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Registering a Bookable Account  
 

1. Click ‘Register’ at the top right of the screen. 

 

 
 

 

 

2. Select ‘Register With Your Email’ to get started. 
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3. Select Your Customer Type: Choose the most appropriate option. Note: All organisations require 

manual verification. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Enter your email address and create a password to set up your account on Bookable. 
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5. Complete both the ‘Organisation Details’ and the ‘Your Details’ sections. 
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6. Upload any required documents by selecting ‘Choose a File’ (e.g., your Public Liability Insurance 
document if you are an Organisation) 

7. Read and acknowledge the ‘Terms’ and ‘Platform Privacy Policy’. 

8. When you are finished, click ‘Create Account’ to complete the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
9. Verify Registration: A pop-up will inform you that your registration needs to be verified by a 

Bookings and Community Centre Officer. Click ‘OK’ and wait for a confirmation email. Note: if you 

don’t receive a confirmation email with 48 hours, please contact the Bookings Team on 8757 9000 
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How to make a booking 
 

1. Once your account has been verified, click ‘Log in’ to access the Council’s Booking System using 

the registered email address and password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Select Seasonal Bookings: Click the drop-down arrow next to ‘Cumberland City Council 

Bookings’ at the top left-hand corner and then select ‘Seasonal Bookings’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Bookable – Seasonal Hirers – How to Guide 

7 

 

 

3. On the next page, you will see options for ‘Open for Submissions’, ‘Submissions Opening Soon’ 

and ‘Submissions Now Closed’ options. Select the appropriate season for your booking.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
4. Click ‘Book this season now’ on the left-hand side of the screen. 
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5. A list of available venues will appear. 
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6. Select Your Venue and complete the details. Name your submission descriptively (e.g., ‘Winter 

Season’, ‘Gala Day’, ‘Sports Training’). The ‘Customer’ field will auto-fill with your organisation’s 

information.  
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7. Complete the Submission Frequency for your booking: 

• Choose ‘On a schedule’ for recurring bookings. 
• Name your series. 
• Select the required space (e.g., Field 1) and time. 
• Set the repeat frequency and days. 
• The ‘Start Date’ will auto-populate based on the season. 
• Specify the finish date by selecting a duration or a specific end date.  
• Click ‘Save Series’.  
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8. Refine and confirm the dates. Click ‘Continue.’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Holiday Dates: Remove any dates you do not need by clicking ‘Remove Dates and Proceed’ 
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10. To add an additional series, click on ‘Save and Add New Series’ and repeat the steps from Step 7.  
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11. Click ‘Review and Finalise’. If you need to add anything, select ‘Add’. 
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12. The Confirm & Checkout page will appear. Provide any additional information related to your 

booking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. If any additional documentation is required, upload it by clicking ‘Choose a File’. 
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14. Complete the ‘Additional Questions’ section in the Confirm & Checkout process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15. Click ‘Complete Booking’ to finalise your booking. 
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16. Read the Terms and Conditions and accept them. 
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17. Your booking request will be sent to the Bookings and Community Centre team for review. Once 

approved, your booking will be confirmed and you will receive an invoice and a confirmation 

letter. 
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Managing your Account/Booking 
 

1. Hover over your name in the top right corner to, reveal a drop-down menu with three options: 

My Accounts, My Transactions and My Bookings. 

 

 

 

 

 

 

 

 

 

2. The first option, ‘My Account’, displays all your personal and contact details. If you need to 

change your password, click ‘Change Password.’ 

 
 

3. The second option, ‘My Transactions’, displays all your transactions, including fee breakdowns.  

 

4. The third option, ‘My Bookings’, shows all your bookings with details such as, Booking ID, venue, 

items, next booking date, creation date, price and status.  

 

5. To find more details, such as how to pay or cancel, click on the ‘Booking Name’ under ‘My 

Bookings’. 
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6. To make payment, click ‘Make Payment Now’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. To cancel a booking, click ‘Cancel this Booking’. Note: A cancellation fee may be applicable. Please 

refer to the ‘Terms and Conditions’ for details. 

 

 

 

 

 

 

 

 

 

 

8. To modify a booking, scroll down to ‘Booking Dates’ and click ‘Edit’. 
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9. A pop-up like the one below will appear, allowing you to edit the date, time, attendees, and 

items for the selected venue. Click ‘Save’ to ensure all changes are applied.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. To add an additional date, click ‘Add Date to Booking’.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Bookable – Seasonal Hirers – How to Guide 

21 

 

 

11. A pop-up like the one below will appear. You can edit the date by clicking the calendar, add a 

repeated event, and adjust the time, attendees, and item for the chosen venue. Click ‘Save’ to 

apply all changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

18. Your booking will be marked as tentative while changes are being processed. The modification 

will be sent to the Bookings and Community Centre team for review. Once approved, your 

booking will be confirmed and you will receive an invoice and revised confirmation letter. 
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How to Reset your Password 
 

1. Click ‘Log In’. 

 
 
 
 
 

2. Enter your email address and click ‘Log in with Email’. 

 

 
 

3. If you have forgotten your password, click ‘Forgot Your Password?’ 
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4. Re-enter your email address when prompted, click ‘OK’. 

5. You will receive an email from ‘bookable@cumberland.nsw.gov.au’ 

6. Open the email and click the link provided to be redirected to the booking site. 

7. Enter and confirm new password in the relevant fields. 

8. Click ‘Reset Password’ 

9. Your password is now reset, and you can log in using the new password. 

 

Important Information  
 

 

 
 

1. One (1) account per organisation / club  

2. Additional users can be added to each account.  

3. Public Liability Insurance Certificate (PLI) must be uploaded against your EOI request. Ensure the 

PLI is current and has not expired. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


