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Go to the Venue
booking
information page

ﬁ BACK TO HIRE A VENUE

Venue Hire — Screen Overview

., CONTACT US

Return to
Wyndham
Website
. /'_‘\‘
Return to this  [===@( ) vome
page
'} Date Time
a Space, Venue, Activity B4 nvcaicbie E
facilities |04 Jun 2024 Any Login or create
an account

f \ Search for a
Search bar — =@
44 out of 45 space(s) found.
sort by -\ Update the
venue sort order

search for a
venue name,

B we require 7 days notice for online bookings. To check availability within the next 7 days, please
call us directly. Please note that prices are indicative and the tinal price will be contirmed once

date and or/
your application is submitted and assessed

availability
Yy - |

Change view
type to Map, List
or Calendar

( Click on an )

image or venue
name to open
the facilities

\__detail screen J

Enquire about
booking a

Arndell Park CC - Community Learning Room
specific venue

28 - 49 Federation Blvd, Truganina VIC 3029

Please ensure you read the Community Centre Conditions of Hire
ENQUIRE NOW

before booking this venue.

. Read more
n PARTIALLY
10 AVAILABLE

Availability and

maximum
attendees

Venue Services /
Features available




Search Bar — Quick View

Refine your available venue options by using the search bar. The more fields you use, the more refined your
options will be. Remember to click the search button to display your results.

In the example below, you can see that there are 8 meeting rooms available to be booked on the date and

time in the search
Search for a Space, Venue, Activity Date — Y x
Available faciltie3 B Q, search
23 Jul 2024 1:00 PM-3:30 PM FILTER CLEAR
SPACES

meeting room

8 out of 45 space(s) found.

B We require 7 days notice for online bookings. To check availability within the next 7 days, please call us directly. Please note that
prices are indicative and the final price will ba confirmad once your application is submittad and assessed

2 = 5 ’

$11.75/Hourly -
$47.15/Hourly

Saltwater CC - Meeting Room

153 Saltwater Promenade, Point Cook VIC 3030
Please ensure you read the Ci ity Centre Conditions of Hire before booking this venue. < m

.. Read more
= = B earvauy
10  AVAILABLE

Y

wyndhamcity
1300 023 411

city. coast. county
! ! www.venues.wyndham.vic.gov.au



How do | sign up? 1 of 2

. . . CONTACT US
To make a venue booking enquiry through

our portal, please ensure you have
registered an account.

SIGN IN

Sign in with Email Address

e
(; ) Sign In

S Username *

1. Click on the Sign In link.
B rassword *

2. Select "Sign Up". _ Q, search
3. Choose to register as either an individual
or an organisation. °
Continue filling in any fields and answering oot ” ‘
the questions through till registration is
complete.

Join Now

Please choose your customer type to proceed with the registration

I Are you an Organisatinn?l ° IArE you an Individual custcmer?l

or

www.venues.wyndham.vic.gov.au 1300 023 411



How do | sign up? continued - 2 of 2

Upon successful registration, you will be logged into the system and will be directed to the screen you were in prior
to the registration process. You will also receive an email confirming

-
wyndham »

5 out of 5 venue(s) found.

B we r Sort by |t VENUE

eck availability within the

Manor Lakes CLC - Community Room 1 AS$32.75
AS65.45

s Bled, Manor Lakes Vi

ATY. COXT. COUNTYY www.venues.wyndham.vic.gov.au 1300 023 411



How do | sign in?

Once you’ve created your account,
you can sign in from any screen on
the Venue Booking Portal.

[ WACK 1O RS A VINUE SIGN IN

Sign in with Email Address

Username

SU username@email.co

1. Click on Sign In

Pazsword *

2. Enter your login credentials

3. Continue

o
4. Once signed in successfully, you £ BACK TO HIRE A VENUE —

will see your name instead of Sign
In t. CONTACTUS

Forgot Password?

Don't have an account? SIGN UP

Back to home

www.venues.wyndham.vic.gov.au 1300 023 411



Forgot Username / Password

SIGN IN
WELCOME Sign i wih Ussmame
If you don’t remember your username or %
paSSWOI’d, you can reset your password via Register with us to submit your L Tk @mendom
the sign in link HoskiRaiEaLLs

SIGN UP

1. On the sign in page, select “Forgot : :
Username or Password? Bkck 1o mome

2. Enter your email address registered in the
Venue Booking Portal

PASSWORD RESET
3. Tag “l am not a robot” Enter your Username or Email below and Click Send to Reset your Password.

4. Send 8, | Enterthe Username or Email Below... e

Once complete, You will receive an email
within a few minutes with a password reset link ozt @)

SEND 4
w! Return to login

Wyr)Qhamc;

01 couvy www.venues.wyndham.vic.gov.au 1300 023 411



Finding Venues — Map View

The map view is invoked when clicking on the highlighted icon. It enables you to see the location of all Wyndham
venues bookable in the customer booking portal.

45 out of 45 space(s) found.

B we require 7 days notice for online bookings. To check availability within the next 7 days, please call us directly. Please note that
prices are indicative and the final price wiil be confirmed once your application is submitted and assessed

o / sort by |S} SPACES

SlreamsideHeserve g

Truganina Laverton Altena Gati
Riverdale Village Norh
Shopping Centre rneit Central 3
Tar hopping. Cemre (1) Alte
WVCTC Werribee [ : (
Vietorian Clay Target... wvndhdm_\”ﬂdggg i | Bunnings Altana
’ Shopping:Centre Ll {30 @
S
| o ! i
Hoppers Williams _
Crossing Landing Laverton Altona

- Altona |

Manor
Pacific Werribeé@ Meadows: 7
: 13 (o

4,
wyndhamcity

cn'l coxt country www.venues.wyndham.vic.gov.au 1300 023 411



Finding Venues — List View

3 BACKTO HIRE A VENUE

. CONTACT US

~
() Home

oo P
Date Time ¥ x
Search for a Space, Venue, Activity &4 Available facilities
i ! = 09 Jul 2024 ol Any FILTER CLEAR

36 out of 36 space(s) found.
B we require 7 days notice for online bookings. To check availability within the next 7 days, please call us directly. Please note that sort:by | 2P SRAEES

prices are indicative and the final price will be confirmed once your application is submitted and assessed

Arndell Park CC - Community Learning_Room

$14.05/Hourly -
25 - 49 rederation 8lud, Truganina VIC 3028 $56.20/Hourly

Please ensure you read the Community Centre Conditions of Hire before booking this venue. <

S m

o (2 B earmauy
> F 10 AVALABLE

The list view is invoked when you click on the highlighted icon.

This view provides a photo and basic information about each venue’s hireable facilities.
You can also submit your booking enquiry from this screen.

4

Wyndham-'

www.venues.wyndham.vic.gov.au 1300 023 411



Finding Venues — Search and Filter

Use the highlighted search bar and REGER ™
filters to refine your venue search
criteria using individual or multiple
options available as listed below.

» Facility name (free text or drop 5 out of 5 venue(s) found.

down) e e o = et e -
*  Suburbs (Location) Mg
+  Facility Keywords ﬂ = E
+ Date ’ Any

+ Time range (Any or Specified) .
+  Attendee count

PROCEED

£

A0 sy

www.venues.wyndham.vic.gov.au 1300 023 411



Finding Venues — Results View

The search results will be populated based on the search criteria. If there are no search/ filters
applied, the system will show all facilities.

Select ‘Enquire Now’ to request to hire.

£ BACK TO HIRE A VENUE

&, CONTACT US

o) &
2 50.0¢
@ ma | oo B
Sesrch for & Smace, Venue, Actiity v 3
Meeting Room va ilities [ Search

2 13 Nov 2024 B 11:15 AM-2:30 PM FILTER CLEAR
9 out of 45 space(s) found.

e

\ $8.31/Hourly - $33.30/Hourly
o

www.venues.wyndham.vic.gov.au 1300 023 411

The information available
against each facility
includes

*Facility Image
*Facility Name
*Facility Address
*Description
*Amenities

*Max. Attendees
*Price Range
*Availability Timeline &
Status



Finding Venues — Facility Details

() (@) e

—
O -

[(2)]
'/

|
2

Facility Detail Screen shows
additional information and
images defined for the selected
Facility.

You can also submit a booking |
enquiry by clicking on the ’
‘Enquire Now’ box highlighted
on this page.

3T, oYY www.venues.wyndham.vic.gov.au 1300 023 411



Hiring Venues — Submitting Booking Enquiry

Dianella CC - Meeting Room

13 Now 2024

. Complete the form to progress

to the next stage

oo - 1. enter the number of

attendees

2. Select the most relevant

event type from the drop down
list

‘ Select Enquire (or Enquire &

) Add more if hiring more

facilities)

oncus [ HQURE B ACD MRS e

*Available timeslots selection which will automatically define
A timeline with keys indicating the available time slots and the range upon selection

Enquiry screen key details

unavailable timeslots *Estimated Price for the selection
A timeline with colours indicating availability types *Dates and times can be amended

Wy

et s . -
Y. C0ST. COVATYY www.venues.wyndham.vic.gov.au 1300 023 411



Hiring Venues — Document Upload

Upload your Documents (Maximum file size 5MB)

Drop file here or Select a file from your device

You can upload any Booking-related documents (Public Liability Insurance, Application Form etc.) by
clicking on ‘Select a file from your device’.

A
wyndhamcity

Y TR ailc . —
CATY. 0T, Country www.venues.wyndham.vic.gov.au 1300 023 411



Hiring Venues — Submitting Booking Enquiry cont
- ] o o

Choose Your Space Booking Details Customer Details Enquiry Submitted

2 = avo. vose seacss) You're nearly there!

I ql (?:u:. T QUESTIONNAIRE I

=R
|E] oo pocumenTis)

BOOKING

Update the form to progress to
the enquiry and ensure all
S mandatory fields have been
o completed

i~ Towzl
527.01-5108.22

L7 —— B 1. Name your booking

! i gt R PRI J&r and | agres to the Wyndham City Council's
B 13 o 2020 2 O 125 am 230 o secms ond o o i 2. Ensure
S o [ J— : the questionnaire has

o been filled in (info next page)

Upload your Documents (Maximum file size SMB)

3. Make sure
any relevant documents have
(5} been uploaded (eg: Proof of

Insurance etc)

wyndhamty

o0t cowmtrv . =
fHESE LM www.venues.wyndham.vic.gov.au 1300 023 411




Hiring Venues — Booking Enquiry Questionnaire

The questionnaire must be filled
in for all venue bookings.
Ensure all mandatory and Questionnaire

relevant fields have been (5]
updated.

tunderstand this venue does NOT accept bookings for private events, parties, b\v:hdavz‘waddings,hamshuwarsD o

1. Track how many questions
remaining

2. Asterisk denotes a mandatory
field — you will not be able to
submit the form until all
mandatory fields are filled in.

‘ctivity Details - Describe the purpese of your activity and in 2 practical sense, how you intend to use the space

Provids details of ncise

level &.g. singing, drums stc ¥

3. Scroll bar to navigate to
the top and bottom of the form
to review your answers.

wynm
ATY. LORST. COURTYY www.venues.wyndham.vic.gov.au 1300 023 411



Hiring Venues — Booking Enquiry Submitted

Congratulations — your booking enquiry is complete and will now be reviewed by a
Booking Officer.

o o ) o Your booking reference
. ) ! . ) number is a unique
Zhoose Your Space Booking Details Customer Details Enguiry Submitted|

number that will be used
@ Booking enquiry submitted in StatUS Updates and

other correspondence with
Council.

Papa Smurf

You will receive an email
1B819 confirming the enquiry has
— been received and can
now manage this enquiry
act you within 3 working days to confirm the booking. For more and VIeW Its Status
through the My Bookings
section of the Customer
Portal

www.venues.wyndham.vic.gov.au 1300 023 411



Managing Bookings - Finding the Section

() BACK TO HIRE A VENUE

When you have logged into the Customer Portal you can access the My Bookings
section to manage, pay and edit your bookings.

My Bookings screen lists all the bookings made by Wyndham City Council under
Past Bookings and Upcoming Bookings

MY BOOKINGS

183134
183133 IR

183123

UPCOMING BOOKINGS PAST BOOKINGS

You can filter or search for a
. booking by the following;

» Booking Reference

» Booking Status

,,,,, =m0 + Booking Date
= » EventDate
...... =3

www.venues.wyndham.vic.gov.au 1300 023 411



Managing Bookings — Via My Booking Screen

183134

EVENT DATE
Amtrack Business meeting

29 Nov 2023 | 11:00

CREATED 21 Nov 2023

183133 CEIEED

T0TAL
INVOICES MANAGE
A$aa.93
EVENT DATE OUTSTANDING TOTAL
Church Social Group INVO ES MANAGE {j
29 Nov 2023 15:00 - 17:30 AS163.6 A$163.63
CREATED 21 Now 2023

INVOICE DUE DATE INVOICE

ACTION

2047

“ 22 Dec 2023 A5163.63 A$163.63

1B3129

Event

: EVENT DATE JUTSTANDING TOTAL
MANAGE
28 Nov 2023 20:00 - 21:00 A$65.45
CAEATED 21 Nov 2023

The following information is displayed against each Booking

* Booking Reference » Total

+ Booking Name * Invoices
* Event Date

« Outstanding

A4,
wyndhamcity

e Zol . —
city. coxst. country www.venues.wyndham.vic.gov.au 1300 023 411




Managing Bookings — Request Cancellation

MY BOOKINGS

urcoming sookings  [EECEEEIDEH

183133
Church Social Group

ual| 29 Nov 2023

4

wyndhamcity

city. coaét. country
i i

Please

click "Update Booking” to sa

Within My Bookings, click on Manage to open the
Booking in the Manage Booking screen

Then Select Request Cancellation.

Please be aware there may be charges payable for
cancellations which will be confirmed when a booking
officer confirms the event is cancelled

wve your booking changes.

www.venues.wyndham.vic.gov.au

/

WY oreatewooning

° NN

TOTALAS163.63

1300 023 411



Managing Bookings — Paying Invoice

If there are Invoices raised against a Booking, the Invoices button is enabled.
Click on it to view all invoices raised

MY BOOKINGS

UPCOMING BOOKINGS PAST BOOKINGS

SORT
BOOKING DATE v 7 SEARCH BY BOOKING REF
1B3134 @kallid
_- 2 EVENT DATE OUTSTANDING TOTAL
Amtrack Business meeting INVOICES MANAGE
29 Nov 2023 11:00 - 11:30 AS44.93 A$44.93
CREATED 22 Nov 2023
1B3133 @lili)
_- EVENT DATE OUTSTANDING TOTAL
Church Social Group INVOICES MANAGE
29 Nov 2023 | 15:00 - 17:30 A$163.63 A$163.63
CREATED 22 Nov 2023

IB3129

. : EVENT DATE QUTSTANDING TOTAL
Event ! = INVOICES MANAGE
28 Nov 2023 20:00 - 21:00 A80.00 A$65.45

CREATED 21 Nov 2023

4,
wyndhamcity

e o . =
city. coxst. country www.venues.wyndham.vic.gov.au 1300 023 411



Manage Booking — Paying Invoice cont

The following information is shown against each Invoice

«Invoice Reference (Click on it to Due Date *Pay Now (Enabled only if the
open Invoice) *Invoice Amount Invoice is Unpaid)

*Invoice Status *Invoice Outstanding Amount

183133 D —— y - .

S s 29 Nov 2023 15:00 - 17:30 A$163.63 m

‘ “ 22 Dac 2023 £$163.63 A$163.63 _...

Pay Now will take you to the Payment Gateway where
you can Proceed to Pay where you will enter your credit /
debit card details

Note: you may also receive email with Invoice which has

a link to pay

www.venues.wyndham.vic.gov.au 1300 023 411



