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Penrith City Council Booking Portal 
Registering and Signing in. 

Getting started 
To use the Penrith City Council booking system, you will need to sign up as a new user or 
sign in if you are already registered. 

If you are an existing hirer or have made a booking with the Community Facilities team 
over the phone, an account has already been made for you or linked to your existing 
MyPenrith online services portal account. 

Step 1 
Click on the Sign In button at the top of the page to sign up, or sign in. 
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Step 2 
If you have an account for Penrith City Services Portal (my.penrith.city) use your email 
address and password for your MyPenrith Account to Sign in and skip to step 6.1 

TIP – If you’re unsure whether you have an account, try resetting your password first, as an 
account may have been created on your behalf 

 

 

 
 
 
 
 
 
 
 
 

https://my.penrith.city/
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*Troubleshooting 

 
 

 

You do not have an account 
with this email address, 
Choose ‘Sign up now’ 

You have an account but 
the password entered is 
incorrect, Choose ‘Forgot 
you password’ and follow 
the prompts to reset the 
password 



  penrith.city 
 

Step 3 
 

 

Check your email for the verification code. You may need to wait 5 minutes, refresh and 
check your spam or junk folder. The email will come from ‘Microsoft on behalf of MyPenrith’. 
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Step 4 
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Step 5 
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  Step 6 
You will need to register for Multi-factor authentication. 

 
Step 6.1 – if you have an account skip to using Multi-factor authentication to login. 

 
 
 

5678 
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Step 7 
Check your phone for the verification SMS: 

 

 
 

Step 8 
 
 
 
 
 
 
 
 

 
 
 
Your sign-up to the MyPenrith online services account is now complete, you will now be 
directed to the Online Booking Portal to finalise your sign up. 
If you are an existing hirer or have previously made a booking over the phone, your  
account is already set up. You will be redirected to the bookings homepage and will not 
need to complete the following steps 9 and 10. 

 

The SMS will come from 
‘msverify’ 

Copy or note this code 

The SMS will specify which 
site or service it is for 
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Step 9 
When you sign up as a new user, you can register as an individual or an organisation 
client.  

 

Step 10 
All fields that have an astrix (*) must be completed. 
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If you make ongoing, reoccurring or regular bookings with the Penrith City Council, 

you can choose to request access to the regular booking portal. If you do not tick 

this at the sign up stage you can contact Council to request access to the 

regular hire portal at a later stage. 

 

 
 
If you request access to the regular booking portal will need to include details of 

the type of activities and venues you would like to book so we can ensure that 

you are provided with the right access. If this information is not provided, we may 

not be able to process your request. 

 

 
 
Annual Community Centre Hire – Regular use of Community Centres and Halls 
Annual Sports Hire – Regular School Sports Hire 
Annual Pool Hire – Regular use of Ripples facilities 
Seasonal Sports Hire – Sporting clubs seasonal bookings 
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*Please note that photos are not required however you will need to agree to the 

Privacy Statement before continuing. 

 

Once you press Continue, you will be taken back to the booking screen, and your first 

name will appear on the main menu. 

 

 

 

To access your bookings, click the menu button (three horizontal lines) and click 
on “My Bookings” 

 

 

     Jane 

     Jane 
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