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Creating Bookings 
Visit our Customer Bookings Portal at yprl.bookable.net.au 

1. Click “Log in” in the top right-hand corner of the portal 

 

2. You can use the “Set a Date” and “Filters” buttons to show availability for a 
specific date or click directly on the venue you wish to view. 

https://yprl.bookable.net.au/
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3. You will be provided with more information regarding the venue and be able to 
view the availability of each bookable space. Click the “Book it” button next to 
the space you wish to book. 
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4. Complete the booking details below.  
a. Name of Booking – give your booking a name (e.g. Yoga Class, Book Club 

Meeting, Seniors Craft Afternoon) 
b. Purpose of Booking – select the appropriate type of booking from the 

drop-down menu 
c. Number of people attending: Enter the number of expected attendees 

 

5. Select your date and time needed for your booking 
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6. Click “Add Date” to add an additional date for the same room. Repeat this 
process until you have all required dates and times.  

 

 

7. Click “Create a Series” to create a recurring booking, then select your required 
repeat settings 
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8. Once all dates required have been selected, click “Continue to Pricing & 
Confirmation” 

9. The “Confirm Booking Information” and “Booking Breakdown” sections will 
summarise your booking and fees. Please review these details, adding any 
additional information required in the “Description” and “Special Requirements” 
fields. If any changes need to be made, click the “Modify Booking” link.  
  

 

 
 

10. Scroll down to the YPRL Booking Checklist to answer all questions. These 
answers will help our staff to review your booking. 

11. Click “Complete Booking” 
12. Read and accept our Terms and Conditions 
13. Our staff will review your booking and contact you if required. An invoice will be 

sent to your email with payment instructions once confirmed.   
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Modifying Bookings 
Visit our Customer Bookings Portal at yprl.bookable.net.au 

1. Click “Log in” in the top right-hand corner of the portal 

 

2. Click on “My Bookings” 

 
 

3. Click on “My Bookings”. All of your bookings will be displayed in a list 
4. Click on the “Booking Name” link of the booking you wish to change 

 
5. In the Booking Information section, you can modify the attendee numbers, and 

any descriptions or special requirement notes. Please click “Update Booking 
Information” once completed. 

https://yprl.bookable.net.au/
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6. In the Booking screen, scroll down to the Booking Dates section and click “Edit” 

 
7. In the booking pop-up, you can edit the following: 

a. Date - to change your booking date 
b. Add Date - to add an additional date to your booking 
c. From/To Time – to change the time needed for your booking 
d. Add Bookable item – if you need to add the available resources 

(televisions/whiteboards etc) 
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8. Click “Save” to submit your modifications 
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Cancelling Bookings 
Visit our Customer Bookings Portal at yprl.bookable.net.au 

1. Click “Log in” in the top right-hand corner of the portal 

 

2. Click on “My Bookings” 

 
 

3. Click on “My Bookings”. All of your bookings will be displayed in a list 
 

4. Click on the “Booking Name” link of the booking you wish to cancel 

 
 

5. In the Booking screen, click on “Cancel this booking” 

 
 

6. Click “Yes” to confirm your cancellation 

https://yprl.bookable.net.au/
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7. If eligible under our terms and conditions, a refund will be issued to you by our 
team.  

 

Making a Payment (online via credit card) 
Visit our Customer Bookings Portal at yprl.bookable.net.au 

1. Click “Log in” in the top right-hand corner of the portal 

 

2. Click on “My Bookings” 

 

3. Click “Add Payment” 

 
4. Select your correct card type, and check that all invoices you wish to pay are 

ticked. The total of your payment is shown in the top right corner 

https://yprl.bookable.net.au/
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5. Click “Checkout” 
6. Complete your card details in the pop up, tick the reCAPTCHA verification box, 

then click “Submit” 
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Making a Payment (via Bpay) 
Using the details contained in your invoice: 

1. Log in to your internet banking via web or mobile app 
2. Start a payment via Bpay 
3. Using the details provided at the bottom of your invoice, enter the correct Biller 

Code and Customer Reference Number 

 

 

4. Please note the Customer Reference Number changes with every booking made, 
so please ensure you are entering the current CRN stated on your new invoice 
each time you make payment. Please do not reuse saved CRNs from previous 
invoices, this will delay your payment being matched to your bookings.  
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