Optimo Help Card

St Kilda Esplanade Market

How to Book a Casual Stall

Booking overview
1. Sign in to the Optimo portal
2. Search for your preferred Sunday
3. Submit your booking enquiry and payment
Step Action Description/ Screen View

#

1 First time use: Click on the link
provided to you via email to reset RESET PASSWORD
your password. RESET o
PASSWORD
Or Paseword

aaaaaaaa

Once you have logged in and
reset your password you will just
open the Optimo Casual portal

and sign in.
2 Click on the Sign in entry. Yo
&
Q rome O s so‘oog

Date Time Y X h
Search for Venues and Suburbs Searc!
27 May 2026 E Any ® FILTER CLEAR q
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Step Action Description/ Screen View
#*
3 Sign in to your account
Enter your username and SIGN IN
password, then click Continue to - _
Iog in. Sign in with Email Address
If you've forgotten your login £ Username *

details, click “Forgot username
or password” and follow the
email instructions to reset them. B Password *

You can also contact the
Esplanade Market team for

assistance. CONTINUE

I Forgot Usermame or Password? I

4 Search for your booking date P Y o O — © cone = so.ood’
Type “Esplanade Market” into

the search field. coplanade market ey 028 B | o . X
Select your preferred Sunday
date, then click Search.

Only Sundays are available for
booking. If you select a different
day, an error message will
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Step Action Description/ Screen View
#

appear and YOU will need to Esplanade Market Casual Trader .1
choose a Sunday.

® Prices are not defined for the selected time range
Date Number of Attendees i Available time slots
(Maximum 1) E] e - -
27 May 2026 o I e

* | i [ 12:00 AM to 6:00 PM |
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Step Action
#

5 Select a booking option

A list of available enquiry options
will be displayed.

Choose your preferred option
and click Book Now.

Your booking is an enquiry only.
If approved, Esplanade Market
staff will allocate your stall
number.

If no options are available for
your selected date, an error
message will appear. Go back
and choose a different date or
enquiry option.

Description/ Screen View

Esplanade Market Casual Trader .1

Facility for SKEM casual hirers to reserve on the customer portal ..

NO IMAGE

Esplanade Market Casual Trader .2

Facility for SKEM casual hirers to reserve on the customer portal ..
NO IMAGE

Esplanade Market Casual Trader .3

Facility for SKEM casual hirers to reserve on the customer portal ..
NO IMAGE

Esplanade Market Food Trader Enquiry -1 - Esplanade Market Food Trader Enguiry 1

$0.00}’Session

BOOK NOwW
FULLY

AVAILABLE

$0.00}’Session

BOOK NOw
FULLY

AVAILABLE

$0.00}’Session

BOOK NOw
FULLY

AVAILABLE

Estimated Price | so0.00

Selecied time sloi is unavailable.
Please try a different time.

Date Number of Attendees
{Maximum 1)

31 May 2026 =B 1 N
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Step Action Description/ Screen View
#

If you select a date where the
stall enquiry is unavailable, you
will see the following error
message. Go back and select a
different enquiry entry.
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Step Action Description/ Screen View
#

6 Enter number of attendees Esplanade Market Casual Trader .1 Estimated Price
Enter 1 as the number of

attendees (this represents your ,
. . el Number of Attendees i Available time slots
stall booking), then continue. (Maximum 1) Nk
31 May 2026 Ca [ B -l (200 Am 10 6:00 P )
Start Time End Time
2:30 PM ©  300PMm ®©

#

12:00 am 6:00 am 12:00 pm 6:00 pm 12:0|

7 Select your booking type resee serect o Catogory -

Click the dropdown arrow and Esplanade Market -
choose the type of customer or
booking enquiry you want to
make.

Please select an Event *

1

Select -

.Esplanade Market Casual Bookings, Food, Makers

Casual Bookings - First Nations, CoPP Clubs, Students U18, Charity, Buskers and Perf l
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Step Action Description/ Screen View
#

Click the Book button

8 Complete the questionnaire

A questionnaire will appear for
you to complete.

Fields marked with a red asterisk
(*) are mandatory and must be

| [Ezplanade Market Casual Bookings, Food, Makers | 0 out of 10 answered

Booking Requirements - Welcome back to the St Kilda Esplanade Market. Bookings close 5 pm *
Monday prior. A $30 deposit is required and will be deducted from your casual fee. Only book
filled in before continuing. if you have traded in the last 6 months or are an approved new casual who has already

traded. Invoices are non-refundable and must be paid by the due date. Fees may change
annually. Questions: esplanademarket@portphillip.vic.gov.au. Do you accept and wish to

continue booking?

O Yes
O no

Booking Terms & Conditions A $30 booking fee applies and is non-refundable if you cancel or *
don’t attend. 14+ days notice receives credit. 8 to 13 days receives credit minus $30 admin

Lo | mms e ™ it dmmmlirmm mm mm— alld mmdd fmnrmlmn memccmid ke A | mde fmirmlmmm femmaae A
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Step Action
#
9 Enter your trading name

In the Event Name field, enter
your trading name.

Description/ Screen View

Please select a Category *
Esplanade Market

Please select an Event *
.Esplanade Market Casual Bookings, Food, Makers

-

our Event Mame *
Type your trading Name|

e ADD MORE VENUE(S)

@9EVENT QUESTIONNAIRE

ADD DOCUMENT(S)
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Step Action Description/ Screen View
#

10 | Confirm and proceed to BOOKING DETAILS
payment
Agree to the Conditions of Hire, B Please note that the prices are

then click Make Payment to indicative  final price  will be
continue confirmed on application.

Event Total $30.00
28 Jun 2026

Esplanade Market Casual £0.00
Trader .3

28 Jun 2026 TS

Total
$30.00

By proceeding, | confirm that |

am 18 years or older and | agree to

the CoPP conditions of hire.
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Step Action Description/ Screen View
#

11 Enter payment details
Enter your details on the
payment screen, then click

Booking Payment

Cardholder Name Stallholder Name
Process Payment to complete
. Card Number I v l
your booking.
Expiry Date I 01 Jl [ 28 n/l
CVN I fl

O

Process Payment

Amount AU$30

12 | Click the continue button.
Payment Confirmation

Transaction Authorised

Auth Code 83779592460
Invoice Reference Number  INV10012603
Payment Amount  § 30

PRINT ‘ CONTINUE

“Your beoking is not completed yet, Do not close or reload the page, Please click on "continue” to complete it.
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Step Action Description/ Screen View

#

O ceing: = smml!?

1 3 BOOking Confi rmation @ rome @ New casual Hire ©) New Reguiar Hire
A confirmation screen will
appear, and a confirmation email o _° , o ‘ _ o ,
Choose Your Venues Booking Details Customer Details Enquiry Submitted

will be sent to you.
@ Booking completed 6

Belinda

IB13421
Booking enquiry reference number

Thank you for your booking. Please keep a record of your booking reference number




Optimo Help Card

St Kilda Esplanade Market

Managing your bookings

1 Click the menu icon (three lines),
O[ers| [=] oo I F

then select My Bookings from
the dropdown.

New Casual Hire

New Regular Hire

My Profile

My Bookings

Change Password

Sign out

2 View your bookings and My Bookings
On the My Bookings screen,
you can view your upcoming
and paSt bOOkings BOOKING DATE = =b 4 SEARCH BY BOOKING
To view invoices, click the
Invoices button. A list of your 1813421 CEED
Belinda Test STANDING TOTAL .
inVOiceS Wi" be diSp|ayed. 21 May 2026 | 07 Jun 2026|9:30 AM - 10:00 AM $0.00 $30.00
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Open an invoice

. . . 1B13421 GEEED
To open an invoice, click the INVOICES ~
2 May 2026 | 07 Jun 2026|9:30 AM - 10:00 AM $0.00 $30.00

blue invoice number link. The
invoice will open as a PDF.

INVOICE DUE DATE INVOICE AMOUNT OUTSTANDING DATE PAID ACTION

INV10012603 28 May 2026 $30.00 $0.00 20 May 2026 PAY NOW

Edit or cancel a booking Upcoming Bookings > IB13421
To make changes or cancel a @) reavest cuanors W ooneeceror | B someno
booking, click View, then select

the action you need.

IB13421
_ d
Belinda Test @? pprove:

Esplanade Market|07 Jun 2026 =5 T0TAL $30.00

To add items to your booking such as AV Equipment andfoer to specify the floor layout for seating please use the "Add Extras/ Questions’ buitons below. Please note that items vary based

on venue selected. For all other changes such as changing your booking date or time, please contact us directly.
O Y |COLLAPSEALL

RERCET 01 Administration Fee - New Stallholders and Cancellation ~
Date Start Time End Time Attendees Rate Total
07 Jun 2026 Sunday 9:30 AM 10:00 AM 1 $30.00 X 1 Day $30.00
s Esplanade Market Food Trader Enquiry 1 ~
Date Start Time End Time  Attendees Rate Esplanade Market Food Trader Enguiry 1 Total

07 Jun 2026 Sunday  9:30 AM 10:00 AM 1 $0.00 X 1 Day Wi $0.00







