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Managing your booking  
Penrith City Council Bookings Portal is your one-stop destination to manage all your 
past and upcoming bookings. Through the portal, hirers can: 

• View invoices and make payment  
• Upload and download files 
• Request changes 
• Update questionnaire answers 
• Request cancellations 

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 

 

My Bookings screen  
The My Bookings screen shows all your bookings, grouped under Past Bookings and 
Upcoming Bookings. Here you will find basic information about your booking including 
the booking reference, status and account information.  
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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 the Invoices button next to your booking. This button will only 
appear orange if invoices are linked to that booking.

 

When you select Invoices, you’ll see: 

• Invoice Reference (click to open the invoice) 
• Invoice Status 
• Due Date 
• Invoice Amount 
• Outstanding Amount 
• Pay Now (enabled only if the invoice is unpaid) 
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Making a payment  
Venues managed by committees or community development organisations (listed 
below) payment should be made via bank transfer into the bank account listed on the 
invoice. 

- Autumnleaf Neighbourhood Centre 
- Cook Parade Neighbourhood Centre 
- North St Marys Neighbourhood Centre 
- Penrith Senior Citizens Centre 
- South Penrith Neighbourhood Centre 
 

You can pay for your booking in three ways: 

1. Online by Credit Card 

• Click the Pay Now button on the invoice screen. This will take you to our 
secure payment gateway where you can pay by credit card. 

 

OR 

• Open your invoice and click the invoice hyperlink to be taken to the payment 
gateway. 
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2. By BPAY 
Make a payment through your bank using the BPAY details provided on your invoice. 

 

3. In Person 
Visit one of our Customer Service desks during office hours: 

• Penrith Office 
601 High Street, Penrith 
8:30am – 4:00pm weekdays 

• St Marys Office 
207–209 Queen Street, St Marys 
9:00am – 12:30pm & 1:30pm – 4:00pm weekdays 

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

 

Please note: 
Payments made via BPAY or at a Customer Service desk may take 1–5 business days to 
appear in the Bookings Portal. 

If your payment has not yet been marked as paid in the portal, please do not make a 

second payment. Instead, contact the Community Facilities team on 4732 8021 to 

confirm the status of your transaction 
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Upload & Download documents  
To add documents to your booking, open the booking you want to update. For 
confirmed bookings, click View; for unconfirmed bookings, click Manage. 

 

Scroll down to the Documents section. You can either drag and drop your files or use 
the upload option provided. 

 
Once uploaded, your files will appear at the bottom of the booking page. 
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When you’ve finished adding all documents, return to the top of the page and click 
Update Booking to save your changes. 

 

 
You can download any document at any time by selecting it and clicking the download 
icon next to the file. 

All documents related to your booking, including those issued by the Community 
Facilities team, are stored under the individual booking in My Bookings. 
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Requesting Changes 
If you need to make changes to a submitted request or a confirmed booking, you can 
use the Request Changes button. 

Open the booking you want to request a change on and click View (unconfirmed) or 
Manage (confirmed). 

 

Select the Request Changes button at the top of the page. Enter the details of the 
changes you want to make (e.g., change time, change date, remove an item) and Click 
Submit. 

 

Once the changes are processed, return to the top of the page and click Update 
Booking to send your request change to the Community Facilities team.
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Update answers to Questionnaire 
If you need to update or amend your questionnaire answers you can do so through the 
MyBookings Portal. 

Open the booking you want to request a change on and click View (unconfirmed) or 
Manage (confirmed). 

 

Look for the symbol and click on this to go to the 'Questionnaire'.  

  

Answer any unanswered questions in the Questionnaire and click Continue  

Please note: Questions marked with an asterisk * are mandatory and cannot be 
skipped.  
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Click on Update Booking to submit your changes.  

  

A green banner will appear once your change request has been submitted 
successfully.  
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Cancelling your booking  
You can request to cancel an enquiry that has already been submitted. To do this, 
locate the booking you want to cancel and select View for confirmed bookings or 
Manage for unconfirmed bookings. 

 
Then click the Request Cancellation button at the top of the page. 

 

A green banner will appear once your change request has been submitted 
successfully.  
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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 Community Facilities team once your 
cancellation request has been finalised. 
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