Introducing Kadence
to your teams



What is Kadence?

Kadence is a Hybrid Workplace Management
Software to:

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

e Coordinate in-office team days

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

Adam has booked Desk 2 from
1am - 2pm on Wednesday.
Book nearby
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Hello, Michael!



Why do we need Kadence? =3

Polls
What snacks should we bring to the meeting?

o Chips n’ dip “ 18

e To quickly book the spaces you need when you're
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e Make hybrid working work for us!



Build Your Profile i3

Making sure you set up your personal profile before starting ‘ ¢ ¢

to use Kadence is essential to fully coordinating with your
teammates.

Your work schedule

A Tell us where you typically like to work
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1. Input your work details including your name, email, and
write a friendly personal bio

Select a preferred buildir Where are you based?

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

Belfast, Northern Ireland United ngdom

Sat
City
Belfast

. elfas ice Sun
3. Select your working hours to let Kadence suggest space @ -
availability based on your hours B e

4. Plot your Personal Kadence so your teammates can see m “ “

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 e e
ICroso eams ac
follow their schedule by ‘starring’ them.
1. During set up Kadence will ask you to star the colleagues you A &3 :::::nr;afsom::t:;;

wish to follow from the employee directory

MON A Reschedule my booking

2. Once you've starred your colleagues you can see whether
they are working remotely, or in the office on your homepage
dashboard
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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 B3 ecence | ondon HQ ~
time to book a space in the office. Here are a few different ways :
to book the space you need:

Liberty Plaza ~ Floor2 ~ ) Wednesday 2nd May ® Live

1. Select the smart booking suggestion on your homepage Hello Evie
dashboard to make a space booking for the times you need ook sce % s
2. Select 'New booking' on the web or mobile apps, choose a focen 6 dne RO Ty
. . & Desx3 D«-ne-
space type, a location and a time : ﬁ

sgrenan.

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 8 gam
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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
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Checking In

@. Meeting room 2
¥ Partially available

vailabl

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

Now v 12:00 v

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

Room Capacity

fgt 10Guest “8 Fg
2. Once your booking commences simply check in on your
mobile or web app when you get to your booking

Catering

‘H Available

Cancel Book & Check-In

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. Inthe 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
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Raise a ticket

Monitor broken

Category

Select category

Desks

Equipment

General

Monitors

Rooms

Cancel



Kadence Al

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 Al 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
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Kadence
The power of hybrid all in Slack

Kadence 4:49 PM
Hey, how can i help?

g robnilas 4:49 PM
" When is Adam next in the office?

a Kadence 4:49 PM

Adam is next in the office on Wednesday at 9:30am

ﬂ robnilas 4:49 PM
" Adam is next in the office on Wednesday at 9:30am

Kadence #:47 PM

Sure, Your desk is booked for 9:30am on Wednesday!

ﬁ robnilas 4:47 PM
" Thanks ==

a Kadence #:49 PM

You're welcome

Type a request

0

= K Kadence

— NN

2 Chat About @ call v

® 10:00 AM
w can I help?

When is the next meeting room
available for 10 people on Thursday? (-3

¢ 10:02 AM

«t available meeting room
seople on Thursday is at
fould you like me to book
w?

Yes please g
(]

10:04 AM

®  Dpone. Meeting Room 2 is
booked for 2pm on Thursday.

Type a new message
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