
 
 

 

 

 

Reserves Manager for Association and Events Representatives 
 

Making an account 
 

In order to make a booking for one or more reserves, you will first need to create an account. To begin, 
click on the ‘create account’ button on the IMS login page. 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Fill in the required details necessary to create the account, then click register. 
Please note: register button will become active once all required fields are filled in. 

 
 
 
 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

 

Please note: Council must first approve your account registration before you can start an application. 



 
 

 

Casual bookings 

Completing an application 

 
You may wish to make a casual booking for a sportsground or to book a community event.  
To do so follow the steps below: 
 

Tab  

Before starting an 
application, check the 
availability of the 
grounds for the days 
and times that you are 
after. Then click the 
back button and then 
start new application to 
begin. Please note: 
some grounds may be 
visible on the calendar 
but not visible in the 
application. 

 

 
 

Tab  

Section A – Contact 
Details 

Fill in contact details for 
a representative. 
Ensure that all 
required** fields are 
completed. 

 

 

 

 

 



 
 

 

 

 

 

Tab  

Section B – Booking 
information 

Select the reserve you 
wish to book and give 
the council some 
details about your 
event. Specify each 
sport field, pitch, wicket 
or diamond required in 
the booking summary. 
Council will assess your 
requirements and 
advise which grounds 
you are allocated. 

 

 

 

 

Section C – Public 
Liability Certificate 

You will be required to 
upload this document. 
This document is 
required annually.  

 

Sections D and E – 
Bond & Fees 

These sections outline 
the fees for the booking 
and the Terms.  

 

 

  



 
 

 

 

 

 

Tab  

Submit application 

The terms and 
conditions document 
must be opened before 
being able to tick the 
check box to agree to 
them.  

This will then allow you 
to submit the 
application. 

 

 

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. 

 
If you have trouble shooting, please email recreation@monash.vic.gov.au or call 9518 3583. 
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