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Register For An Account (New User) 

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 account, please 
contact the bookings team at bookings@timdc.govt.nz. 

1. Click on Register at the top right-hand corner of the page. 

 

 

2. Under Registration Type select organisation or individual. 

  

3. For an organisation, enter the organisations contact details and select the customer 

type that will be applicable to the organisation. 

4. For an individual enter the detail fields. 
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5. Any required documents can be loaded at the time of registration or on a later 

date. 

 

 

6. Read through and agree to the privacy policy and terms of use. 
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7. Select Create Account to complete the registration. 

 

8. Once your account has been created you will receive an email notification 

confirming that you are registered. 
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Login To Your Account 

1. Click on log in. 

 

 

2. Enter your email address and password.  

 

3. Click on Log in. 

4. Select Forgot your Password if required. 
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5. Re-enter your email and select Ok. 

 

The following success message will display.

 

6. Go to the nominated email inbox to access the Password Reset email and click on 

the link provided: 
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7. On the reset Password page, enter your New Password and Confirm Password 

before selecting Reset Password 

 

8. The following success message will display. Select Ok to return to the home screen 

and log in. 
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Make A Booking 

Please be advised there is a minimum notice requirement of 7 days. However, when 
alcohol is involved, a notice of 25 days is required. 

1. Click on log in. 

 

2. Enter your email address and password. 

3. You will now be logged into your account, and your username is displayed at the 

top of the screen. 

 

4. Use the Search Filter on the top to search for a venue. 

 

5. To check for available dates, click on Set a Date. 

 

6. Click on Read more about the space to see the Venue Description, Hours of 

Operation, Activities, and more.  
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7. Select Book It once you have found the venue that you would like to book or click 

on Enquire and this will send a notification to the bookings team. 

 
 

8. Complete all the required fields for the booking such as booking name, attendee 

numbers, purpose, and date. Enter a booking name that depicts why you are using 

the venue. 

9. Click on Read the full instruction to see more details about a venue. 

 

10. Select the date and times for your booking. Please note that for all venues with 
alcohol, bookings must be made 25 days in advance and without alcohol it is 7 days. 
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11. Click on Continue to Pricing & Confirmation. 

 

12. You can upload any documents if required. 

 

13. You can add additional contacts for booking notifications about your booking. 
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14. Complete the checklist as per your event requirements and click on Ok at the 

bottom of the page. 

 

15. Please read through the Terms and Conditions. 

 
 

16. Upload any required documentation for the booking. Documents can include Public 

Liability Insurance and a Health & Safety Plan.  

17. Select Complete Booking when you are ready to finalise your booking. 
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18. At this stage in the process your booking status will be tentative until the bookings 

team have confirmed your booking.  

19. Once your booking is confirmed, you will receive an email confirming the details 

along with a copy of the invoice. 
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Amend A Booking 

1. To amend a booking ensure you have logged into your account and then choose My 
Account at the top right-hand corner. All your bookings will be displayed including 
Status of your bookings, what you’ve booked, your next booking date, the date it 
was created and the price for that booking.  

2. Once Logged in, select My Account. 

 

3. Select your booking link under the booking name. 

 

4. Select the booking you wish to amend. 

5. From this page you can change the date, add a date, to your booking. 

6. Once you have made your amendment, select Save. 

7. Click Done at the bottom of the screen. Please be aware that for any additions or 
changes it will be required to go for re-approval to the Bookings team. 
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Make A Repeat Booking 

1. If you would like to create a repeat date, go into the venue that you would like to 

book, ensure you have added the booking name and attendee numbers. 

 

2. Click on Add a Date and select the date and times. 

 

3. For multiple bookings click on Create a Series. 

 

 

4.  You can select Repeating series or Individual dates. 

5. Click on Start repeating on and select the date. 

6. Add in how often you would like this booking to occur by click on Repeat every and 
Repeat on. 
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7. Click on Save. 
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Make A Payment By Credit Card 

1. To log in to your Bookable account click on Log in then click on My Bookings. 

 
 

2. Click Add Payment. 

 

3. Select your card type. 

4. Tick the invoice you would like to pay. If you have multiple invoices and would like 

to pay for them all, click Pay on the right-hand side. If you would like to pay a 

proportion of your total payment, you can enter the amount you would like to pay.  

5. Click Checkout and enter your payment details. 

6. Click Submit to make your payment. 
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Download An Invoice 

1. Login to your Bookable account. 

2. Select Login at the top of the page. 

3. Once logged in, select My Account. 

4. Select the three dots next to your booking. 

 

5. Select Download Invoice to download a PDF version to your computer. 
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Frequently Asked Questions (FAQ’S) 

1. Do I need an account, or can I just make a booking? 

We require all users have a registered account with us.  

2. Do I have to use the online booking system, or can I just send an email? 

All bookings for Council venues must go through Bookable. If you need help to make 

a booking you can send an email to bookings@timdc.govt.nz, watch our online 

videos and there are step by step user guides available on the Timaru District 

Council website. 

3. What if the time I want is already booked? 

Unfortunately, if the venue is already booked, we cannot facilitate your booking. We 

recommend looking at another venue that has availability. 

4. How do I update my account details? 

Once you have logged in, select My Account, then select My Details. Here you can 

edit and update your details. 

5. How do I know if my booking has been confirmed? 

You will receive an email notification. You can also log into your Bookable account 

and click on your booking to check if the status has changed from tentative to 

confirmed. 

6. How do I collect the key or venue access information for my booking? 

You will receive an email upon confirmation of your booking, this will include how 

you can access the venue and collect your key if applicable. 

7. What happens if I forget my password to my Bookable account? 

When you try to log in, click Forgot Password to receive a password reset email. 

8. What payment methods are available? 

• Online card Visa and Mastercard 

• Cash and in person at a Timaru District Council Customer Service Centre.  

• Bank Transfer  

9. Where can I find more support on how to make a booking? 

You can watch our instructional videos or visit a Timaru District Council Customer 

Service Centre. 

10. Can multiple people in my organisation have an account? 

Yes, you can have multiple users under one organisation. 

11. How can I remove users that are no longer in my organisation? 

mailto:bookings@timdc.govt.nz
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Log into your account and go to the ‘My Organisation’ tab. You can add, remove, 

and invite new users from this page. 

12. Will I be able to print out my Booking confirmation? 

Yes, you will receive an email notification confirming your booking and this can be 

printed out. 

13. Who can I contact for assistance? 

You can contact the Bookings team on 03 687 7200 or email 

bookings@timdc.govt.nz. 

14. If someone has already booked the date I want, can I go onto a Reserve list?  

There is no reserve list available. 

15. What do I do if my booking requires a special licence for a booking where there will 

be alcohol? 

A copy of the application form will appear on your booking as a required document. 

You can also contact the Liquor team at liquoradmin@timdc.govt.nz or by phone 

687 7200. They will be able to provide you with an application form. Noting that the 

notice period is 25 days. 
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