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Summary

Making Payments

1. Login to Account

2. Click ‘ My Bookings’ or Profile drop down list

3. Select confirmed booking

4. Scroll to ‘Payment Due’

5. Click ‘Make Payment Now’

6. Choose payment type and proceed with payment



Finding your Booking for Payment

1. Access ‘My Bookings’

2. Select the Booking Name you wish to pay for

Three dots: To access booking actions

Words with an underline can be selected 
i.e an action or opens a new window

Note:

Payments can only be made on ‘Confirmed’ bookings



Making Payment

1. Scroll to find ‘Payment Due’

2. Select ‘Make payment now’

3. Go to online payment

Note: 

Tentative bookings will not show the ‘Make payment 

now’ button

Missing payment button

Tentative Booking Example

Confirmed Booking Example



Making Online Payment

1. Choose your payment type

a) Select card type: Debit or Credit

2. Choose payment amount

3. Click ‘Checkout’ 

4. Input card details

5. Click ‘Submit’ to finalise payment

Note:

A merchant surcharge will be applied to all payments

Council prefers users to make online payments. 

Other payment options like Cheque and Cash are accepted.

Booking ID must be provided as your payment reference



3. Check if Payment was Successful

Before payment

After payment the balance is $0.00



Booking Invoice 

Once payment is made, a system generated email will be 

sent confirming payment amount and booking reference

Go to ‘My Bookings’, click on three dots to find actions. 

1. Select ‘Download Invoice’ to view or print

2. Successful payment will be shown 



Summary

My Transactions

1. Login to Account

2. Click ‘ My Bookings’ or Profile drop down list

3. Click ‘ My Transactions’

4. Filter Transaction to preference



1. Access Transaction

Purpose of My Transactions:

This page will display all booking fees 

and status.

If you are unsure which bookings are 

outstanding/paid, ‘My Transactions’ will 

display the fees.



2. My Transactions

1. Filter to quickly find Outstanding or Completed 

transactions

Cancelled bookings will have an amount of $0

Note:

All transactions will show despite the status. 

Example

‘Outstanding’ Balance Type
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