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Yarra Plenty Regional Library 

Venue Hire Public Booking Portal 
 

Recurring Booking Guide 

From the YPRL website (www.yprl.vic.gov.au) hover over ‘About’ and select Venue Hire from the 

dropdown menu.  

 

Select the link or the tile to take you to the Venue Hire Customer Portal. 

 

http://www.yprl.vic.gov.au/


 
 

   
 

 2 

You will need to sign in or create a new account to view the recurring booking option. See our First Time 

User Guide for instructions. 

 

 

Select the New Recurring Booking option. 

 

Select Regular booking. 
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Choose your Activity Type from the drop-down menu, input your Activity Name and the number of 

Participants. 

 

Select Venue/s. Increase items per page or select the arrow to the next page to view all venues. 
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Select day/s. Select the drop down arrow to view available times.  

 

Select and drag to choose your required booking time.  
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Select your recurrence pattern of daily, weekly or monthly and select your booking range. 

 

Select View Dates to see list of recurring dates in your booking. You can remove any dates from the list by 

selecting the bin icon. Select Apply to proceed. 
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Booking details will be displayed. If dates are showing up red as unavailable you will need to edit your 

booking. 

Once all dates are selected select the blue arrow to minimise the booking details.  

 

Select Next to proceed. 

 

Select Location using the drop down. Complete questionnaire by selecting each question and choosing 

your answer. 
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Select Next to proceed. 

 

Select document type. Select a file from your device or drag and drop document. 

Select Next to proceed. 

 

Add any additional notes. Check box to accept terms and conditions.  

Select Submit. 
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Your booking is now pending approval. You can manage your booking under My Bookings at any time. See 

our Cancel a booking guide for instructions. 

 


