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IMS Booking system

User guide



About this program

The program is used to manage bookings, collating all the required paperwork and data to allow
council to manage clashes and approve bookings.
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Logging on

This program is cloud based and can be accessed from any computer or device with internet

connection. You will need to set up an account with your unique username and password.

Tip: Save www.imscomply.com.au in your email system as “not junk” to ensure you receive these

notifications.

Step 1

Cut and paste the program
URL supplied into your
preferred internet browser.

& imscomply.com.au/gleneirarm/
< & ply. g

Step 2

Select Create account. Fill
out required information
and select Register.

Step 3

An email will be sent to your
email address. Click on the
link per email to validate and
activate your account.

Activation is required to access your casual bookings account

The activation code will expire in 24 hours.

To activate your Glen Eira City Council - Reserves Manager casual bookings account, click on the link below or copy and paste the link into your browser.

hitps imscomply com au/gleneirarmiactivate php?q=UH77U78g1580858580

Once activated, go to hitps://www.imscomply.com.au/gleneirarm/ and login within the details below.

Step 4

Your email will become your
username, select a password
and signin.
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http://www.imscomply.com.au/

Update your contact details

About How to

Update contact details | Always ensure there is a valid email address entered, so email alerts can be
received and attended to. If you change your email address, your username will

You can keep your ke
Py Y change to reflect this.

contact’s details up to

d ate | nt h | S area Applicationsflicence forms Report letters [ Outstanding issues I Maintenance

including: ,
Organisation Richmond Runners. Landline number ‘1]7 5425 3265 |

_ Contact deta ||S Title [ar | Mobile number 0421236 326 |
First name [Hugn | Business phone o7 5450 2362 |

. Last name [Jackman F b

—  Password and email : | e | |
Postal address. |po Box 45 \ Incorporation number 563256 395 |
Suburb [cotton Tree | ABN 56236 365 |
State. |atp v Email ‘tesm@lmscomp\y com au |

The email address is y

Postcode

Password restapassuord |

Click on save changes if any edits are made.

Casual bookings

Check availability
Before starting your application check the bookings calendar tab to ensure the venue/sports facility
is available for use. Select the date and asset you require to see whether it is available to book.

Completing an application for casual use
Ensure you have selected the correct form that corresponds with the type of booking you wish to
make.

About How to

] )
Start casual booking Reportlters
epplication
start your application

fro m th e Winter Season 01 Apr 2018 - 30 Sep 2018 02 Nov 2017 31 Mar 2018 Application has been submitted.
Ground requesis cannot be changed.

Applications/License
form tab.

Outstanding issues Maintenance

Update contact details " Upload documents }

Casual sportsground bookings
Start applicatior

Community events For booking community events
Casual sportsground application For casual bookings of sportsgrounds Start application £ Check availability
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First click on check availability to see if the ground/venues you are after are
booked for the date and time you need them.

Check availability

- N -5 -.4
Date: 11-Feb-2015 [ Legend Sess onal booking Esternal bogking Frovis ional bocking

Mote 1: provisional bookings are allocated on & fist come firsts erve basis .
Mote 2 C indimtes the ground & closed

~

Sports ground
Adelade Reserve - Football Oval

90am %30am 1000am 40:30am | H1M0am H1:30am 1200pm (12:30pm 1:00pm | 1:30pm | 2:00pm | 2:30pm | 300pm M

Adelaide Reserve - Temnis Courts.

Cooroy Reserve - Bow B Green

Once you have confirmed the grounds are free, click on the back key to return to
start your application.

>

Contact details

These will populate
from your contact
details tab.

Check your contact details are correct.

APPLICATION FOR CASUAL USE OF RESERVE/SPORTSGROUND

Section A - Contact Details

Name of Organisation / Group: ‘Cooroy Football Club |

First name: Phone (home):
Last name: proneus: [ ]
Address: |SD Sippy Downs Drive ‘ Phone (mob):
Posicode:

Login Details

cl2@imscomply.com.au

QHXNZY

Usemname / email:

Password:

About

Booking information

Select the asset you
wish to book and give
the council some
details about your
event to allow them to
assess your
requirements and
allocate venues, assets
or sportsgrounds.

How to

Choose a reserve/ venue and provide details on your needs.

Section B - Booking Information

Reserve / Sportsground required: [select reserve/sportsground v ]
Number of Sportsgrounds required: U1 Oz O3 Oz U5
Number attending: |:|
Activity to be conducted on Catnieties  ClFootoal O soccer
reserve/sportsground: Osaseval  CHockey  ['softball
Ccricket  CINetball [ Tennis

[ other (please state)

Please tick the box relating to your activity: [JRregional Competition
[ state Competition

[ social

[re ciass
Dinterschool Competition
intraschool Competition

What items will be taken onto sportsground/reserve:

Do you need access to public toilets? O Yes* O No

* subject to reserve amenities.

Repeat bookings

One or multiple
bookings can be made.
Tip: For recurring
bookings with a holiday
break in the middle it is

Choose the date and start and finish times for the booking. If this is a recurring
booking, tick the checkbox and choose a repeat pattern and number of times or
end time of the repeating occurance.
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best to make 2 separate
recurring bookings, for
before and after the
break.

Booking number: 1
19 Dec 2017
From: |Selecttime v | To: | Selecttime v

Tick box if a recurring 72
ovent ) [:]

Date of booking

Times required

Repeat pattern [ select repeat pattem v
Repeat quantity select repeat quantity v
OR

. ‘Add another booking '

To add another booking with different times, click on Add another booking.

Public Liability
Certificate

You will be required to
upload this document.

Click on upload to add document to the application and enter an expiry date. You
will not be asked to attached your PLI to any further casual bookings until this date
has passed.

Public Liability Certificate

Please attach a current Public Liability Insurance Policy Certificate to the value of at least $10 million that cover:
the activities that will be undertaken during the proposed booking.

The current PLI certifcate expires on 12 Jul 2018.
No document upload is required until after this expiry date.

Upload supporting
documentation

If you were not able to
add your supporting
documentation at the
time you submitted
your application, this
can be done from the
Upload documents tab.

Compliance Socumeatation

Do< ument Docementaison Addrionadl detads
Certilhcate of Public Lizbility insurasce Exgafy it
T8 miramurm cover of S50 midlicn is regeired) o1 st 208

o inptac document. Shkte o s ing document frid

Registration of intorporation Cemficaie

Ligesr Licence

Foied REQISTANON Cirlie b
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About

Terms and conditions

Read terms and
conditions.

How to

Click on the T&C PDF to read. This must be opened before the applicant can submit
the application.

Section D - Terms and Conditions

Please read the Terms and Conditions before ticking the checkbox to accept these Terms and Conditions.

v
Terms and Conditions PDF #*

Submit application

When all required fields
have been entered and
the Terms and
Conditions opened and
agreed to via the
checkbox, the Submit
Application icon will be
available.

Tick the checkbox agreeing to the terms and conditions. Submit application.

Terms and Conditions

Terms and Conditions PDF

|, on behalf of the organisation / group, agree to all terms and conditions.®

* Checkbox becomes enabled once the Terms and Conditions PDF is downloaded

Please note: changes cannot be made after submitting this form

View approved
applications

You can view approved
casual bookings once
they have been
processed.

From the Applications/Licenses tab, scroll down to Submitted applcations find
your approved booking or continue to complete an application. Click on the
magnifying glass to view details.

Submitted bookings

Application ID Booking start date Booking type

10068 08 Jul 2018

Casual sportsground application Approved

10005 18 Nov 2017 Community events

Continue appiication

Casual spOrtsQround application Summary

Application ID 10058
Booked by Hugh Jackman
Approwed by Natalie Fimn
Organisation Richmand Runners
Organisation contact Hugh Jackman
Organisation contact phone 0421236 326
Account number 563 265 362
PLI centificate
PLI expiry date 01 Fan 2018

Booking notes Please ensure you clean grounds afler the event and remeve all rubbish,

Once your application is submitted

Council will receive your application and either allocate you a booking, reset your application to
make changes, or reject your booking. You will be notified by email and can view the status of your
application in the License/Applications tab. An invoice will be sent for payment to secure the

booking.

If you have any further queries, please contact the bookings officer on
recservices@gleneira.vic.gov.au
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