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Managing your booking 

The City of Port Phillip Bookings Portal is a great place to view all your past and upcoming 

events. It also allows hirers to: 

• View Invoices; 

• Make Payments; 

• Add Extras to their booking (before confirmation); 

• Upload and download files; and 

• Request Cancellations. 

Hirers will still need to contact us directly should they wish to make a change to the date, 

time or add extras after the booking has been confirmed. 

To manage your booking, log into the Bookings Portal and select My Bookings from the 

dropdown menu. You will need to be logged into the system to see this information. 
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My Bookings screen 

The My Bookings screen lists all your bookings and categorizes them under Past 

Bookings and Upcoming Bookings. Here you will find basic information about your booking 

including the booking reference, status and account information. 
 

Search for a booking 

From the My Bookings screen you can filter or search for a booking by the Booking 

Reference, Status or Event date using the search bar. 
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Viewing Invoices 

To view your invoice, click on the Invoices Button next to your booking. The Invoices 

Button will only display if there are Invoices associated with a Booking. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Once Invoices has been selected, the following information will be shown: 

• Invoice Reference (Click on it to open Invoice) 

• Invoice Status 

• Due Date 

• Invoice Amount 

• Invoice Outstanding Amount 

• Pay Now (Enabled only if the Invoice is Unpaid) 
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Making a payment 

Payments for bookings can be made in two ways: 

1. By Credit Card – Using the Pay Now button from the invoice screen will take you 

to the secure Payment Gateway to pay by credit card 

 
 
 
 
 
 

 
2. By BPay – paid through your bank using the Bpay details listed on your invoice. 

 

 

 

 
Once your payment is processed, your booking status will change to paid. 
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Adding resources 

Before your booking is confirmed, you can add “extras” to your booking from your My 

Bookings screen. This option will only show resources or extras that are available with 

your booking venue. 

To add extra resources, go to your booking and select the Add Extras button. This will 

take you to the Add Extras screen. 
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From the Add Extras Screen, locate your preferred extras and click on ‘Add’ to add it to 

your booking 
 

 

 
The item will then appear separately in your booking. To save your selection, click 

Update Booking. 
 

CLICK UPDATE BOOKING TO SAVE YOUR SELECTION. 

https://www.portphillip.vic.gov.au/contact-us


8 

 

 

 

 
Upload documents 

To add new documents to your booking, navigate to the booking you wish to upload the 

documents to and select View for confirmed bookings or Manage for unconfirmed 

bookings. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Scroll down to the documents section and either drag and drop or upload your files where 

prompted 
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Once uploaded, your documents will appear at the bottom of the booking page 

 
 
 
 
 
 
 
 
 
 
 
 

 

Once all your documents have been added, scroll back to the top and select ‘Update 

Booking’ to save your changes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You can download your documents at any time by navigating to your document and 

selecting the download icon located next to the document. 
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Download a document 

All documents will be listed under the individual booking in My Bookings, including those 

that the City of Port Phillip team have issued as part of your hire arrangements. 

Hirers can download these documents by selecting View for confirmed bookings or 

Manage for unconfirmed bookings in the Upcoming Bookings screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Scroll down to the document section and select the icon to download the document to your 

device. 
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Cancelling your booking 

An option is available to request a cancellation for an enquiry which is already submitted. 

To request a cancellation, find the booking you wish to cancel and select View for 

confirmed bookings or Manage for unconfirmed bookings 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Select the Request Cancellation button at the top of the booking. 
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Your booking status will then change to “Pending Cancellation” while your request is being 

processed. Please note that once your cancellation request has been submitted, the 

venue will then be open for other bookings. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You will receive confirmation from the City of Port Phillip team once your cancellation 

request has been finalised. 
Inform us of the booking cancellation request by 

sending an email to venues@portphillip.vic.gov.au 
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