
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 

your password.  

Or  

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. 
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Step 
# 

Action Description/ Screen View 

3 Sign in to your account 

Enter your username and 

password, then click Continue to 

log in. 

If you’ve forgotten your login 

details, click “Forgot username 

or password” and follow the 

email instructions to reset them.  

You can also contact the 

Esplanade Market team for 

assistance. 

 

  

4 Search for your booking date 

Type “Esplanade Market” into 

the search field. 

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 

choose a Sunday. 
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Step 
# 

Action Description/ Screen View 

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. 
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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 

Enter 1 as the number of 

attendees (this represents your 

stall booking), then continue. 

 

 

7 Select your booking type 

Click the dropdown arrow and 

choose the type of customer or 

booking enquiry you want to 

make. 
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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 

filled in before continuing. 
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Step 
# 

Action Description/ Screen View 

9 Enter your trading name 

In the Event Name field, enter 

your trading name. 
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Step 
# 

Action Description/ Screen View 

10 Confirm and proceed to 

payment 

Agree to the Conditions of Hire, 

then click Make Payment to 

continue. 
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Step 
# 

Action Description/ Screen View 

11 Enter payment details 

Enter your details on the 

payment screen, then click 

Process Payment to complete 

your booking. 

 

 

12 Click the continue button. 

 



Optimo Help Card 

St Kilda Esplanade Market 

Step 
# 

Action Description/ Screen View 

13 Booking confirmation 

A confirmation screen will 

appear, and a confirmation email 

will be sent to you. 
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Managing your bookings 

1 Click the menu icon (three lines), 

then select My Bookings from 

the dropdown. 

 

 

2 View your bookings and 

invoices 

On the My Bookings screen, 

you can view your upcoming 

and past bookings. 

To view invoices, click the 

Invoices button. A list of your 

invoices will be displayed. 
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Open an invoice 

To open an invoice, click the 

blue invoice number link. The 

invoice will open as a PDF. 

 

 

 Edit or cancel a booking 

To make changes or cancel a 

booking, click View, then select 

the action you need. 

 

 



  
 

 

 


