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Check-In to a Desk 
Booking

There are 3 ways you can Check-In to a desk booking, to 

indicate you are using the desk.

 Via the Web application.

1. Navigate to your desk booking. You can use Find desk, 

Schedule and Map views or My/All Bookings to locate 

your booking.

2. Click the desk to open the booking.

3. Click ‘Check-In’.
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• Via Email reminder

3. You will receive an email reminder of your desk booking.

4. From within the email you can select to either ‘Check-In’ 

or ‘Cancel’.  
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Via QR Code

5. Tap ‘Check-In’ on the Mobile app.

6. This is open the camera to scan

the QR code situated on the desk.

Remember…

• Your organisation may not have 

all of these functions enabled.

• You will lose your booking if you

do not check-in within a certain

time frame.
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