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Please be advised if you have recently held a booking with Cloncurry Shire Council your user

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 Facilities Team at venues@cloncurry.qld.gov.au or (07) 4742 4100.

LOGGING IN (EXISTING USER)
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ENTER THE LANDING PAGE AT BOOKABLE.

SELECT LOGIN AT  THE TOP OF THE PAGE.
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SELECT FORGOT PASSWORD.

ENTER YOUR EMAIL  ADDRESS AND PASSWORD,  THEN SELECT
LOGIN.

ONCE LOGGED IN ,  YOU CAN VIEW CLONCURRY SHIRE COUNCIL
VENUES AND MAKE A BOOKING.

ENTER NEW PASSWORD.

ENTER YOUR EMAIL  ADDRESS THEN SELECT OK TO RESET
YOUR PASSWORD.
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SELECT REGISTER AT  THE TOP OF THE PAGE.

Please be advised you must be a registered customer or organisation to make a booking. If

you are unsure whether you already have a user registered, please contact the Facilities

Team at venues@cloncurry.qld.gov.au or (07) 4742 4100.

REGISTER (NEW USER)

ENTER THE LANDING PAGE AT BOOKABLE.
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SELECT THE REGISTRATION TYPE FROM THE DROP DOWN
AS EITHER ORGANISATION OR INDIVIDUAL.

IF  YOU ARE AN ORGANISATION,  SELECT WHETHER YOU ARE
COMMERCIAL ,  NOT FOR PROFIT ,  SCHOOL WITHIN OR
OUTSIDE THE LGA,  OR SPORTING CLUB/ASSOCIATION.

SELECT THE CUSTOMER TYPE FROM THE DROP DOWN.  IF
YOU ARE AN INDIVIDUAL,  SELECTED WHETHER YOU ARE A
PRIVATE HIRER WITHIN OR OUTSIDE THE LOCAL
GOVERNMENT AREA (LGA) .
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COMPLETE THE REQUIRED REGISTRATION AND CONTACT
DETAIL  F IELDS.
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READ THROUGH AND AGREE TO THE PRIVACY POLICY AND
TERMS OF USE.

UPLOAD ANY REQUIRED DOCUMENTS (FOR EXAMPLE,
PUBLIC L IABIL ITY  INSURANCE OR CERTIF ICATE OF
INCORPORATION FOR NOT FOR PROFIT  ORGANISATIONS) .
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SELECT CREATE ACCOUNT TO COMPLETE THE REGISTRATION.

Please  be  adv ised a l l  new regist rat ions  are  required to  be  ver i f ied  by
Counci l  before  be ing able  to  log  in  and make a  booking .



The Fac i l i t ies  Team wi l l  rev iew and ver i fy  your  regist rat ion  with in  5

work ing days .  Once your  account  i s  ver i f ied ,  an  emai l  not i f icat ion  wi l l  be
sent  d i rect ly  f rom the  booking system to  the  emai l  used for  regist rat ion .
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Please be advised Cloncurry Shire Council requires a minimum of five (5) days’ notice for all

bookings.

MAKE A BOOKING

BOOKABLE
F a c i l i t y  a n d  R e c r e a t i o n a l  B o o k i n g
STEP-BY-STEP USER ONLINE BOOKING GUIDE

ENTER THE LANDING PAGE AT BOOKABLE.

SELECT LOGIN AT  THE TOP OF THE PAGE.
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USE THE F ILTERS ON THE LEFT-HAND SIDE TO SEARCH
BY VENUE TYPE,  ACTIVITY  TYPE,  VENUE NAME OR
AVAILABLE DATE.

SELECT SEARCH AND ALL MATCHING VENUES WILL  BE
POPULATED.
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SELECT EXPLORE VENUE TO VIEW AVAILABIL ITY .
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SELECT BOOK VENUE ONCE YOU HAVE DECIDED ON YOUR
VENUE.

COMPLETE THE REQUIRED BOOKING INFORMATION.
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REVIEW YOUR BOOKING INFORMATION AND SCROLL TO THE
BOTTOM AND SELECT CHECKOUT.

ADD ADDITIONAL BOOKING ITEMS,  T IMES AND DATES IF
REQUIRED.

IF  PROMPTED,  ACCEPT HOLIDAY DATES THAT FALL WITHIN
YOUR BOOKING REQUEST .  IF  YOU HAVE SELECTED A HOLIDAY
DATE IN ERROR,  SELECT CANCEL OR ACCEPT.
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AT THIS  STAGE IN THE PROCESS YOUR BOOKING STATUS
WILL  BE TEMPORARY.  REVIEW THE DETAILS  AND ENSURE
YOUR BOOKING IS  CORRECT.

1 1

AT THIS  STAGE IN THE PROCESS YOUR BOOKING STATUS
WILL  BE TEMPORARY.  REVIEW THE DETAILS  AND ENSURE
YOUR BOOKING IS  CORRECT.
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SCROLL TO THE BOTTOM OF THE PAGE,  AND IF  REQUIRED
YOU CAN DELETE,  MODIFY OR PRINT QUOTE FOR YOUR
BOOKING.
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COMPLETE THE CHECKLIST  IF  PROMPTED.15

READ AND ACCEPT THE TERMS AND CONDITIONS.16

SELECT COMPLETE WHEN YOU ARE READY TO FINALISE
YOUR BOOKING.14
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UPLOAD ANY REQUIRED DOCUMENTATION FOR THE
BOOKING.  DOCUMENTS CAN INCLUDE SAFE PARTY
REGISTRATIONS,  AND PUBLIC L IABIL ITY  INSURANCE.
PLEASE NOTE,  NOT ALL  BOOKINGS REQUIRE
DOCUMENTATION.
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SELECT CHECKOUT AT  THE BOTTOM OF THE SCREEN TO
COMPLETE PAYMENT.18

Your  booking status  wi l l  remain  tentat ive  unt i l  C loncurry  Shi re
Counci l  has  rev iewed and conf i rmed your  booking .  The  Fac i l i t ies

Team wi l l  rev iew and conf i rm your  booking with in  10  work ing days .



Once your  booking i s  conf i rmed by  C loncurry  Shi re  Counci l ,  you wi l l
rece ive  an  emai l  conf i rming the  deta i l s  a long with  a  copy  of  your

invoice .



Al l  bonds  and key  bonds  are  due upon co l lect ion  of  keys .
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Please be advised Cloncurry Shire Council requires a minimum of 5 days’ notice for all

bookings.

MAKE A MULTIPLE DAY BOOKING
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ENTER THE LANDING PAGE AT BOOKABLE.

SELECT LOGIN AT  THE TOP OF THE PAGE.
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USE THE F ILTERS ON THE LEFT-HAND SIDE TO SEARCH BY
VENUE TYPE,  ACTIVITY  TYPE,  VENUE NAME OR AVAILABLE
DATE.

SELECT SEARCH AND ALL MATCHING VENUES WILL  BE
POPULATED.
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SELECT EXPLORE VENUE TO VIEW AVAILABIL ITY .

SELECT BOOK VENUE ONCE YOU HAVE DECIDED ON YOUR
VENUE.

COMPLETE THE REQUIRED BOOKING INFORMATION.
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ADD ADDITIONAL BOOKING ITEMS,  T IMES AND DATES IF
REQUIRED.

Seen with in  the  booking ref inement .  The  repeted dates  are  showing on the
booking screen .  I f  you have  made a  mistake ,  de lete  the  date(s )  by  c l ick ing on

the Bin  icon next  to  the  date .

Consecut ive  Days .

DAILY

Select  which day  you wish  to
repeat  the  booking for  and

for  how many weeks .  Mult ip le
days  can be  se lected .

WEEKLY

You can se lect  the  day  each
month or  a l ternat ive ly  you

can se lect  a  sequence such as
the  1s t  Sunday  of  each month

for  6  months .

MONTHLY

SELECT REPEAT/  ADD DATE AND CLICK OK
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REVIEW YOUR BOOKING INFORMATION AND SCROLL TO
THE BOTTOM AND SELECT CHECKOUT.12

13
IF  PROMPTED,  ACCEPT HOLIDAY DATES THAT FALL WITHIN
YOUR BOOKING REQUEST .  IF  YOU HAVE SELECTED A
SCHOOL HOLIDAY DATE IN ERROR,  SELECT DELETE.
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1 1
SELECT CHECKOUT TO CONTINUE TO THE NEXT STAGE OF
THE BOOKING.

COMPLETE THE REQUIRED BOOKING INFORMATION.

ADD ADDITIONAL BOOKING ITEMS,  T IMES AND DATES IF
REQUIRED.14
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AMEND A BOOKING
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ENTER THE LANDING PAGE AT BOOKABLE.

SELECT LOGIN AT  THE TOP OF THE PAGE.
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SCROLL TO THE BOTTOM OF THE PAGE AND SELECT THE
EDIT  BUTTON NEXT TO THE DATE OF THE BOOKING YOU
WISH TO AMEND.

SELECT YOUR BOOKING L INK UNDER THE BOOKING NAME.

ONCE LOGGED IN ,  SELECT MY ACCOUNT.
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ONCE YOU HAVE MADE YOUR AMENDMENT,  SELECT SAVE.

BOOKABLE
F a c i l i t y  a n d  R e c r e a t i o n a l  B o o k i n g

FROM THIS  PAGE YOU CAN CHANGE THE DATE,  ADD A DATE,
OR ADD A BOOKABLE ITEM TO YOUR BOOKING.

Please  be  adv ised a l l  new regist rat ions  are  required to  be  ver i f ied  by  Counci l
before  be ing able  to  log  in  and make a  booking .  



The Fac i l i t ies  Team wi l l  rev iew and ver i fy  your  regist rat ion  with in  5  work ing

days .  Once your  account  i s  ver i f ied ,  an  emai l  not i f icat ion  wi l l  be  sent  d i rect ly
f rom the  booking system to  the  emai l  used for  regist rat ion .

24



MAKE A PAYMENT
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ENTER THE LANDING PAGE AT BOOKABLE.

SELECT LOGIN AT  THE TOP OF THE PAGE.
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ONCE LOGGED IN ,  SELECT MY ACCOUNT.

CHOOSE YOUR PAYMENT TYPE FROM THE DROP DOWN
OPTIONS,  THEN SELECT VISA OR MASTERCARD IF  PAYING BY
CREDIT  CARD.

SELECT ADD PAYMENT.
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SELECT THE INVOICE YOU WISH TO PAY,  OR SELECT PAY TO
PAY ALL  INVOICES

IF  YOU WANT TO PAY A PORTION OF THE INVOICE,  EDIT  THE
AMOUNT UNDER PAYMENT.
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ENTER YOUR PAYMENT DETAILS ,  SELECT THE RECAPTCHA
AND SELECT SUBMIT .

SELECT CHECKOUT.
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DOWNLOAD YOUR INVOICE
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ENTER THE LANDING PAGE AT BOOKABLE.

SELECT LOGIN AT  THE TOP OF THE PAGE.
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SELECT DOWNLOAD INVOICE TO DOWNLOAD A PDF
VERSION TO YOUR COMPUTER

SELECT THE THREE DOTS NEXT TO YOUR BOOKING.

ONCE LOGGED IN ,  SELECT MY ACCOUNT.

BOOKABLE
F a c i l i t y  a n d  R e c r e a t i o n a l  B o o k i n g
STEP-BY-STEP USER ONLINE BOOKING GUIDE

30



I  HAVE FORGOTTEN MY PASSWORD -  HOW DO I  RESET IT?

Select  Forgot  Password on the  Login  page and fo l low the
prompts .  You can a lso  fo l low the  instruct ions  on Page 3 ;  ‘Logging
In  (Ex ist ing User ) ’ .

HAVE FORGOTTEN THE EMAIL  ADDRESS FOR MY LOGIN -  
HOW DO I  F IND IT?

I f  you have  recent ly  he ld  a  booking with  C loncurry  Shi re  Counci l ,
you may have  a l ready  rece ived emai ls  f rom the  Booking System to
your  user  log in  emai l  address .  I f  you are  s t i l l  unsure  of  which
emai l  address  has  been used ,  p lease  contact  the  Fac i l i t ies  Team at
venues@cloncurry .q ld .gov .au  or  (07)  4742  4100 .

I  HAVE CREATED AN ADDITIONAL USER TO THE ONE CLONCURRY
SHIRE COUNCIL  HAS REGISTERED FOR ME -  WHAT DO I  DO?

The user  emai l  address  i s  a  unique ident i f ier  for  a l l  customers  and
we recommend one emai l  address  and user  for  a l l  bookings .  P lease
contact  the  Fac i l i t ies  Team at  venues@cloncurry .q ld .gov .au  or  (07)
4742 4100 .

HOW DO I  ADD AN ADDITIONAL CONTACT TO RECEIVE
CONFIRMATION EMAILS  AND INVOICES?

Once logged in ,  se lect  My Account  at  the  top of  the  page ,  then
select  your  booking l ink  under  the  Booking Name.

Se lect  Add Manual  Contact  at  the  bottom of  your  booking deta i l s .

Enter  the  contact  deta i l s  name,  emai l  address  and mobi le  number
( i f  appl icable )  and se lect  Add Contact .

HOW DO I  UPDATE MY CONTACT DETAILS?

Once logged in ,  se lect  My Account  at  the  top of  the  page ,  then
select  My Deta i l s .  Here  you can update  your  contact  deta i l s  as
required .

FREQUENTLY ASKED QUESTIONS
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FREQUENTLY ASKED QUESTIONS CONT.
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CAN I  CANCEL MY BOOKING?

Once logged in ,  se lect  My Account  at  the  top of  the  page ,  then
select  your  booking l ink  under  the  Booking Name.

Cl ick  Cancel  Ent i re  Booking .

P lease  note ,  in  accordance with  our  Terms and Condit ions ,
C loncurry  Shi re  Counci l  requi res  fourteen days  not ice  for  a l l
cancel lat ions .  You may be  subject  to  a  cancel lat ion  fee  upon
cancel l ing  your  booking .  P lease  refer  to  the  adopted fees  and
charges  on Counci l ’ s  webs i te  for  more  informat ion .

I  HAVE RECEIVED AN EMAIL  FROM BOOKABLE REQUESTING
PAYMENT FOR THE FULL AMOUNT OF MY BOOKING.  HOW DO I
MAKE A PART PAYMENT?

Payment  reminder  emai ls  are  automat ica l ly  generated and sent  to
your  emai l  address .  Se lect  the  f i rs t  l ink  in  the  emai l  and you wi l l
be  taken to  your  account .  You wi l l  then be  able  to  se lect  the
amount  you wish  to  pay .

The second l ink  in  the  emai l  wi l l  take  you to  your  booking which
requests  the  amount  in  fu l l .

WHAT PAYMENT METHODS ARE AVAILABLE?

Onl ine  Card  (PAYWAY)  i s  the  preferred method,  which accepts
both debit  and credi t ,  V isa  and Mastercard .

We are  a lso  accept ing cash ,  and ef tpos  in  person at  C loncurry
Shi re  Counci l  Administ rat ion  Bui ld ing ,  located at  38-46  Daintree
Street ,  C loncurry .

WHO CAN I  CONTACT FOR ASSISTANCE?

Counci l ’ s  Fac i l i t ies  Team at  venues@cloncurry .q ld .gov .au  or  (07)
4742 4100 or  emai l  Counci l@cloncurry .q ld .gov .au .  
For  a f ter  hours  secur i ty  matters ,  contact  C loncurry  Shi re  Counci l ' s   
a f ter  hours  team on (07)  4742  4100 .
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