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Northern Beaches Council – Online Booking Portal – Community Centres 
and Venues  

 

How to manage your existing booking(s) 

 

How to view / pay invoices(s): 

1. Go to the Sign In page and enter your username and password 

2. Click on the menu button and select ‘My Bookings’ 

 

 

 

 

 

 

 

3. By default, you will see a list of your current and upcoming bookings. You will be able to 
identify your bookings by their unique booking reference number.  

4. Click ‘Invoices’ against the relevant booking reference number to see a list of your 
invoices and credit notes.  

• If you select ‘View’, you will be directed to the Booking Details page where you can see 
all booking dates, payment information, requests and messages as well as upload and 
view documents related to your booking. 

 

5. Click the link on your outstanding invoice. Your invoice will open for you to print or 
download.  

• If you select ‘Pay Now’ you will be directed to Council’s online payment portal to make 
payment via card.  

 

 

 

https://bookings.northernbeaches.nsw.gov.au/Booking/Casual#/client/login


 

(March 2025) 
Page 2 of 5 

 

 

 

 

 

 

 

 

6. Payment can be made via card online (click the invoice reference link), Bpay or in person 
at Customer Service Centre locations.  

 

 

 

 

 

 

 

How to request a change to your booking: 

• A change to your booking can be a date change, time change or venue change.  

• Please note this is only a request basis and is subject to Community Centre Terms and 
Conditions and availability.  

1. Click on the menu button and select ‘My Bookings’  

 

 

 

 

 

 

2. By default, you will see a list of all your current and upcoming bookings. You will be able 
to identify your bookings by their unique booking reference number.  

3. Click the ‘View’ button on the relevant booking. 

4. Click the ‘Request Changes’ button. A free text box will appear. 

5. Enter in your requested changes – please be as specific as possible.  

https://eservices.northernbeaches.nsw.gov.au/ePlanning/live/Common/Output/LoadGenWebDoc.ashx?id=J83rvL3Vht4%3d
https://eservices.northernbeaches.nsw.gov.au/ePlanning/live/Common/Output/LoadGenWebDoc.ashx?id=J83rvL3Vht4%3d
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6. Click ‘Submit’.  

• A prompt will appear as per screenshot below. It is very important to click the ‘Update 
Booking’ button as this will save and send your requested changes to the relevant 
Council team.  

 

 

 

 

• To confirm your changes have been saved to your booking, you can refer to the 
‘Requests and Messages’ section on the Booking details page. You can reference this 
any time you log into your online account.  

 

 

 

 

 

 

• The relevant Council team will review your request and provide an update within 7 
business days.  

 

How to request to cancel your booking: 

• A cancellation request captures all dates within your booking.  

• If you need to cancel individual dates, submit this as a change request and list each 
date.  

• Refunds are subject to the cancellation terms as per the Community Centre Terms & 
Conditions.  

1. Click on the menu button and select ‘My Bookings’. 

 

https://eservices.northernbeaches.nsw.gov.au/ePlanning/live/Common/Output/LoadGenWebDoc.ashx?id=J83rvL3Vht4%3d
https://eservices.northernbeaches.nsw.gov.au/ePlanning/live/Common/Output/LoadGenWebDoc.ashx?id=J83rvL3Vht4%3d


 

(March 2025) 
Page 4 of 5 

 

 

 

 

 

 

 

 

2. By default, you will see a list of all your current and upcoming bookings. You will be able 
to identify your bookings by their unique booking reference number.  

3. Click the ‘View’ button against the relevant booking reference number. 

4. Click the ‘Request Cancellation’ button.  

 

 

 

 

 

➔ A free text box will appear asking for information for the reason of your cancellation. 
This is not mandatory however will help to inform future planning and 
recommendations.  

 

5. Click ‘Yes’ to proceed with cancellation request.  

6. The booking status will be update to ‘Pending Cancellation’  

➔ The relevant Council team will review your request and provide an update within 7 
business days. 
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Other helpful resources: 

• How to make a casual booking 
• How to make a regular booking 
• How to manage my customer account online 
• Community Centre Terms and Conditions 

• Frequently Asked Questions 

 

Please contact the Community Centres team on 02 8495 5012 or 
CommunityCentres@northernbeaches.nsw.gov.au if you require further assistance.  

 

https://eservices.northernbeaches.nsw.gov.au/ePlanning/live/Common/Output/Document.aspx?t=webdoc&id=hrPN3zq1RjYV0A60ki4OEg==
https://eservices.northernbeaches.nsw.gov.au/ePlanning/live/Common/Output/Document.aspx?t=webdoc&id=2URHL5piUvcV0A60ki4OEg==
https://eservices.northernbeaches.nsw.gov.au/ePlanning/live/Common/Output/Document.aspx?t=webdoc&id=2URHL5piUvcV0A60ki4OEg==
https://eservices.northernbeaches.nsw.gov.au/ePlanning/live/Common/Output/LoadGenWebDoc.ashx?id=J83rvL3Vht4%3d
https://www.northernbeaches.nsw.gov.au/community/community-centres-and-venues/community-centres-faqs
mailto:CommunityCentres@northernbeaches.nsw.gov.au

