
Introducing Kadence 
to your teams



What is Kadence?

Kadence is a Hybrid Workplace Management 
Software to:

● Book a hot desk, meeting room, parking 
space, locker or private pod

● Coordinate in-office team days

● See when your teammates plan to be in the 
office so you can book nearby



Why do we need Kadence?

● To quickly book the spaces you need when you’re 
coming to the office

● To connect with your team at the right time, and in the 
right place by syncing with their booking schedule

● Get a better understanding of future office needs

● Improve coordination & collaboration between teams

● Get accurate data on number of employees in the 
office for security reasons or workplace events

● Make hybrid working work for us! 



 Build Your Profile
Making sure you set up your personal profile before starting 
to use Kadence is essential to fully coordinating with your 
teammates. 

1. Input your work details including your name, email, and 
write a friendly personal bio

2. Choose your preferred office location as your default 
place of work so Kadence can show you space 
availability and office info there first

3. Select your working hours to let Kadence suggest space 
availability based on your hours

4. Plot your Personal Kadence so your teammates can see 
when you’re planning on being in the office that week

5. You can edit this at any time in your personal profile



Follow Your Teammate’s 
Booking Schedule
The best way to know when your teammates are in the office is to 
follow their schedule by ‘starring’ them.

1. During set up Kadence will ask you to star the colleagues you 
wish to follow from the employee directory

2. Once you’ve starred your colleagues you can see whether 
they are working remotely, or in the office on your homepage 
dashboard 

3. You can star new colleagues or manage existing ones at any 
time by going to the employee directory

4. Once a colleague has been starred Kadence will notify you 
every time they’ve made, changed, or cancelled their booking



Make, Manage, and Cancel Bookings
Once you’re set up, and you’ve starred your colleagues, it’s now 
time to book a space in the office. Here are a few different ways 
to book the space you need:

1. Select the smart booking suggestion on your homepage 
dashboard to make a space booking for the times you need

2. Select ‘New booking’ on the web or mobile apps, choose a 
space type, a location and a time

3. Select ‘Offices’ and  see an entire office view of what’s 
available now or ahead of time - select a space and confirm 
your booking

4. You can also cancel or choose to repeat the same booking 
each week to save you time in the future



Compare Meeting Room Availability
Finding an available meeting room, whether it’s the size or 
the amenities you need can take far too much time. The best 
way to find the room you need is to look at all of your 
meeting room bookings at the same time. 

1. Select ‘Offices’ and choose the building and floor

2. Now select ‘Compare rooms’ 

3. From here select all the rooms you want to compare 
side-by-side

4. You can also filter by amenities or room capacity to 
speed things up if you know what you’re looking for



Checking In
Checking into your booking is the best way to inform your 
team where you’re working. It also helps your Facilities or 
Buildings manager know how your office is used. 

1. If you make a last-minute booking that you need to use 
immediately - simply book & check-in all at once

2. Once your booking commences simply check in on your 
mobile or web app when you get to your booking

3. You’ll get early booking reminders to help you remember 
to check in

4. You can also set your kadence to ‘Working Remotely’ 
and check in to signal to your team that you’re around to 
collaborate

 



Submitting Tickets
When something goes wrong with your booking, or you 
notice that you chair is broken. Perhaps your external 
monitor won’t turn on. Kadence makes it easy for you to 
let the right people know by submitting a ticket. 

1. In the Kadence web app select the ‘Raise Ticket’ tab

2. Next fill out the form by selecting a category, the 
location as well as the nature of the problem

3. Submit your ticket

 



Kadence AI
Imagine having your very own personal assistant? One that 
books spaces for you and your team, and lets you know 
who’s in the office just by asking! That’s exactly what 
Kadence AI is!

1. Book a desk, room, locker, parking spot or private pod

2. Manage and cancel bookings

3. Discover when your teammates are going to be in the 
office and where they’re working from

 


