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Welcome to the Dunedin City Council’s Mobile Trading Leased Sites Online Bookings system.  This 
document will guide you in creating a login and how to use the booking system. 

 The bookings system is shared with the DCC Parks department, so you will also have access to 
book reserves, sportsfields and cemetery bookings 

Registering to use online bookings 

1 Access the booking system at https://eservices.dunedin.govt.nz/. 

2 Click on Register. 

 

3 Click Sign up here at the bottom of the screen.  

 

4 Enter your email address, create a password and click the SIGN UP button.  Password criteria are: 

• Minimum 8 characters 

• Cannot contain ‘password’ 

• At least one digit 

• At least one uppercase character 

• No more than two same characters in a row 

5 You will be sent a verification code to your email address which must be entered correctly before 
you can access the site. 

 

6 Complete registration screen, and click Save. 

 Fields marked with * are mandatory.  Debtor number will be entered by DCC staff, if required.  

 

7 Email Transport@dcc.govt.nz to request access to the mobile trading leased sites bookings.  
Access will be provided once your permit is confirmed as being current.   

  

IMPORTANT 

https://eservices.dunedin.govt.nz/
mailto:Transport@dcc.govt.nz
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This step is necessary as it is a requirement of the Trading in Public Places Bylaw that all 
traders must have a mobile trading permit, you will not be able to access the Mobile trading 
leased sites booking area until DCC staff have confirmed you have a permit and it is current.  
If you do not have a mobile trading permit, you can apply for one at 
https://www.dunedin.govt.nz/do-it-online/apply/mobile-trading-permit-application. 

8 Once you have been notified that access has been granted to the mobile trading leased site 
bookings, you should login, scroll down to My Profile and click Change My Profile to check that 
the details below are correct, then click Save. 

• User registration type 

• Business trading name (this can be your full name if you do not have one) 

• DCC mobile permit number 

• DCC mobile permit expiry date 

• Main activity 

       

If you have any questions, email Transport@dcc.govt.nz 
  

https://www.dunedin.govt.nz/do-it-online/apply/mobile-trading-permit-application
mailto:Transport@dcc.govt.nz
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Online bookings - things to note … 

The mobile trading leased sites online booking system is used to book sites in the Octagon 
Carriageway and Wickliffe Square.  There are two sites available to book at each location. 
 
 
The Museum Reserve sites cannot be booked using this system.  Please apply at 
https://www.dunedin.govt.nz/do-it-online/apply/application-to-operate-mobile-trading-on-dcc-land 
or email par.admin@dcc.govt.nz . 
 
 

• Sites can be booked in advance up until the expiry of your current mobile trading permit.   

• Bookings cannot be made less than 5 days in advance.  If you wish to book a site in that period, 
please email Transport@dcc.govt.nz . 
 

• Ensure your mobile trading permit is current for the dates you wish to book, as you will not be 
able to complete the booking if the expiry date is earlier than the date of a single booking, or the 
first date of a multi booking.  You will need to update your permit expiry date upon renewal 
each year. 

• Bookings are for a full day from 7.30am to 6.30pm 

• Fee per day is $28.00, inclusive of GST. 

• All bookings are tentative until approved by DCC staff.   

• On account debtors will be invoiced at the end of each month.  Bookings cancelled more than 
24 hours before the booked date will not be charged . 

• You will be able to cancel bookings online up to 24 hours before the booking date, without being 
charged to your account,  

• Cancellations made within 24 hours of the booking date will be charged.  

• There may be instances where bookings are cancelled by DCC, eg the full Octagon is booked for 
an event.  We will endeavour to make sites unavailable for booking when there are events 
scheduled, however if it is necessary to cancel your booking, you will be notified by email and you 
will not be charged.  In this instance, there will be no charge if the cancellation is less than 24 
hours from the booking date.  

IMPORTANT 

IMPORTANT 

https://www.dunedin.govt.nz/do-it-online/apply/application-to-operate-mobile-trading-on-dcc-land
mailto:par.admin@dcc.govt.nz
mailto:Transport@dcc.govt.nz
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Booking a mobile trading leased site for a single day 

Sites can be booked up until the expiry of your current mobile trading permit, but not less than 
5 days in advance. 
 
1 Login at https://eservices.dunedin.govt.nz/ . 

 

2 Click the Book a Mobile Trading Leased Site button 

 

3 Either type the location you would like to book in the Venue Name field, or click on A - Z Index for 
a full list of sites, and select the location. 

  

4 There are two bookable sites at each location.  To show a calendar that highlights what time slots 
are currently available, click the Availability button next to the site you wish to book. 

 

5 Click Book to start the booking process, confirm the site is the one you want to book, then click 
Continue. 

https://eservices.dunedin.govt.nz/
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6 Enter the booking start and end dates and times and click Continue. 

 

 As bookings are for a full day, start time will always be 7.30am and end time 6.30pm. You may 
use the site for as few or as many hours as you wish within those times. If the site is unavailable 
on the day you selected, start time will be No availability and you will not be able to book for that 
day. 

 

7 Customer’s details will populate from the profile that you setup earlier.   

 If you need to update your profile while placing a booking, make sure you click Cancel before 
entering My Account as if you do not, the site will become unavailable for 20 minutes and you will 
not be able to access it again until that time has elapsed. 

8 Advise if you will be the main contact person on the day.  If you will not be the main contact, you 
must provide details for additional person/s. 

9 Select Yes to ‘Do you have a mobile permit number’.  Your mobile permit number will populate 
from your profile.  

 If you select No you will not be able to complete your booking as all mobile traders MUST have 
a current mobile trading permit.  You can apply for a permit at https://www.dunedin.govt.nz/do-
it-online/apply/mobile-trading-permit-application. 

10 Provide additional information (if any), and public liability insurance details. 

Clause 1.2 of the Conditions for Mobile Shop Trading states that traders must provide a copy of 
their public indemnity or liability insurance which must be kept current.  It is not necessary to 
provide a copy when you make your booking, however by submitting the form you are declaring 
that the information provided is true and correct to the best of your knowledge. 

IMPORTANT 

https://www.dunedin.govt.nz/do-it-online/apply/mobile-trading-permit-application
https://www.dunedin.govt.nz/do-it-online/apply/mobile-trading-permit-application
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11 Agree to Terms and conditions and electronically sign by typing your name in the Name field, 
then click Continue. 

 

 View the Terms and Conditions and the Trading in Public Places Bylaw by clicking on the links. 

12 Select if you want to receive booking reminders by email or text, complete details (if required) 
and click Continue. 
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13 Check booking details.  If you wish to make changes, click Back, otherwise click Continue. 

 

14 Click Submit, then click Finish.  

 

15 You will receive an email confirming that your booking is tentative and pending approval.  Your 
booking will be approved within 7 days. 
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16 Once approved, you will receive a confirmation email.   

 

17 An invoice will be emailed at the start of the month following your booking having taken place. 

 
 

If you have any questions, email Transport@dcc.govt.nz  

mailto:Transport@dcc.govt.nz
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Booking a multi schedule mobile trading leased site 

Multi-schedule bookings can also be made online.  This could be for multiple sites and/or multiple 
days.  You can book sites up until the expiry of your current mobile trading permit, but not starting 
less than 5 days in advance.  

 You will only be able to book sites for dates within your current mobile trading permit period. For 
example, if your permit expires on 31 July 2024, you will not be able to book sites for August 2024 or 
later.  This is because all mobile traders MUST have a current mobile trading permit. 

1 Login at https://eservices.dunedin.govt.nz/ . 

 

2 Click the Book a Mobile Trading Leased Site button 

 

3 Either type the location you would like to book in the Venue Name field, or click on A - Z Index for 
a full list of sites and select the location. 

  

4 There are two bookable sites at each location.  To show a calendar that highlights what time slots 
are currently available, click the Availability button next to the site you wish to book. 

5 Click Book to starting the booking process. 

 

IMPORTANT 

https://eservices.dunedin.govt.nz/
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6 If you are wanting to book a different site as well, click on Add another resource.  

 

7 Select the additional location and/or resource, and then select the site by clicking Add to booking  

 

8 Repeat steps 6 and 7 to add additional sites. 

9 When you’re ready to start the booking process, click Continue>> 
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10 Select Multi schedule booking type. 

 

11 If you are booking multiple sites, select which site you wish to apply the first schedule to.   

 

Only one site will be approved for the same/date time unless you have advised DCC that you 
have two mobile trading vehicles.  Booking of two sites at the same location is not permitted.   

12 Select the recurring pattern.  Options will change depending on whether the recurrence is daily, 
weekly, monthly or custom. 

   

13 Click Add Another Schedule to setup a schedule for another site or a different schedule for 
different dates (if applicable). 

IMPORTANT 
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14 Repeat step 13, if applicable. 

You can currently select a start time earlier or later than 7.30am, and the end time will 
automatically be 11 hours later. Note that currently you can choose times outside these hours.  
Any bookings made to start before 7.30am or end after 6.30pm will automatically be 
unavailable.  Should this be the case, they will be marked as such on the summary page.  This is  
an issue that is being addressed. 
 

 

15 Click Continue once all schedules have been added.  A summary page will be displayed.  Dates 
that are already booked, will be marked as unavailable. 

  

16 You can change a single booking at this stage by clicking Edit on the date line you wish to change. 

OR … cancel a single booking by clicking Delete and confirming you wish to remove the booking. 

 

 

OR… Add another booking by clicking the Add Another Booking button. 

 

17 Once you have checked, amended, cancelled, or added bookings, click Continue.  
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18 Customer’s details will populate from your profile that you setup earlier.   

 If you need to update your profile it is important to click Cancel before entering My Account as 
if you do not, the site will become unavailable for 20 minutes and you will not be able to book it 
until that time has elapsed. 

19 Advise if you will be the main contact person on the day.  If you will not be the main contact, you 
must provide details for additional person/s. 

20 Select Yes to ‘Do you have a mobile permit number’.  Your mobile permit number will populate 
from your profile.  

 If you select No you will not be able to complete your booking as all mobile traders MUST have 
a current mobile trading permit. You can apply for a permit at https://www.dunedin.govt.nz/do-
it-online/apply/mobile-trading-permit-application. 

21 Provide additional information (if any), and public liability insurance details. 

Clause 1.2 of the Conditions for Mobile Shop Trading states that traders must provide a copy of 
their public indemnity or liability insurance which must be kept current.  It is not necessary to 
provide a copy when you make your booking, however by submitting the form you are declaring 
that the information provided is true and correct to the best of your knowledge. 

22 Agree to Terms and conditions and electronically sign by typing your name in the Name field, 
then click Continue. 

 

 View the Terms and conditions and the Trading in Public Places Bylaw by clicking on the links. 

You cannot opt to receive reminders for multi schedule bookings. 

  

https://www.dunedin.govt.nz/do-it-online/apply/mobile-trading-permit-application
https://www.dunedin.govt.nz/do-it-online/apply/mobile-trading-permit-application
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23 Check the Booking Summary is correct.  If changes are required, click Back until you get to the 
Booking Occurrences screen, otherwise click Continue.   

 Only dates that are available will appear in the summary screen. 

 

24 Click Submit, then click Finish  
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27 You will receive an email confirming that your booking is tentative and pending approval.  Your 
booking will be approved within 7 days. 

 

28 Once approved, you will receive a confirmation email.   

 

29 An invoice will be emailed at the start of the month following your booking having taken place. 
 

If you have any questions, email Transport@dcc.govt.nz 

mailto:Transport@dcc.govt.nz
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Cancelling a booking  

All bookings are available in the My Account section and can be cancelled up to 24 hours before the 
booking date without incurring a charge.   

Any bookings cancelled within 24 hours of the booking will be charged. 

It is not currently possible to amend a booking online.  Contact Transport@dcc.govt.nz if you need to 
move a booking to another location or date, or you can cancel a booking and then apply for a new 
date. 

1 Login at https://eservices.dunedin.govt.nz/ . 

 

2 Filter as required, or scroll through the bookings. 

 

As the online booking system is shared with Parks, bookable sportsfields and reserves will also 
appear as a Venue.   

3 Click on the booking you wish to cancel. 

 

 
  

mailto:Transport@dcc.govt.nz
https://eservices.dunedin.govt.nz/
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4 If it is a multi-schedule booking, all bookings in the schedule will be listed.   

 

5 Click the Cancel Booking button. 

Clicking Cancel beside the date you wish to cancel will take you to the same screen.   

6 Tick to accept the terms and conditions, then click Continue. 

  

 
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7 If you are wanting to cancel single dates select No for the question Cancel entire series, otherwise 
leave as Yes to cancel all dates in the booking. 

 

8 Select the booking date/s that you wish to cancel, specify a reason for cancelling the booking, 
then click Continue, then click Continue again. 

 

  

 
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9 Summary of cancelled booking/s will be displayed.  Click Submit then Finish. 

 

10 Summary of cancelled booking/s will be displayed.  Click Submit then Finish. 

11 You will receive an update of charges by email, and a confirmation of cancellation email. 

 

 

If you have any questions, email Transport@dcc.govt.nz 

mailto:Transport@dcc.govt.nz

