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First Time Login

- A link to access the portal will be emailed to all suite 

holders and can be accessed via 

https://www.adelaideoval.com.au/corporate-suites/

- Click on the Set or reset your password here button

- An authentication email will be sent to your inbox

- Once received, open the email and click the link to set 

a new password

- You will then be prompted to review & update your 

account details and the Terms & Conditions

https://www.adelaideoval.com.au/corporate-suites/


Site Navigation

Home 

- My Upcoming Events

- Events which are open for ordering will be 

displayed here along with a brief summary of 

your task completion progress

Upcoming Events at Adelaide Oval

- This screen will display all upcoming events at 

Adelaide Oval 

- Events that are open for ordering can be 

accessed if the Manage Suite button is visible



Site Navigation

Plan your visit

- Click the links to access stadium information,

new windows will open to the Adelaide Oval 

website

COVIDSafe Measures

- This will open the latest update on the Adelaide 

Oval website in a new window



Site Navigation

My Account & Invoices

- Manage My Account

- Update your User Profile information

- Add a new contact for your organization, this 

can also be done by your Account Manager

- My Invoices

- All paid and unpaid invoices can be 

accessed here 

- To pay an outstanding invoice, select the 

invoices you intend to pay and click continue 

to be directed to the payment screen



Site Navigation

Help

- Portal Help

- Check here for assistance with how to use  

the portal 

- Links to portal training guides and videos can 

be accessed here

- Frequently Asked Questions

- Check here for Adelaide Oval & Event Day 

Information 

- A new window will open to the Adelaide Oval 

website which contains frequently updated 

information  



Event Tasks

Select an Event & Manage Suite

- From the Home screen navigate to the 

desired event and click Manage Suite 

Guest Attendance

- The first time you open an event you will 

be asked to select how many attendees 

will be attending, this can also be adjusted 

later if required



Event Tasks

Event Home

- The event name and game start time will 

appear here in bold

- The suite opening time and number will 

appear below the event name

- Navigate to Event Home on the sidebar 

menu at any time to return to this screen 



Event Tasks

Get Started

- Use this section to keep track of your ordering  
progress.  Click the Get Started button on each 
task to place your order

- Only Event Day Information will automatically 
change status to Complete.  All other tasks will 
change to “In Progress” once you have clicked 
through the button for the first time

- Please update them to Complete manually once 
you have completed you task – we understand that 
you may need to change or adjust your order 
throughout this process

- The Food & Beverage ordering periods will close in 
line with the Due Date and will not be available to 
access after this time – please contact your 
Account manage for any last minute requests 

- Please note, not completing the tasks will not 
prevent you from completing your order or 
distributing tickets



Event Tasks

Event Day Information

- As this information may change from event 
to event, please take the time to complete 
this section for each event 

- This information will be displayed on your 
order confirmation and will be used by our 
service staff to ensure your group has a 
fantastic experience  

- Please use the Additional Information field 
to communicate any special instructions 
to us 

- By adding a Method of Payment our team 
will know how to process and additional 
orders on the day and remove any grey 
area for your host and guests  



Event Tasks

Food Ordering

Food Selections

- Select a menu style, further dish information 

can be access by clicking on the item

- Only one menu style can be selected per suite 

per event for all guests

Additional Platters

- To add additional platters, please navigate to 

the sidebar menu

- The service periods for platters are fixed per 

event and can not be changed

- Select how many platters you require, the 

serves per platter is noted 



Event Tasks

Dietary Requirement Details

- Select the quantity of guests with dietary 

requirements, in the following example a 

quantity of 2 should be selected

- Click Add note

- On separate lines, enter the Guests name 

followed by all dietary requirement details ie

John Smith - vegetarian & gluten free

Jane Smith - no dairy, no shellfish

- You must add this order to the Cart, there is 

currently no charge incurred for these meals  

- Alternatively, you can email us your dietary 

requirements prior to the event
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Event Tasks

Beverage Ordering

Beverage Packages

- Please select one our beverage packages, the 

quantity will default to the number of guests you 

indicated are attending. All guests must be on 

the same option and one package must be 

ordered per adult guest

- Further package information can be access by 

clicking on the item

- Kids beverage packages can be added to 

compliment an alcohol inclusive package.  

Please reduce the alcohol inclusive package 

order quantity by the same number of Kids 

beverage packages you order.   

- Beverage Packages are a set price per person 

and provide certainty to your event spend



Event Tasks

Order Beverage

Beverages on Consumption

- For beverages to be served on a consumption basis, a $50 service deposit will be 
required per suite. Please add "Beverages on Consumption $50 Deposit" to your 
cart. The service deposit will be deducted from your final invoice if consumption 
charges exceed $50. 

- Please click on the links below to view our beverage selection.

- Add one of each beverage you would like served to your cart and we will ensure 
your fridge is adequately stocked.

- Beverage charges will not be added to your pre event invoice, all consumed beverages 
will be charged post event to the credit card used to place this order

Seasonal Beverage Order

- Seasonal Beverage Orders can be place prior to the start of each AFL Season 

- If you have previously supplied a Seasonal Beverage Order and would like this 
selection to be served at the event, add a Quantity of 1 to your cart

- Beverage charges will not be added to your pre event invoice, all consumed 
beverages will be charged post event to the credit card used to place this order

- The service deposit will be deducted from your final invoice if consumption charges 
exceed $50.

- Seasonal Beverage Orders are not available in Outside Corporate Box Facilities 

Large Spirit Bottles

- Large Spirit bottles can be ordered and will be charged in full pre event, to view our 
selection click on the Spirits link

- Any partially consumed bottle will be retained and be available at your next event

- Large Spirit bottles are not available in Outside Corporate Box Facilities 



Event Tasks

Guest Passes

- For selected event and subject to availability, guest 

passes may be purchased via the portal

- For eligible suites, up to 4 guest passes will be 

available for each event

- Once purchased the tickets will be loaded onto 

your portal, you will notice the capacity will be 

increased on the Tickets & Parking window

- Please allow 2 business days for processing

- Guest Passes are not available in 12 seater suites 

or Outside Corporate Box Facilities due to capacity 

limits 



Event Tasks

Extras

- A range of extra items will be available to 

purchase and may vary for each event

- Merchandise items such as Stubby Holders are 

yours to keep

- If you would like to have a dedicated personal 

steward to service your guests exclusively for 

the duration of the event an additional fee will 

apply. This option can be selected via the online 

ordering portal.

- Personal Stewards are not available in Outside 

Corporate Box Facilities 



Event Tasks 

Checkout & Payments

Shopping Cart - Summary 

- Review the items in your cart and adjust if 

necessary 

- Click Pre Check Out or you can save your cart 

and complete the order later

Pre Check Out 

- Enter a PO number here if you required one 

to be displayed on your Tax Invoice 

- Click Checkout



Event Tasks

Check out 

- All food and beverage packages items will be 
charged at the time of placing your order

- Please enter your credit card details

- This credit card will also be debited post event 
for beverage consumption charges and 
additional event day orders

- Review & complete your contact details  

- Review the Terms & Conditions

- Click Place your order

- A Pay Later option is available for clients with 
pre approved credit terms, a pre event invoice 
will be issued once the order is completed, 
followed by a post event invoice for beverage 
consumption charges and additional event day 
orders 

- A Hospitality Order Confirmation will be 
emailed to you once the order has been 
completed 



Event Tasks

How to Edit an Order

- You can increase the quantity of an ordered item or 
add additional items to a order via the portal until 4 
days prior to an event 

- To reduce the quantity or remove an item from an 
order, please contact us 

- From the Event Home screen click on the Edit Order 
button

- Select the order you wish to edit

- Select the item you wish to increase

- To add a new item, use the side bar menu to 
navigate to the item lists, Editing Order will be 
displayed at the top of the page.  Add the item to 
your cart 

- Once you have completed editing your order, 
proceed to the checkout

- You can cancel the edit by clicking on the Cancel 
and Discard Changes button prior to completing the 
checkout process



Event Tasks

Ticket Distribution

- The distributed and available tickets and 

carparks will display at the top of this page

- Click Distribute Tickets

- Enter your recipients details and hit send

- You will receive a confirmation message

- Once you have invited your first guest, the page 

will save & default to a short cut to reinvite 

previous invitees via the drop down selector

- Click on the Enter Manually button to invite 

further new guests    



Event Tasks

Ticket Distribution

- To manage an invited guest, click on the Pad & 

Pencil Icon

- You will have the option to: 

- Send more tickets

- Cancel all tickets

- Cancel tickets one at a time

- Reissue all tickets

- Reissue tickets one at a time

- In some instances, ticket distribution will be 

available after F&B orders are open, this will be 

communicated on your portal  


