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Getting Started

Logging in, onboarding,
selecting your site & the

home screen.

Colllmm ial in confidence

s SMARTSPACE



-

h

s

s SMARTSPACE

Wl EE T 12:09 38% (D [ W EE T 12:10 - i W EE T 12:11 Loggi ng I n

SMARTSPACE Enter the invite code you have been
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provided with.
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Cancel @& service.smartspacesoftwar:
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Username

Password
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Cancel @ login.microsoftonline.com

BT Microsoft

] Pick an account

Davinia Thompson
DThompson@smartspaceplc.com
Signed in

Test User 1
TestUser1@ssstage.smartspacesoftware
.tech

Signed in

Terms of use  Privacy & cookies

_____________________________________________________________

eeeeu Carrier ¥ 9:00 AM 100% o
°
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|
& RESERVE A MEETING ROOM e
12/08/2019 AT
BUILDING NAME 76 Results
FLOOR 1 6 Results
Grizedale Suite
Financial & Accounting

RESERVE

Make Reservations

Quickly search for & reserve desks or
meeting rooms estate-wide, conveniently
from the app.

Logging In

Log in by entering the username and

password you have been provided with.

If using a Microsoft account, Log-in by
selecting the associated account or by
entering the correct account details and

password.

Click through the onboarding screens to

gain an overview of the application.
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SELECT YOUR SITE

Set Default Site

Please provide a default site so that the
SmartSpace App can provide you relevant
data about your surroundings.

Previous

SOFTWARE

@ SMARTSPACE

UNITED KINGDOM

UK 1 BASINGHALL AVENUE

1 BASINGHALL AVENUE

SELECT A FLOOR

FLOOR 1

FLOOR 2 O

FLOOR 5 ()

CONFIRM

CANCEL

eeee0 Carrier ¥ 9:00 AM 100%

&S SMARTSPACE

London

Europe

CHANGE

FINISH

Select Location

You will be prompted to select your default
Location region, site, building and floor This

should be your main place of work.

The number of sites available to you will

depend on your access privileges.

Select your location and tap “Finish”.
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Davinia Thompson
Luton, United Kingdom
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No Upcoming Activity
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Book Near Me
Desk Now
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Mabs Check
2 In Now

AR

Book
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Davinia Thompson
Luton, United Kingdom

Upcoming Activity

No Upcoming Activity

ey ) AR

Book Near Me Book
Desk Now Meeting
oy
- Jii -
] Check o
Maps In Now My Place

—

=

ace

HOME

SEARCH

MY BOOKINGS

REPORT INCIDENT

BOOK DESK

BOOK MEETING

NEAR ME NOW

MAPS

Home

Once you have made a booking it will show

in the ‘Upcoming Activity’ section.

Toview the main menu, tap the menu icon

in the top right hand corner.

Commercial in confidence



Room Booking

All methods to search for &

book meeting rooms
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e = Search for Room
Q & SMARTSPACE —

Davinia Thompson There are four ways to search for available meeting rooms:

Luton, United Kingdom

{ H )
UpcominiBtivity 1. Select ‘Book Meeting’ from the home screen.

2. Tapthe magnifying glass in the top left-hand corner. Or the ‘Search’
option in the main menu.
i coming Activity 3. Tap ‘Near Me Now’ and then ‘Rooms’ to view available rooms nearby.

4. Tap ‘Maps’ and book an available room for ‘now’.

pey e@ AR G The steps to schedule, add detail and confirm your booking will be the same.

Book Near Me Book
Desk Now Meeting

| k|

L ®
Check
In Now My Place
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Davinia Thompson
Luton, United Kingdom

Upcoming Activity

No Upcoming Activity
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BOOK MEETING

ANY FLOOR, 250, THE VILLAGE,

LOCATION LUTON, UNITED KINGDOM

TODAY

DATE & BERATICH 15:15 - 16:15 (GMT+01:00)

ROOM CAPACITY

ROOM TYPE

SEARCH FOR A ROOM

15:37

BOOK MEETING

65% @ ) #

LOCATION

ANY FLOOR, 250, THE VILLAGE,
LUTON, UNITED KINGDOM

DATE & DURATION

15:30 - 16:30 (GMT+01:00)

TODAY

ROOM CAPACITY

ROOM TYPE

1 SELECTION

SEARCH FOR A

Book Meeting

Select ‘Book Meeting’ from the Home Screen.

Location will be pre-populated with your
default location detail. Date and Duration will
default to Today and an hour slot close to the

time now.

Select the specific options that you want to
filter your search against. These options are
configurable on an organisation wide basis.

They could include:

* Room Capacity

* Room Layout

* Room Type

* Catering Services

* Features & Facilities
* Room Features

*  Equipment

Commercial in confidence
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BOOK ROOM

250, THE VILLAGE

TAURANGA
FIRST FLOOR

CAPACITY: 4

CHRISTCHURCH
FIRST FLOOR

CAPACITY: 6

FARRINGDON
GROUND FLOOR

CAPACITY: 12

LUTON (DEMO ROOM)
GROUND FLOOR

CAPACITY: 4

BRISTOL
GROUND FLOOR

CAPACITY: 1

MILDENHALL

(ol falBINIn S =Na¥als]

7 Results
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BOOK ROOM

250, THE VILLAGE 7 Results

TAURANGA i
& FIRST FLOOR

CAPACITY: 4

BOOK ROOM

CHRISTCHURCH
&) FIRST FLOOR

CAPACITY: 6

FARRINGDON
@ GROUND FLOOR

CAPACITY: 12

LUTON (DEMO ROOM)
) GROUND FLOOR

CAPACITY: 4

BRISTOL

. (ol e TalBiNIal - Na¥als]

—

—

11:57

RESERVATION DETAILS

Title & Desc

MEETING TITLE

DESCRIPTION

PRIVATE MEETING

Date & Time

Now - 12:45

(GMT)

Wednesday, 16 December 2020

Book Meeting

Tap the available meeting room you would

like to book, then select ‘Book Room’.

When prompted add meeting title and

description.

You can set the meeting as Private if

required.

Continue scrolling to add further details to

your meeting and confirm the booking.

Commercial in confidence
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RESERVATION DETAILS

f Online Meeting

Request Teams Meeting

Attendees

Add Attendees

Catering

Add Catering

Equipment

SMARTSPACE

SOFTWARE

&
S

O JOHN MATHEWS

g w e r t

SAVE ATTENDEE

RESERVATION DETAILS

Add Equipment

Room Layout

Add Room Layout Request

ENTER COST CODE \
FINISH 2

) SHOW MEETING ROOM \

RELEASE ROOM BOOKING

Book a Meeting

You can use the ‘+" signto:

* Create a MS Teams Meeting
* Add attendees, catering, equipment or

* Request layout changes

For catering, equipment or layout changes, you will
be able to select from a list of services available for

that room.

1.If you have added chargeable services or
equipment to your room booking you must enter
a cost code.

2. Use ‘Finish’ to return to the home screen.

3. Use ‘Show Meeting Room’ to view the room

on a floor plan and access directions.

4.Use ‘Release Room Booking’ to cancel the

booking.

Commercial in confidence
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Upcoming Activity

No Upcoming Activity

2 ) 28

Book Near Me Book

Desk Now Meeting
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16:01

ROOMS NEAR ME

FARRINGDON
GROUND FLOOR

CAPACITY: 12

LUTON (DEMO ROOM)
GROUND FLOOR

CAPACITY: 4

BRISTOL
GROUND FLOOR

CAPACITY: 1

MILDENHALL
GROUND FLOOR

CAPACITY: 8

AUSTIN
GROUND FLOOR

CAPACITY: 2

16:01

ROOMS NEAR ME

FARRINGDON
GROUND FLOOR

CAPACITY: 12

BOOK FROM NOW

END TIME
17:00

LUTON (DEMO ROOM)
GROUND FLOOR

CAPACITY: 4

BRISTOL
GROUND FLOOR

CAPACITY: 1

MILDENHALL
GROUND FLOOR

CAPACITY: 8

Near Me Now

Tap ‘Near Me Now’ from the home screen.

Select an available room from the list

displayed.

You can ‘Book from Now’ and adjust the

end time.

Tap ‘Book’ and you will be required to add a

meeting title.

Commercial in confidence



Attendees

Add Attendees

Catering

Add Catering

Equipment

Add Equipment

Room Layout

-
S

SMARTSPACE

SOFTWARE

O JOHN MATHEWS

g w e r t

SAVE ATTENDEE

RESERVATION DETAILS

Add Equipment

Room Layout

Add Room Layout Request

ENTER COST CODE

SHOW MEETING ROOM

RELEASE ROOM BOOKING

Near Me Now

Add description, attendees, catering, equipment
and layout changes as for the ‘Book a Meeting’

route.

Tap ‘Finish’ to return to the home screen.

Commercial in confidence
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RESERVATION DETAILS

TAURANGA

Luton

] Thursday 17 December 2020
08:00 - 09:00
GMT Standard Time / GMT

Status: TENTATIVE

Online Meeting

JOIN TEAMS MEETING

Attendees

Davinia Thompson

[+
~

SMARTSPACE

SOFTWARE

\.
S

Online Meeting

Are you sure you want to join the
Microsoft Teams Meeting?

4 SmartSpace m!! T

X

Meeting

w Y

Video is off Mic is off

Join now

=)

iPhone

MS Teams Meeting

In addition to creating a MS Teams meeting from
the mobile and web application, you can also
join the meeting from your web or mobile

application.

Navigate to the booked meeting from the

‘Upcoming Activity’ tab on the home screen or

‘My Bookings’ from the main menu.

You and your attendees will also have the option
to join the meeting from your Outlook Calendar

invite.

Commercial in confidence



Search

All methods to search for colleagues,
meeting rooms, desks, neighbourhoods,

facilities and services

Colllmm ial in confidence
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| Search

08:46

w EE = 08:45

Q S SMARTSPACE

< Tap to begin searching

F. \

COLLEAGUES

1. Use the magnifying glass icon to search for resources.

Davinia Thompson

Luton, United Kingdom 2. You can also access the global search from the menu by

h

selecting search from there.
Upcoming Activity

DESKS

.

You can search for:
Today
ROOM BOOKING

PROJECT PLANNING Ro\ e Colleagues

MEETING ROOMS

10:00 - 11:00 (GMT+01:00)

e Desks

* Meeting Rooms

Fe @ fo¥el NEIGHBOURHOODS * Neighbourhoods

e Facilities & Services

Book Near Me Book
Desk Now Meeting
®
— FACILITIES & SERVICES
r:-:'l | l
o i o Cé)
Check
Maps In Now My Place
| — | —

s SMARTSPACE
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< Tap to begin searching o

COLLEAGUES

DESKS

s

NEIGHBOURHOODS

®
A
0O

|:| FACILITIES & SERVICES

( |
S

SOFTWARE

@ SMARTSPACE

17:24

COLLEAGUES

JOHN1

LULC8, FIRST FLOOR, 250,
THE VILLAGE

STATUS: ALLOCATED

JOHN2

LUTH7, FIRST FLOOR, 250,
THE VILLAGE

STATUS: ALLOCATED

JUILEE KULKARNI

LUG.C6, GROUND FLOOR, 250,
THE VILLAGE

STATUS: OCCUPIED

TEST USER 2

LULFS5, FIRST FLOOR, 250,
THE VILLAGE

STATUS: ALLOCATED

TEST USER 2

LULA7Z FIRST FLOOR, 250,
THE VILLAGE

STATUS: OCCUPIED

—

16:13

COLLEAGUE DETAILS

OCCUPIED

Davinia Thompson
LUG.C5, Ground Floor, 250, The Village

SHOW ON MAP

-

Colleagues

Use the search field to begin typing the
name of the colleague you wish to locate.

You can also tap ‘Colleagues’ to view a list
of all colleagues that have an allocated or

booked desk.

Tap on the name of the person you wish
to locate.

Tap ‘Show on Map’ to view the location
and have the option to view directions.

Commercial in confidence



250, THE VILLAGE > FIRST FLOOR

] LULA7Y
[ PROFESSIONAL SERVICES, FIRST FLOOR

AVAILABILITY: AVAILABLE

LU1.AS8
i PROFESSIONAL SERVICES, FIRST FLOOR

AVAILABILITY: AVAILABLE

LUL.AS
[ PROFESSIONAL SERVICES, FIRST FLOOR

AVAILABILITY: AVAILABLE

LUL.A1T0
) PROFESSIONAL SERVICES, FIRST FLOOR

AVAILABILITY: AVAILABLE

LU1.B1
@ DEVELOPMENT, FIRST FLOOR

AVAILABILITY: RESTRICTED

LU1.B2
F= DEVELOPMENT FIRST F1 OQQR

—

S

s SMARTSPACE

09:58

DESK DETAILS

AVAILABLE

. LUG.C6
250, The Village, Ground Floor, Finance & HR

SHOW ON MAP

Reserve from Now

END TIME
18:00

RESERVE

—

Desk Reservation Confirmed

Desks

Tap Desks to see a list of desks sorted by

floor and current availability.

You may see that some are greyed out.
This means you do not have the
permissions to book these desks. A green
dot means the desk is available. A red dot

means the desk is occupied.

Tap ‘Show on Map’ to view the room on a

floor plan and access directions.

Tap your preferred desk and continue to

book as usual.

Commercial in confidence
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250,

16:18

MEETING ROOMS

THE VILLAGE

GROUND FLOOR

FIRST FLOOR

CHRISTCHURCH
FIRST FLOOR

CAPACITY: 6

TAURANGA
FIRST FLOOR

CAPACITY: 4

=

-
S

SMARTSPACE

SOFTWARE

h

.

16:18

MEETING ROOM DETAILS

AVAILABLE

Tauranga
Luton, 250, The Village, First Floor

SHOW ON MAP

Book from Now

END TIME
17:15

16:17 -

RESERVATION DETAILS

Title & Desc

MEETING TITLE

Project Planning

DESCRIPTION

PRIVATE MEETING
A
Is And For

) BAN NEN BRS BN B N ) s
A S DFGHJ KL

nZXCVBNM@]

J done

Rooms

Tap Meeting Rooms to display a list of rooms sorted by

floor and current availability.

A green dot means the room is available. A red dot

means it is currently occupied.

Tap ‘Show on Map’ to view the room on a floor plan

and access directions.

Adjust the end time if necessary and tap ‘Reserve’ to

continue booking this room.

You will be required to add a meeting title and can add
description, attendees, catering, equipment and layout

changes as required.

Commercial in confidence
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NEIGHBOURHOODS

250, THE VILLAGE

DEVELOPMENT

PROFESSIONAL SERVICES

LULA7
PROFESSIONAL SERVICES, FIRST FLOOR

AVAILABILITY: AVAILABLE

LULAS8
PROFESSIONAL SERVICES, FIRST FLOOR

AVAILABILITY: AVAILABLE

LULAS
PROFESSIONAL SERVICES, FIRST FLOOR

AVAILABILITY: AVAILABLE

LU1L.A10
PROFESSIONAL SERVICES, FIRST FLOOR

AVAILABILITY: AVAILABLE

-
S

LUL.B7
S —
|

SMARTSPACE

SOFTWARE

16:23

DESK DETAILS

AVAILABLE

LU1.B10O

250, The Village, First Floor, Professional
Services

SHOW ON MAP

Book from Now

END TIME
17:30

Desk Reservation Confirmed

Neighbourhoods

You can also search for desks in particular
neighbourhoods.

Tap ‘Neighbourhoods’ to view a list of
available neighbourhoods.

You can then select a suitable desk from
the list and continue booking as usual.

Commercial in confidence
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LOCATE FACILITIES

BREAKOUT AREA
] COFFEE MACHINE
1 DISABLED TOILET
ENTRANCE & EXIT
FEMALE TOILETS

FILTERED WATER
KITCHEN

LIFT

LOCKERS

SMARTSPACE

SOFTWARE

S

10:42

GROUND

250, THE VILLAGE

COFFEE MACHINE (Ground)

DIRECT ME

TRAVEL ACROSS GROUND FOLLOWING THE
ROUTE INDICATED

Coffee machine

b Suite

Facilities & Services

Easily search for useful facilities and services by

tapping ‘Facilities & Services’.

Select the service or facility you require from
the list. You may be able to select a particular
floor, if the service or facility is available across

multiple floors.

You will then be shown a floorplan with the
service or facility highlighted. Tap ‘Direct Me’ to
be shown directions from a chosen location to

the service or facility.

Commercial in confidence



Desk Booking

All methods to search for &

book desks.

s SMARTSPACE
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Davinia Thompson
Luton, United Kingdom

Upcoming Activity

No Upcoming Activity

O | -

Near Me Book
Now Meeting
Q iy |
7~ o, ®

eMaps Check In Now My Bookings

Book a Desk

There are four ways to search for an available desk:

1. Select ‘Book Desk’ from the home screen.

2. Tapthe magnifying glass in the top left hand corner. Or the ‘Search’

option in the main menu.

3. Tap‘Near Me Now’ and then ‘Desks’ to view available rooms nearby.

4. Tap ‘Maps’ and book an available desk for ‘Now’.

The steps to schedule, add detail and confirm your booking will be the same.

Commercial in confidence
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Q &S SMARTSPACE

Test User 1
Luton, United Kingdom

Upcoming Activity

Tomorrow

ROOM BOOKING
BOOK MEETING

00:00 - 01:00 (GMT+01:00)

® & @
Book Near Me
Desk Now
e |
HoN -
i g Lo
S Check
ap In Now

-

AR

Book
Meeting

®

My Place

&
S

SMARTSPACE

SOFTWARE

10:12

BOOK DESK

LOCATION

GROUND FLOOR, 250, THE VILLAGE,

LUTON, UNITED KINGDOM

DATE & DURATION

TODAY
10:00 - 11:00 (GMT+01:00)

NEIGHBOURHOOD

ANY

DESK FEATURES

SEARCH FOR A DESK

10:14

BOOK DESK

250, THE VILLAGE

16 Results

& LUG.A1
DIRECTORS SUITE
& LUG.A2
DIRECTORS SUITE
® LUG.B1
DIRECTORS SUITE
® LUG.B2
DIRECTORS SUITE
& LUG.C1
DIRECTORS SUITE
o LUG.C2
—
e —

Book Desk

Select ‘Book Desk’ from the Home Screen.

Select the specific options that you want to filter

your search against . These options include:

* Location
* Neighbourhoods

e Date & Duration

You may be restricted to booking a certain
number of days in advance. You may also be
restricted to booking in certain neighbourhoods

only.

Once selected, tap ‘Search for a Desk.

The system will return a list of results.

Commercial in confidence
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250, THE VILLAGE 8 Results

LUG.C4

FINANCE & HR

BOOK DESK

16:33

BOOK DESK

°® LUG.C6
FINANCE & HR
) LUG.C7
FINANCE & HR
) LUG.D4
FINANCE & HR
a  LUG.D5
K o
| —
€& SMARTSPACE
SOFTWARE

Desk Reservation Confirmed

10:18

DESK DETAILS

LUG.A2

Duration

Now - 11:15

Monday, 29 June 2020

Location

LUG.A2
Directors Suite
Ground Floor

250, The Village
Luton

FINISH

SHOW ME DESK

RELEASE DESK

Book Desk

Tap on ‘Book Desk’ to reserve the desk.

Once you have booked the desk, you will be

able to review a confirmation message.

Tap on ‘Finish’ to confirm your booking.

You can also tap ‘Show me Desk’ to locate your

desk or ‘Release desk to cancel your booking.

Commercial in confidence
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Q &S SMARTSPACE

Test User 1
Luton, United Kingdom

Upcoming Activity

Tomorrow

ROOM BOOKING
BOOK MEETING

00:00 - 01:00 (GMT+01:00)

-

® ® o
Book Near Me Book
Desk Now Meeting
s,
T -
) Check T
Maps 5 Nl My Place
I (
i !
|
e — -

s SMARTSPACE

10:27

NEAR ME NOW

SEARCH FOR DESKS

SEARCH FOR ROOMS

10:27

DESKS NEAR ME

LUG.A1
DIRECTORS SUITE

AVAILABILITY: NOW -2

o
=4
o

LUG.B1
DIRECTORS SUITE

AVAILABILITY: NOW - 23:45

LUG.B2
DIRECTORS SUITE

AVAILABILITY: NOW - 23:45

LUG.C1
DIRECTORS SUITE

AVAILABILITY: NOW - 23:45

LUG.C2
DIRECTORS SUITE

AVAILABILITY: NOW -2

o
=4
o

LUG.D1
DIRECTORS SUITE

AVAILABILITY: NOW - 23:45

—

-

Desks Near Me

Tap ‘Near Me Now’ from the home screen to
navigate to a list view of desks that are available

now and in the immediate future.

Commercial in confidence



Desks Near Me

DESK DETAILS

16:35

DESKS NEAR ME

i LULAT I LUG.A1 ‘

@  DEVELOPMENT Tap on the desk you wish to book, then tap ‘Book

AVAILABILITY: NOW -17:30 J
] ] Duration Desk’ to reserve that desk.

BOOK FROM NOW

Now - 23:45

SR You will be prompted to select a start and end
17:30 Monday, 29 June 2020
time.
Location
{ ) H .
LUG AT Once you select ‘Book’ you will be able to review
Directors Suite _ ) ) o
LUL.A1O Ground Floor the booking details before tapping ‘Finish’ to
PROFESSIONAL SERVICES 2 i
® CANCEL SELECT END TIME SadibeRilogs . .
Luton confirm the booking.

AVAILABILITY: NOW -17:30

LULAZ2
FINISH
® DEVELOPMENT 2
AVAILABILITY: NOW -17:30
SHOW ME DESK

LULA3

o DEVELOPMENT
RELEASE DESK

AVAILABILITY: NOW -17:30

s SMARTSPACE
SOFTWARE Commercial in confidence



Menu

Access key functionality through the
menu.

s SMARTSPACE
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Test User 1

Luton, United Kingdom

Upcoming Activity

Tomorrow

ROOM BOOKING
BOOK MEETING

00:00 - 01:00 (GMT+01:00)

HOME

CHECK IN

MY PLACE

NEAR ME NOW

BOOK MEETING

BOOK DESK

SEARCH

Sign Out?

Are you sure you want to
sign out?

Menu Options

From the menu option on the home screen you
can access several features. Your list will depend
on the functionality enabled by your

organisation:

* Home - return to home screen.
* Check In —to meting rooms and desks.
* My Place — access your profile and bookings.

* Near Me Now — find rooms near you.

* Book Meetings/Desks — reserve for now or in

Book Near Me Book MAPS the future.
Desk Now Meeting
* Search — search for rooms, desks, colleagues,
= s ®
. Check s * Maps — floor plans and wayfinding.
aps In Now y Flace NO - STAY LOGGED IN
* Sign Out — securely log out of the app.

- ,
=

SOFTWARE Commercial in confidence
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Maps

Locating Meeting Rooms, Colleagues,

Desks and Facilities.

s SMARTSPACE
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Davinia Thompson
Luton, United Kingdom

Upcoming Activity

No Upcoming Activity

A 9

Book Near Me
Desk Now
0 T
- i ah
Mabs Check
P In Now

AR

Book
Meeting

®

My Place

SMARTSPACE

SOFTWARE

GROUND ~
250, THE VILLAGE

w!lEE &

11:36

< Tap to begin searching

2

FLOOR 1 <

250, THE VILLAGE

Christchurch

I pevelopment
Bl roofoccional Carviaas

CHRISTCHURCH (Floor 1) AVAILABLE

VIEW DETAILS DIRECT ME

Maps

Maps allow you to locate facilities, such as

meeting rooms, desks or lifts, on a floor plan.

It also provides point to point directions.

You can begin searching for a room by name or

use the arrows to view different floors.

Tap on a room or desk for further options.

Commercial in confidence
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MEETING ROOM DETAILS

AVAILABLE

Christchurch
Luton, 250, The Village, First Floor

SHOW ON MAP

Reserve from Now

END TIME
12:15

RESERVE

s SMARTSPACE
SOFTWARE

o: CHRISTCHURCH

From: KITCHEN

ID FLOOR, 250, THE VILLAGE

FARRINGDON
GROUND FLOOR, 250, THE VILLAGE

FEMALE TOILETS
FIRST FLOOR, 250, THE VILLAGE

FILTERED WATER
GROUND FLOOR, 250, THE VILLAGE

KITCHEN
FIRST FLOOR, 250, THE VILLAGE

KITCHEN
GROUND FLOOR, 250, THE VILLAGE

LIFT
FIRST FLOOR, 250, THE VILLAGE

LIFT
GROUND FLOOR, 250, THE VILLAGE

LOCKERS
FIRST FLOOR, 250, THE VILLAGE

TRAVEL ACROSS FLOOR 1 FOLLOWING THE
ROUTE INDICATED

Wayfinding

View details will show you availability, the

option to view on a map and to reserve.

Tapping ‘Direct Me’ will prompt you to select
your start point and tap ‘Go’ to begin routing to

the chosen resource.

A map will appear and a route will animate.
Step by step directions are included above the
map.

Use the arrows to move through the route and
the replay icon to start the directions from the

beginning.

Use the ‘x’ to close the route.

Commercial in confidence
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Manage resource bookings.
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Davinia Thompson
Luton, United Kingdom

Upcoming Activity

No Upcoming Activity

8’ ) AR

Book Near Me Book
Desk Now Meeting
I'..."’l
@ L. ..l ®
. Check
Maps In Now My Place

S

SOFTWARE

@ SMARTSPACE

wil EE 4G 11:44

<

MY PLACE

My Profile

Today

ROOM BOOKING
PROJECT PLANNING

45 Mins Remaining

all EE 4G 11:45

MY BOOKINGS

JUNE 2020 >

Sun Mon Tue Wed Thu Fri Sat

Monday, Jun 29, 2020

8 DESK BOOKINGS
No Bookings

KRR ROOM BOOKINGS

30 - 1230 (GMT+0L00)

Project Planning

—

-

A Facilities Issue
My Bookings Reporting
—"
e —

Manage Bookings

Tap ‘My Place’ to access ‘My Bookings’.

My bookings displays a calendar and a list of

your bookings for the date highlighted.
You can navigate through the calendar using the
arrows and select any date to view the meetings

booked against it.

Tap the meeting or desk reservation to view its

details.
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Davinia Thompson
Luton, United Kingdom

Upcoming Activity

No Upcoming Activity

Book
Desk

Maps

Near Me
Now

AR

Book
Meeting

My Place

-

-

S

SMARTSPACE

SOFTWARE

Check In successful,
Thank you

Check In

Use ‘Check in Now’ to check into your desk.

This will ensure that the desk status is

reflected as occupied throughout the system.

Commercial in confidence



| Check Out

Q S SMARTSPACE

SCAN QR CODE

Davinia Thompson
Luton, United Kingdom

If you finish using the desk before the
scheduled time, use ‘Check Out’ to release
the desk.

Upcoming Activity

Today

DESK RESERVATION

AUSTIN, DESKS WITH DOORS, GROUND
FLOOR

7 Hrs 19 Mins Remaining

Book Near Me Book
Desk Now Meeting

= g ®

Maps Check Out My Bookings

O Finance

s SMARTSPACE
SOFTWARE Commercial in confidence
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DESK DETAILS

2

LUG.A1

Duration

11:45 - 12:45

Monday, 29 June 2020

Location

LUG.A1
Directors Suite
Ground Floor

250, The Village

Luton

RELEASE DESK

SHOW ME DESK

-
S

SMARTSPACE

SOFTWARE

11:50

RESERVATION DETAILS

Equipment

Add Equipment

Room Layout

Add Room Layout Request

ENTER COST CENTRE

SHOW MEETING ROOM

RELEASE ROOM BOOKING

Are You Sure?

Cancelling your booking will free
up this room for others to use

YES - CANCEL MY BOOKING
NO - RETURN TO MY BOOKING

Release Reservation

To cancel a booking tap ‘Release Room

Booking’ or ‘Release Desk'.

You will be asked to confirm your choice.

Tap ‘Yes — Cancel My Booking’ to confirm the

cancellation.

Commercial in confidence
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