. If not paid, booking will be immediately cancelled

6. The booking history will be in ‘My Transactions’


