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User Guide SLWA Venues Booking System - Bookable

Contents
REZISTEI (NMEW USEIS) cuitniiuiiieiiiiiieititettteteeueeteteatentenstnetnstssssssessessessenssnesnssnsssssessessessensenssnnes 2
LOZEING IN (EXISTING USEIS) ceuiuiiiiiiiiii ittt ettt ettt ettt et et et et et et e e eeneeneansenns 3
ReESEE YOUI PASSWOIT ..cuiiiniiiiiiiiiii ettt st s e s e s e s e senaae 4
MAKE @ BOOKING ..ttt ettt et et et e teeaeasansansansansansanssnssnssnssansensensnnnes 5
MaNABE YOUI DOOKINGS .. cuiiiiiiiiiiii ittt ettt et e ee et et sansensansanesnssassessessessensensenssnnes 9
Edit the date and time Of YOUr DOOKING ....cuiuiiiiii it eae e eaeeee e e ees 10
Add resources/equipment t0 YOUTr DOOKING ..c..vunienieniiiiiiiiieiie ettt et e e eeeeeeseeennas 12
Download your Booking Confirmation Or INVOICE ......c..iveeiiiiiiiiiiiiiiii e 12

N FY Gl o121 £ =] 0 L P PSPPSRI 13



OFFICIAL

Register (new users)

You need to be a registered user to make a booking.

1) Visit https://slwa.bookable.net.au/ and click Register at the top right of the landing page.

State Library of Western Australia

Located in the Perth Cultural Centre, just five minutes from Perth Train Station, the State Library of WA offers a variety of bright,

welcoming and affordable spaces for vour next event Whether vou need a small meeting room or 3 Jarger venue with capacity for uj

2) Select your Account Type: either Commercial Individual, or a Commercial Organisation if
you are booking on behalf of an organisation.

3) Fill in your email address, create a password and fill in your contact details.

Register with your email address x

Your Customer Type determines eligibility for pricing. If you are hiring for personal use you must create an Individual Account. If you are hiring as a
e an Organisation Account. You may need to create two separate accounts if you wish to book for personal use
organisation use. You will need a different email for ea CC

te

sation you mu:

Account type
2 = =

Commercial Ind Commercial Sponsored

Your account

Emai Confirm email

Password Confirm password

|_| Sign up to news and other helpful information from State Library of Western Australia

Your Details

Suburb/City |



https://slwa.bookable.net.au/
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4) Open the Bookable Terms of Service and Privacy Policy, once complete click Create
Account and you will have registered successfully.

QOur terms of use

By creating an account, you agree to our Terms and have read and acknowledge our platform privacy policy

(=

Logging in (existing users)

To log into your account after registering:

1) Visit https://slwa.bookable.net.au/ and select Log in at the top right of the screen.

[ETATE LisnAnY] R 3
Bookings v f v og In Register
[wesTERN AUSTRALIA

State Library of Western Australia

2) Enter the email and password you registered with and select the Log In with Email
button.

X
Log In
It's great to see you again! Let's get you authenticated.

Need an account? Register for one now

Email
Log in with Email

3) The page will return to the home page, displaying State Library as a Venue. You are now
ready to browse and book venue spaces.


https://slwa.bookable.net.au/
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Reset Your Password
If you have forgotten your password or want to reset it to create a new one:

1) Select Log In at the top right of the screen.

2) Select the Forgot Your Password link above the password text field.

Log In x

¢ Go back
Password Forgot Your Password? )
LA A R BN N NN NNENNNE. \E

Login

3) Enter your email address and click OK. An email will be sent to your email address
containing a link allowing you to reset your password. If you do not receive an email, be
sure to check your junk or spam folders.
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Make a Booking

1) Log into Bookable.

2) Click on the State Library of Western Australia picture on the landing page to view all
available venues.

e i

Everything Library

State Library of Western Australia

3) The room capacity, cost per hour and additional information about the venues will be
displayed.

4) Click Read more about this space to bring up additional details:

) Gascoyne Room

[/
1) S tporzpepe @ siopn (R I GRD

A bright and accessible meeting room located on the ground floor of the State Libifry. Read more about the space

@& midday 1pm 2

Geographe Room

A bright and welcoming meeting/seminar on the ground floor of the State Library. Read more about the space

Bam 7am 8am 9am 10am 11am @& midday 1pm 2
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5) Create your booking by clicking Book it in the top right corner or by clicking on any
available white blocks in the calendar field.

Geographe Room

A bright and welcoming meeting/seminar on the ground floor of the State Library. Read more about the space

6) Complete the following fields under Booking Information. You must enter the Name of
Booking, select a Purpose and enter the number of attendees.

—
1 (2] 3
Find Refine Confirm & Checkout
@ Booking Information ,
New Booking
MName of Booking (150 characters [ Starting Wednesday 18th March 204
| f state Library of Western Australia
e it a name such as “Dance classes” or "Sports tra 1
Notes from the Booking T
Purpose of Booking Mumber of People Attending Completing your booking
Select 4 DUMDOSE — In the Booking Refinement step you are
L details relating to your booking request.
specific event information is entered. Bo

7) Select and/or edit the date and time of your booking and use Create a Series if you
require a recurring booking.

@ BOOking ltems Filter: | Other Bookable Options

Wednesday + =
15/04/2026 Add a Date Create a Series

Booking summary for Wednesday 15/04/2026

On | 15/04/2026 ‘

You are booking

| Goldfields Room v |rf0m‘ 1AM v || 00w |[0‘ 1PM w || 0 v |

Add another hd |
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8) Your booking will be visible in green on the calendar below. If you are happy with the
tentative booking, click Continue to Pricing & Confirmation

[
>

=

| North-West

P

ih & Far Barm oan toam m @ mic
- Pilbara Room - b oa . o

Continue to Pricing & Confirmation >

9) Add any equipment required for your booking. If none is required, click Review and

Finalise.
Select Extras
Please select any optional extras you'd like to include with your booking. Included Dates
Wednesday 15/04/2026
Q, | Search extras
Mame Description

Extension + Cover +
Powerboard set

Extension Cable
Extension Cable Cover
Flip-Chart stand (3x)
Laptop

Powerboard

Reserved sign

Whiteboard - manual

Review and Finalise »
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The Confirm Booking Confirmation page will load, please review the details of the booking
thoroughly, you can also add any notes or special requirements on this page.

10) If you are happy with your booking, scroll to the bottom of the page and click Complete
Booking.

Complete Booking »

10) Read and accept the SLWA Terms and Conditions and click Continue.

Terms and Conditions

Full terms here SLWA Terms Conditions Venue Hire 25-26

1. Hire of Venues and Equipment

1.1 Applications for venue and equipment hire need to be submitted by an authorised
person aged 18 years or over.

1.2 Venue booking is not confirmed until written confirmation is received from the
Venues Coordinator.

1.3 Set up and break down times are to be included in the hire period.
2. Hirer Responsibilities

2.1 The hirer or their authorised representative must remain in attendance during the
hire period and is responsible for the security of the venue, safety of guests and
supervision of all activities during the hire period.

LI Japgran T hnir authardand rancanandntion fn rae

I have read and accept the Terms and Conditions.

Your booking has been received; the Venues team will review it and mark it as confirmed as soon
as possible. From this page you can view and manage your booking from within Bookable.

[E7ATE LisAaRY]
Bookings v | Let's find your venue
[wesTenRN AusTRALIA]

Your booking has

beenreceived! &
v Your booking is now in re d is tentative only ur rar
back, copy of ever
lauren.cowdrey@slwa.wa.gov.au
®
@ View and manage your bookin > s
o ¢ Booking #626
@ Duplicate this booking and make another >
test
L E Explore other venues available to hire >
B stata Library of Western Australia
@ Download a copy of your receipt > B Starting Wednesday 15th April 2026

I 2, Lauren Cowdray
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Manage your bookings
1) Visit https://slwa.bookable.net.au/ and click Log In at the top right of the landing page

—

[STATE LiBRARY]
= Bookings v ‘ Let's find your venue Login ' Register
[WESTERN AUSTRALIA| g

@ > State Library of Western Australia

My bookings @ Lauren vV

STATE LIBRARY
Bookings v Let's find your venue

; w m ‘ £ SetaDate H i Filters

3) Click the drop-down menu to view your account, transactions and past and future bookings.
Click My Bookings to manage future bookings.

My bookings @ Lauran

! )
Wiy Account

MWy Transactions

| B Setal

4) You can also easily manage the following items from within Bookable.

e Edit the date of your booking

e Edit the start and finish time of your booking

o Add resources e.g. extension cables, microphones etc

o Make payment for your booking

e Edit the number of attendees

e Add notes and special requirements

e Subscribe other contacts to the booking to receive booking notifications
e Add the booking to your devices calendar


https://slwa.bookable.net.au/
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Edit the date and time of your booking

1) To edit the date/start finish time of your booking, click on My Bookings.

My bookings @ Lauren

5, [
Wiy Account

My Transactions

e T

Loq Ot

2) Click on the Booking Name, in this example the booking name is ‘Test’

STATE LIBRARY
WESTERN AUSTRALIA

Bookings ‘ Let's find your venue

fir > My Account

My Bookings My Details My Transactions

My Bookings Payable Now: $0.00 Outg
Id Booking Name Venue Items Next Booking Date
Date Created
State Library of Western Kimberley 17/Mar/26
Australia Room

[sTATE LigRaRY] . (
= Bookings v Let's find your venue My bookings @ Lauren v
[WesTERN AUSTRALIA] L

@ > My Account > Bookings > Test (#629)

TeSt @ Duplicate this booking and make another >
(> Download a copy of your booking confirmation >

[ State Library of Western Australia
) Starting Tuesday 31st March 2026

2 Booked by Lauren Cowdrey

Manage your booking { Payment ] { Information ] { Dates ] { Contacts ]
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3) Scroll down to the Booking Dates section and click Edit.

Booking dates

Bookable Item From To Unit # of Units Unit price Total Issues
Vv Thursday 20th August 2026 m
Gascoyne Room 12:15 PM 02:15 PM Hours 2 $43.00 $86.00 $7.82

4) Select the calendar image below and choose your preferred date.

Booking : 17 April 2026 Friday

Date :
17/04/2026
<

Mon Tue Wed Current$ New$ Change $ Payable/Refundable
n Current$ New$ Change $ Payable/Refundable

27 28 29 30 01 02 03 Before From To After Units

04 | 05 | 06| 07 | 08|09 |10 [15mins gapm v:15 ~ 5PM v: 15 -« 15 mins
Lo oe

5) Click on the drop-down From and To fields below. If the room is not available at the time

you have selected, it will appear in red and you will not be able to complete the booking.
Please select an available time and then Save.

Booking : 17 April 2026 Friday

Date Attendees:
17/04/2026 5
Bonds Current$ New$ Change $ Payable/Refundable
No bonds.
Additions Current$ New$ Change $ Payable/Refundable
No additions.
Item Date
Gascoyne Room 17/04/20286 15 . 15 mins
Add Bookable ltem

Gascoyne Room - Apr 17, 2026

<
Show all venue items
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Add resources/equipment to your booking

Log into bookable and click on the My Bookings in the top right-hand corner.
Click on a Booking Name to view the booking.

Scroll to the Booking Dates section and click Edit.

Resources and equipment such as extension cables, microphones etc can be added via
the blue Add Resource button.

Item

Gascoyne Room 20/08/20286

Date

Select Resource W ‘

20/08/2026

Extension + Cover + Powerboard set

c Extension Cable

Extension Cable Cover

im

Download your Booking Confirmation or Invoice

1) Click on the small black box with three dots (ellipsis) for options to download invoices or

confirmations. There is also an option to add your booking to a preferred calendar.

| Let's find your venue n My bookings @ Lauren

Qs My Transactions

Payable Now: $0.00 Outstanding: $ .00

Status

Venue Items Mext Booking Date Date Created Prj

$ .00 Ter‘taliveﬂ

Send Invoice

State Library of Western Australia  Gascoyne Room 17/Mar/26

Download Invoice

Download Confirmation

Add to Calendar
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Make payment

1) Ensure you are logged into your Bookable account and click on ‘My Bookings’

Eqokings ¥ ‘ Lets:ind.your ve My bookings @ Lauren Vv
; Q m ‘ £ SetaDate | i Filters
2) Select the booking you wish to pay for and click on ‘Make payment now’.

Payment due

Fees $86.00
Adjustments $0.00
Bonds $0.00
Total incl. GST $86.00
Paid $0.00
Payable now $86.00

$0.00

3) Select your card type Visa or Mastercard and click ‘Checkout’.

Add Payment

1. Please choose payment type:

Debit/Credit Card v
O wisa EJ

2. Please choose payment
amount:

Payable Now - $86.00 v

Booking 628 - Test for training (Amount Due: $86.00)

Invoice Outstanding Due Date Amount

[INVOICE] State Library of Western Australia Gascoyne Room $86.00 08/04/2026 $86.00

20/08/2026 12:15 to 20/08/2026 14:15
‘ Checkout I Cancel
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4) Enter your credit card details and submit. Once submitted you will receive an automated
email confirmation from Bookable confirming your payment.

Please input credit card details

Total Amount:

$86.00

Card Type:

Card Number:

Ccvv:

Expiry:

MM/YY

[ Securely save your card for quick checkout in the future

™

1eCAPTCHA
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