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How to Book a Council Venue and Complete Payment  
This guide directs you on how to book a council venue, fill in all required details, and successfully complete the 
payment process on The Barossa Council Bookable website. Learn how to navigate the booking system and finalise 
your booking.  

For any questions, please reach out to our Customer Experience team on 08 8563 8444 or 
bookings@barossa.sa.gov.au  

 

1. Open the Bookable webpage to search venues available for hire and click the "Register" button if you do not have 
an account for this website. 
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2. Click "Register With Your Email" 

 

3. Click on the account type that is relevant to you.  
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4. Click the "Email" field and fill in your email address. 

 

5. Click the "Confirm email" field and re-enter your email address. 
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6. Click the password field and enter a suitable password. Note you will continue to use this password for any future 
bookings. 

 

7. Click the "Confirm password" field and re-enter the password. 
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8. If you wish to subscribe to Barossa Council newsletter, tick this box. 
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9. Complete your personal details. 

 

10. Click "Create account". Note all fields must be entered to complete this step. 
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11. Click "OK" 

 

12. Click "Log In" 
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13. Click the "Email" field and enter your registered email address, then click “Log in with Email”.  

 

14. Click the "Password" field and enter your registered password, then click “Log In”. 
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15. Choose the venue you wish to book and click on the tile. 

 

16. Click "Book It" 
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17. Click the "Name of Booking" and enter what your booking is for. 

 

18. Click "Select a purpose" 
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19. Select if it is a "Standard Booking" or if you believe your booking would meet the criteria of "Eligible for Subsidy”. 

For Barossa Council Venues (excludes Barossa Park Function Centre) - if you believe your 
booking is eligible for subsidised hire rates (based on the below information) please choose the 
"Eligible for community subsidy" purpose and final pricing will be sent to you after your booking 
request to finalise the booking. All other bookings are "Standard Booking" purpose types.  

Subsidy Criteria: 
• The Hirer can demonstrate it will not generate profit - 40% 
• The Hirer can demonstrate Social Inclusion - Activities which support wider social inclusion 

targets. These may include such groups as; Low socio-economic background; older 
adults; Aboriginal and Torres Strait Islanders; Culturally and Linguistically Diverse (CALD) 
communities - 20% 

• The Hirer can demonstrate that the use of the facility will increase community 
participation and/or will promote health and wellbeing of the Barossa Council 
community - 15% 

Maximum primary subsidy available 75% 
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20. Click the "Number of People Attending" field and enter your approximate number of attendees. 

 

21. Click the "On" field. 
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22. Choose your booking date. 

 

 

 

23. Click "Select an item" 
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24. Choose which space you wish to book. 

 

25. Choose what time you would like to book from and to (please include set up and pack down time). 
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26. If the space is available, it will be green on the calendar. Click "Continue to Pricing & Confirmation" 
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27. Read through the "Checklist questions" and answer "yes" or "no" based on your booking information. Please note, if 
you answer yes and are required to attach evidence, you can log back in prior to your booking to complete this 
step (if the document is  not available at time of booking). 

 

Once all answers are completed, click "Complete Booking" 
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28. Read the Terms and Conditions of hire and then click the "I have read and accept the Terms and Conditions." field. 

 

 

29. Click "Continue" 
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30. Click "Checkout" 

 

 

31. Choose the payment type. 
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32. Choose if Visa or Mastercard will be used for payment. 

 

33. Select "Payable Now" 
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34. Click "Checkout" 

 

 

 

35. Complete all the card details . 

 

mailto:barossa@barossa.sa.gov.au
http://www.barossa.sa.gov.au/


 
 

(08) 8563 8444 | barossa@barossa.sa.gov.au | barossa.sa.gov.au 
43-51 Tanunda Road (PO Box 867), Nuriootpa SA  5355 | ABN: 47 749 871 215 

36. Click the "Securely save your card for quick checkout in the future" field if you wish to stor the card against your 
account for future bookings. 

 

 

37. Click on the "I'm not a robot" tick box 
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38. Choose the images that you are directed to pick. 

 

 

39. Click "Verify" 

 

mailto:barossa@barossa.sa.gov.au
http://www.barossa.sa.gov.au/


 
 

(08) 8563 8444 | barossa@barossa.sa.gov.au | barossa.sa.gov.au 
43-51 Tanunda Road (PO Box 867), Nuriootpa SA  5355 | ABN: 47 749 871 215 

40. Click "Submit" 

 

 

41. Congratulations! Your booking will now be confirmed, or marked as tentative if the venue requires approval. You 
can click "View and manage your booking" to see your booking details. 
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42. When revisiting the website, you can login and enter the "My bookings" section to revisit your booking and add 
documents or make any payments. 
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