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Logging in (existing user) 

If you have recently made a booking with the City of Mandurah, your user account will already exist under your email 

address with a temporary password. You may have already received emails from the booking system. If you are unsure of which 

email address has been used, please contact the team at recreationservices@ mandurah.wa.gov.au. 

 
1. Enter the landing page at Bookable. 

 

2. Select Log In at the top of the page. 

 

 

 

 

 

 

3. Select Forgot Your Password. 
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4. Enter your email address then select OK to reset your password. 

 

 

5. Check your inbox and follow the steps provided to reset your 
password. 

 

 

6. Return to the log-in page and enter email address and new password. 
Once logged in you can view all City of Mandurah venues to make a 
booking and view your account. 
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Register (new user) 
You must be a registered user or organisation to make a booking. If you are unsure 
whether you already have an account registered, please contact the Recreation 
Services Team at recreationservices@ mandurah.wa.gov.au. 

 

1. Enter the landing page at Bookable. 
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2. Select Register at the top of the page. 

 

 

 

 

3. Select the required account type. The options are either ‘Individual’ or 
‘Organisation’ 

4. The following instructions are for an ‘Individual’ customer type. Select 
‘Private Hirer’ as the account type. 
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5. Enter your details as prompted and click Create Account. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. The image below shows the help information and warnings that might 
display during this step. 
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7. Your account has now been registered, and you can log in to make 
bookings. 

 

 

 
If you are an ‘Organisation’ customer type, follow the instructions below. 
 
 

1. Select the correct organisation type 

 
 

 
 
 
 
 
 
 

2. Enter your account information.  

 

Tips: Email: A valid email address consists of an email prefix and an email domain, 
both in acceptable formats. 
The prefix appears to the left of the @ symbol. The domain (e.g. gmail.com) 
appears to the right of the @ symbol. 
Password: Strong Password rules apply. 
Select Sign up to new and other helpful information…. if you wish to receive 
marketing communications 
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3. Upload Required documentation is applicable. 

 

 

 

 

 

 

 

4. Once all mandatory fields are complete, select Create account.  

 
All new registrations are required to be verified before being able to log-in and 
make a booking. The Recreation Services Team will review and verify your 
registration within 3 working days. Once your account is verified, an email 
notification will be sent directly from the booking system to the email address   
used for registration. 
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Common scenarios that could occur: 
 
Email already taken: 
This email is already in use against an account in the system. Refer to Login 
information.  

 
 
 
 
 

Your organisation may already have an account: 
 
This email domain is already in use against an account in the system. Reach out 
within your organisation and the primary user will be able to invite you to join the 
organisation. 
 

 
 

 
 

 

Booking a venue 
 

1. Enter the landing page at Bookable. Then click Log In. 
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Finding and Selecting a Venue  
 

• Use the predefined category filters the top of the page to search for a 
space based on the purpose of your booking.  

• If you know the name of the venue, you can enter this in the search bar at 
the top.  

• Alternatively, click the 'Filters' button to narrow down venues by: Venue 
types  

• Allowed activities  
• Other specification  

 
• To check venue availability for a specific date: Click 'Set a Date' to display 

available venues for your selected date.  
• Select your preferred venue to proceed with the booking  

 
• Enter the date of your meeting/event in the 'Find Availability' field. If you 

used the ‘Set a Date’ in Step 2, the date will already be prefilled.  
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• Review available spaces at the venue.  
 

• Proceed with your booking based on the available options by clicking on 
the start time on the availability calendar underneath the space that you 
wish to book. 

 
• The calendar will show if there is availability or if the venue is already 

booked or closed.  
 
 
 
 
 
 
 
 
 
 
 

 
 
 

• Click on the time on the calendar that you wish to book and it will go green. 
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Refine your Booking  
 
Enter a name for your booking (e.g. ‘Public Art Committee Meeting’), select the 
most appropriate purpose from the list and enter the Number of People that will 
be attending. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

• You can then adjust the length of your booking and add any additional 
spaces that will be hired at this venue.  
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• If this booking is required for multiple dates, click the ‘Create a Series’ 
button to add additional dates and times.  
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• Alternatively, you can add individual dates. 
 

 
 

Confirm your Booking  
 

• If a venue has any additional add ons, these will appear at the next step. 
Some extras will incur an additional cost, which will be displayed on this 
screen if selected. 

 
• Click Review and Finalise when you are finished. 
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• Next you will have the opportunity to upload any requirement documents. 
IF you don’t have these to hand, they can be uploaded at a later date.  

 
 

• At the bottom of the confirmation page, you will be required to fill out a 
checklist. This will give our booking officers more information about your 
requirements and any additional permits or approvals that may be required. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The City of Mandurah Terms and Conditions will be displayed on the next 
page for you to read and accept.  
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• Once you are happy with the booking details, you can confirm the booking, 
and it will be submitted to the relevant department for approval. Please 
allow 48 hours for this process.  

 

 

Amend a booking 
 

1. To manage a booking click on ‘My Bookings’.  
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• A 2-step authenticator prompt will appear, if your mobile number is 
registered in the system, it will be displayed here. Click ‘Send SMS’ and you 
will receive a code from Bookable.  

 
 
 
 
 
 
 
 
 
 
 

• If the number displayed is incorrect, please contact the relevant Facility 
Custodian and they will update the number for you.  

 
• From the ‘My Bookings’ section, you can: 

 
o View all bookings. 
o Amend or cancel or duplicate your booking. 
o Make a payment in full, or part payment. 
o Download your invoice. 
o Update your personal details. 
o Upload documents. 
o If you are an organisation, you can invite or add new users. 
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2. To view your booking, click on the booking name. 

 

 

 

 

 

 

 

3. To amend a booking date, click ‘edit’ next to the relevant date. 

 

 

 

 

 
 
 

• From the edit screen you can: 

o Change the date of the booking 

o Change the time of the booking 

o Cancel the date of the booking 

o Add a bookable item 
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• You can also add a date to the booking by clicking here. 
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• Then add the new date and time required or change the bookable item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The new date will then be added to the booking page. 

 
 
 

 
 

4. To cancel a booking date, click edit and then ‘Cancel’ 
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• All changes will be saved automatically, and the booking status will revert to 
‘Tentative’. A booking officer will review the changes and ‘Confirm’ the 
booking. 
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• You will receive email confirmation once your amended booking is confirmed. 

 

 

 

 

 

 

• Click on the blue button with 3 dots to access more information about your 
booking. 
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Making a payment 
 

1. Log into your account. 

2. Access ‘My Bookings’ 

 

 

 

 

 

 

• Click on the booking name to open. 

• If you have payment due, you will see a notice at the top of the page 

• If you click Make a payment now, you will be able to pay with a Visa or 
Mastercard. 

3. Pay the amount due, or the full balance. 
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4. Pay a custom amount, from the ‘My Booking’ screen 

 

 

 

 

 

 

 

• You will then have the option to select which amounts from the invoice you 
would like to pay, by unticking the ‘Pay’ check box at the top, then ticking the 
required invoices on the left-hand side. 

• Untick the ‘Pay’ box, and select the items you would like to pay on the left 
hand-side. 
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• Or overwrite the amount on the right-hand side to reflect the amount you 
would like to pay. 
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Download your invoice 
 

1. Log in and access the ‘My Bookings’ section of the portal. 

 

 

 

 

 

 

 

 

 

 

2. Click on the blue button with 3 dots next to your booking. 

3. Click download invoice. 
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4. Your invoice will be downloaded as a PDF onto your computer or phone. 
You can access your downloads from your browser by clicking here. 

 

 

 

 

 

 

 

 

Adding an additional user to your organisation 

 

1. Login to your account and click ‘My Account’ 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Version: 1, Version Date: 11/06/2025
Document Set ID: 7604768



 

28  

2. Click ‘My Organisation’ 

 

 

 

 

 

 

 

 

3. Scroll to the bottom and you have the option to ‘Add User’ or ‘Invite User’ 

 

 

 

 

 

4. There is also an option to allow all users to view bookings for the 
organisation.  

Leave this un-checked if you don’t want this to happen. 
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Frequently Asked Questions 
I have forgotten my password – how do I reset it? 

Select Forgot Password on the log in page, and follow the prompts. You can 
also follow the instructions on ‘Logging In (Existing User) 

 

I have created an additional user account to the one City of Mandurah 
have registered for me – what do I do? 

The user email address is a unique identifier for all customers, and we 
recommend only having one email address and user for all bookings. Please 
contact recreationservices@mandurah.wa.gov.au for further assistance. 
 

How do I add an additional user for my organisation? 

See the use guide - Adding an additional user to your organisation 
 

How do I add an additional contact to receive confirmation emails and 
invoices? 

Once logged in, select ‘My Bookings’ and open the booking you would like 
to add a contact too. Scroll to the bottom of the page and click ‘Add 
Contact’ 

 

What payment methods are available? 

Online card (BPoint) is the preferred method of payment, which accepts both 
debit and credit Visa and Mastercard. 

If you are a regular hirer you should have a PayWay number, which is a BSB 
and Account Number specific to your organization. You can continue to use 
this method of payment with our new system. 

If you would like to be set up for this method of payment, please contact 
recreationservices@mandurah.wa.gov.au 

We also accept cash, cheque and eftpos in person at the City of Mandurah 
admin building, located at 3 Peel Street, Mandurah between the hours of 
8am – 4.30pm. 

For more information on making a payment see - Making a payment. 
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I’m an organisation and Bookable keeps asking for my Public Liability 
Insurance. Do I need to provide this for every booking? 

No, you will only need to provide a copy of your insurance once. A booking 
officer will then add this to your organisation account. Future bookings 
should not require you to add the insurance again. Bookable will send you a 
reminder 14 days before the policy expires, requesting you to upload your 
new certificate.  
 

I’m a regular hirer who pays monthly but my invoice shows the balance 
for the full year, is this correct? 

Yes, this is correct. Bookable is a little different to our old system where you 
have full visibility of your bookings and fees for the year. Your account will 
show the outstanding amount for the year, but you will be sent a payment 
reminder each month, showing only the amount due. 

Your invoice will also break down the amount due into monthly due dates. 
You can download your invoice by following the instructions in this guide – 
Downloading your invoice. Below is an example of how this will look. 
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