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Part |: DESK for employees

CHAPTER 1: Desk Overview

This chapter provides a brief overview of DESK application screens and
widgets.

DASHBOARD & WIDGETS

AVAILABILITY: ALL USERS
ENTRY POINT: MAIN MENU > DESK LOGO ICON

Search

Enter the name of the office and choose the type of booking to proceed to booking
creation.

7 DESK Reservations Map Visits Administration  Suspensions Analytics v  About Ukraine office status Q search people

Digital Platform

& Desks 2% Meeting rooms P Parkings ©v Lockers

Location: UK, London

n Floor Type Date
( b Devonshire Square 5th floor v | single-daybooking v Tue, Feb 20 SEARCH

Hello Widget

A. Choose your preferred office to be chosen automatically in Search Widget.
B. Add and review your favorite workplaces and close colleagues.

Reservations Map Visits Administration  Suspensions Analytics v  About Ukraine office status Q Search people

& Desks 122 Meeting rooms P Parkings ©+ Lockers

Location: UK, London Floor Type Date
9 Devonshire Square sth floor v single-daybooking v Tue, Feb 20 SEARCH

Hello, Nastassia!

Set preferred office « 1 favorite desk - 8 colleagues

A B




Action Widget

Receive a reminder for today's reservations and check in with ease.
Delay your anticipated arrival time to prevent automatic cancellation of the booking.

Hello, Nastassia!
Grzybowska, 62 is preferred office * 2 favorite desks * 3 colleagues

Your desk booking for today: Gdansk, Grunwaldzka, 472E Olivia Prime A, 7 floor, 706.12. Please, check in before
A CHECKIN PLLBE LATER CANCEL BOOKING
12:00 or press “I'll be later”, otherwise your booking will be auto-cancelled

Recommendations Widget

Get a list of suggested desk or parking spot bookings based on your favorite places
and assignments.

Recommendations Fri, Sep 23 v Desks  Spots E
& & &
- - -
806.12, Room 806 6, Coworking area 806.12, Rool
8 floor, Grzybowska, 62, Warsaw Any floor, Latam-POBLADO, 8floor,¢ hc
- i >
favorite desk Carrera 30, 7AA - 207, Medellin EPM-05. 0]

booked on Sep 17

' Book near O Book near O Boc

My Bookings Widget

Review your current reservations to organize your week.
Check-in and check-out of today's bookings.

My bookings

Active (4) Completed

& 623.12,Room623 -
8 floor, Grzybowska, 62, Warsaw

Parking floor -1, Grzybowska, 62, Warsaw

Meeting Room 801

8 floor, Grzybowska, 62, Warsaw

2 Tomorrow, 13:00-14:00

Show more



People In Widget

View your colleagues' upcoming bookings and reserve spaces near them.

Peoplein Poland v Colleagues  Projects II‘

Jacob Jones Today Colleague Book near
Warsaw, Grzybowska, 62, 8 floor, 29/10 £

Kathryn Murphy Tomorrow Colleague | Book near
Wroclaw, Piotra Skargi, 1, 6th floor, 617.1.7 E

Devon Lane Tomorrow

EMF-DFGD Book
Warsaw, Grzybowska, 62, 8 floor, 19/3 ook near

Leslie Alexander Apr 26 Colleague | Book near
Warsaw, Grzybowska, 62, 8 floor, 24/1 E

@eoec

Show more

Explore Office Widget

Get more information on the offices in your city.

Explore officesin Wroclaw v B

Traugutta, 45

Wroclaw, Poland
Working days: Monday - Friday

| Desks: 54 available out of 197

~ i ¢ 123desks 18 parkingspots 32 lockers

{,\,_ Coworking office




Help Widget

A. Report issues with workplaces.

B. Request permanent workplace assignment.
C. Propose office and DESK tool improvements.
D. Get access to user guides and manuals.

Q Search people

Help & Support X

Contact support
% Report workplace issue

Report issues or ask questions related to your
workplace (e.g. dirty, broken or occupied).

Request workplace assignment
Date m

Request permanent workplaces for yourself or ask

Date
Tue, Feb 20 SEARCH

Tue, Feb2 team assignments for your project or unit.
H Propose office improvement
M
Share ideas to improve your office, request space
improvements or report inconsistencies.
Give feedback

g Improve DESK app

Rate your experience and share your feedback with
our product team.

'3

].ﬁ Recommend DESK app to your clients

Present DESK as a solution to your clients.

More resources

User guides D

Go to our Knowledge Base to learn everything about

the product.



TABS

Booking creation page

AVAILABILITY: ALL USERS
ENTRY POINT: HOME PAGE > ENTER OFFICE ADDRESS > CHOOSE BOOKING TYPE >
CLICK ‘SEARCH’

Choose available office assets and create bookings for you and your colleagues.

gPF‘Slfw Home Reservations Map Visits Administration Analytics v  About

& Create desk booking LY Single-day booking v For May 10, 2024 1desk Create

Booking for Search location Americas-North v | USA v | Newtown,PA v  UniversityDr,41 v  2ndFloor v Map

Find and add employee
T

(| Bessie Cooper
7 Senior Designer

Selected place

186 Monitor  LAN port

@ show available desks only (46)

Map
AVAILABILITY: ALL USERS
ENTRY POINT: MAIN MENU > MAP

Review office layout, filter office assets, check workplace and meeting room
descriptions and book workplaces right on the floor map.

Home Reservations Map Visits Administration Analytics ¥ About

Europe - East » Poland » Warsaw » Grzybowska,62 » Floor8 Mar 7,2024

8 floor m

[ Workingdays ~ Monday - Sunday

it

@© working hours  24/7

Contacts + Show office on Google map

Availability Desks Meeting rooms w6 sz 9
mn ma BE -
Available (25) Assigned (5) - o b
/99 Booked (26) Blocked (0) e o e g
= Checked in (43) s . : e

e | i
‘ @D oo 0copiconthefioor > | e a =

‘ Find meeting rooms on the floor > |

Floor features

1 Kitchen/diningarea  #® Printer

,,,,,,,,,,

P>
¥
o

WC Restroom/bathroom WP Kitchen/dining area 0 I o [



Visits

AVAILABILITY: ALL USERS
ENTRY POINT: MAIN MENU > VISITS

Invite external employees to company offices, specify visit details and guest
preferences to provide the best visitor experience.

Home Reservations Map Administration Visits Analytics ¥ About people ﬂ @ 0

Visits INVITE VISITORS

Office: University Dr., 41 v |+ Addfilter

D Ty COMPANY NAME Ty VISITORS TYPEOFVISIT Ty status Ty DATE FROM Ty DATETO T HOSTS OFFICE W

12345 Acme Co. Kathryn Murphy Client © In progress Aug 14,2023 Aug 14,2023 Arlene McCoy University Dr., 41

Cody Fisher, Annette
12346 Google 2 visitors Client Upcoming Aug 15,2023 Aug 15, 2023 Slack University Dr., 41
acl

Cameron . " :

12347 - Williamson External employee Upcoming Aug 15,2023 Aug 15, 2023 Arlene McCoy University Dr., 41
Darell Steward,

12348 Binford Ltd. Eleanor Pena Client Upcoming Aug 15,2023 Aug 18,2023 Arlene McCoy University Dr., 41

+2more

Reservations

AVAILABILITY: SPACE MANAGERS, FACILITY MANAGERS, SUPPORT, ADMINS
ENTRY POINT: MAIN MENU > RESERVATIONS

View and manage list of reservations, create workplace assignments and generate
reservation reports.

Home Reservations Map Visits Administration Analytics v  About

Reservatio"s
Bopot | seectpeset v 3fiersselced 1 1oitemsof 10

LIRS 4 wee 1, Y status ) W ReasoN Ty ¥ BENEFICIARIES Ty W DATEFROM 1| W oatETo 1) W LASTMODIFIEDBY Ty W  CREATED BY

1302375 Assign @ Reserved Employee Savannah Nguyen Dec 23,2022 Dec 31,2025 Desk system Jenny Wils ®
1432565 Assign @ Completed Employee 181 people Jan 10,2023 Dec 31,2023 Desk system Jenny Wils ©
1543643 Assign @ Reserved Employee 5 people Feb 3,2022 Dec 31,2024 Desk system Jenny Wils ©
1543643 Assign @ Reserved Employee Devon Lane Feb 3,2022 Dec 31,2024 Desk system Jennywils @
1543643 Assign @ Reserved Org Unit - Feb 3,2022 Dec 31,2024 Desk system Jenny wils @
1543643 Assign @ Reserved Employee Wade Warren Feb 3,2022 Dec 31,2024 Desk system Jenny Wils ©
1432565 Assign @ Completed Project - Jan 10,2023 Dec 31,2023 Desk system Jenny Wils ©
1543643 Assign @ Completed Org Unit - Feb 3,2022 Dec 31,2023 Desk system Jennywils @
1543643 Assign @ Cancelled Employee Brooklyn Simmons Feb 3,2022 Sep 14,2023 Desk system Jenny Wils ®
1543643 Assign @ Cancelled Org Unit - Feb 3,2022 Aug 31,2023 Desk system Jenny Wils ©



Administration

AVAILABILITY: FACILITY MANAGERS, SUPPORT, ADMINS
ENTRY POINT: MAIN MENU > ADMINISTRATION

Manage office unit hierarchy, set up office policies, configure office messages, print
QR codes and more.

Home Reservations Map Visits Administration Analytics v  About

Find your unit Europe - East > Poland > Warsaw > Grzybowska 62 Create floor/parking

All office statuses v All office type v

Information  Policies ~ Messages ~ Areas  QR-codes
> Americas - Central and South

> Americas - North
Edit infc
> Asia - Central and West Grzybowska, 62

> Asia - East and Pacific Type Regular office
> Asia-South Status ® Active
v Europe - East
Address Grzybowska 62, 00-855 Warszawa, Poland
> Belarus
> Bulgaria Postal code 00-855
> Czech Republic Latitude 52.2342852
> Hungary Longitude 20.9861513
> Latvia
Comment Made by request ND0000083663
> Lithuania
Show office change history
v Poland
> Gdansk
> Gliwice Office details Edit details
> Katowice
> Krakow Working days Monday - Sunday @
> Poznan Working hours 24/1
v Warsaw

Office code

v Grzybowska, 62
Phone number
8 floor

9 floor Instruction link https://kb.epam.com/pages/viewpage.action?
Parking floor -1 Description
> Wroclaw
> Romania
> Slovakia Office features
> Ukraine No features

Suspensions

AVAILABILITY: SPACE MANAGERS, FACILITY MANAGERS, SUPPORT, ADMINS
ENTRY POINT: MAIN MENU > SUSPENSIONS

Manage users suspended from bookings and add users to whitelist to exempt them
from suspension.

Analytics

AVAILABILITY: FACILITY MANAGERS, SUPPORT, ADMINS
ENTRY POINT: MAIN MENU > ANALYTICS

View office utilization reports, dashboards and stats.
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About

AVAILABILITY: ALL USERS
ENTRY POINT: MAIN MENU > ABOUT

Get more information about DESK app and hybrid workplace booking model.

gP‘E‘%l& Reservations Map Administration  Suspensions Analytics ¥  About

Hybrid office

[] What is hybrid workplace?
Today's office is no longer a fixed location where teams must work together.
Many employees prefer a hybrid approach, flexibly dividing their time between home and office.

Using DESK, employees can book workplaces, parking spots, and meeting rooms as needed. They have the option to reserve a desk for a specific day
or secure a workspace for multiple days at once.

DESK also allows you to check workspace availability, explore EPAM offices, locate colleagues and much more, all from the comfort of your home.

% Why it's necessary to book workplaces, even with assignment?

It'simportant to book workplaces before arriving at the office, even if you have an assignment. This allows for better analytics on office space and

resource utilization while ensuring colleagues have the most up-to-date information on workplace availability.

Booking options

[2] ] g

=

desk.epam.com

e Dommiondon e cermon
desk.epam.com A tore p- Google Play

Learn to use DESK

GUIDES FOR USERS GUIDES
' FOR OFFICE MANAGERS

Personal Profile

AVAILABILITY: ALL USERS
ENTRY POINTS: MAIN MENU > USER PHOTO > PROFILE

USER SEARCH > TYPE EMPLOYEE NAME > CHOOSE EMPLOYEE FROM LIST

Review personal settings and user roles, see list of favorite places/colleagues, check

the list of upcoming bookings, view your suspension information, add vehicle details
and more.
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CHAPTER 2: Workplace Booking

BOOK DESK

Single-day booking

1. Select the "Desks" tab in Search widget.

2. Choose office from the search menu or enter your city and choose from the list of

offices provided.

3. Select the office floor if necessary.

4. Choose "Type" as "Single-day booking".
5. Select booking date and click "Search".

Home Reservations Map Visits Administration Analytics ¥ About

12 Meeting rooms P Parkings

Floor Type Date

2nd floor v Single-day booking v Fri, May 10

1 2 3 4

6. Choose available place on the floor map
7. Click "Create".

SEARCH

” REEL&,” Home Reservations Map Visits Administration Analytics v  About Ukraine office status

& Create desk booking LTl Single-day booking v For May 10,2023

Booking for Search location Americas-North v | USA v~  Newtown,PA v  UniversityDr,41 v  2ndFloor v
Find and add employee

3! Bessie Cooper
Senior Designer

u\
Tir

Selected place

26 Monitor  LAN port

Show available desks only (46) = 5 E 0 Q Q
Q

12

1desk Create

m: i




Multi-day booking

1. Select the "Desks" tab in Search widget.

2. Choose office from the search menu or enter your city and choose from the list of
offices provided.

3. Select the office floor if necessary.

4. Choose "Type" as "Multi-day booking" and click "Search".

5. Choose the available place on the floor map.

6. Select desired bookings dates in the calendar.

Note. if for some dates selected workplace might already be taken, you will see a
warning message.

7. Click "Create".

Home Reservations Map Visits Administration Analytics v About

L G L Ul Multi-day booking Ml  You can select dates from Apr 9 to Apr 16 © Selected days: 6 Create

Booking for Search location Americas-North v = USA v Newtown,PA v | UniversityDr,41 v 2ndFloor v Map

Find and add employee

Selected desk

22 LANport  Monitor

Calendar (availability for selected place) Q
You can check/uncheck dates for booking series clic| 4

kin,
< Apr6-Apr 19 > 1 Q
at

4 selectall available workdays 2k 9

® - place is available on this day
- place is unavailable on this day Q Q

1 - you already have booking on this day

6 5 7—

Group booking

1. Select the "Desks" tab in Search widget.

2. Choose office from the search menu or enter your city and choose from the list of
offices provided.

3. Select the office floor if necessary.

4. Choose "Type" as "Single-day booking".

5. Select booking date and click "Search".

6. Add colleagues via "Booking for" search field.
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7. Choose available places for all colleagues on the floor map.
8. Click "Create".

Home Reservations Map Visits Administration Analytics v About

& Create desk booking T Single-day booking v H May 10,2023 1desk Create

Booking for Search location Americas - North v USA v Newtown,PA v UniversityDr,41 v 2ndFloor v Map

‘ [Find and add employee ‘

M Leslie Alexander
) Software Developer

@ Guy Hawkins
&7 Software Developer % X B

Wade Warren . -
5 x T - 0 9

Selected desk

22 LANport Monitor D
+

6

i

Booking for another

1. Select the "Desks" tab in Search widget.

2. Choose office from the search menu or enter your city and choose from the list of
offices provided.

3. Select the office floor if necessary.

4. Choose "Type" as "Single-day booking".

5. Select booking date and click "Search".

6. Add another user via "Booking for" search field.

7. Remove yourself from "Booking for" section.

8. Choose an available place for selected colleague on the floor map.

9. Click "Create".

BOOK MEETING ROOM

Note: to book a meeting room via DESK, you should first authorize DESK to connect to
your QOutlook account.

Search meeting room by filter criteria

Search meeting rooms by filter criteria:
1. Select the "Meeting rooms" tab in Search widget.
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2. Choose office in search menu or enter your city and choose from the list of offices
provided.
3. Select booking date and click "Search".

Home Reservations Map Visits Administration Analytics ¥ About

22 Meeting rooms P Parkings O+ Lockers

Location: USA, New Town Date

University Dr., 41 Fri, May 10 SEARCH

1 2 3

4. Enter filtering criteria, such as meeting duration, time period when meeting room
should be available, room capacity and date period (if needed).

5. Add meeting attendees and click "Search".

6. Find a meeting room from the results list.

7. Click "Scheduling assistant" to see a more detailed schedule screen or "Book" to
immediately book the room.

8. Enter "Meeting subject" in pop-up and Book.

f?ﬁ%l&” Home Reservations Map Visits Administration Analytics v About

< Find meeting room Th, Nov® 'mmm' “““““““““ 1 ]m Wroclaw, T45, 2 fl., 2.21 Inter (10-15) @
Poland, Wroclaw, Traugutta, 45, 2nd floor, 2.21 Inter
09:00 2 4 |
N othert
Offices (1) - . " Book
Type to add an office Scheduling assistant
H Traugut'la, 45 x
Poland, Wroclaw

. .
Wroclaw, T45, 2 fl., 2.26 Phonebox 3 (1) @

Thu, Nov 9 ad
ithi J | lJ Poland. law, Traugutta, 45, 2nd floor, 2.24 Phonebox 1
Search within: Dates 09:00 - 09:30 57 ¢
P apacity: 4
other timeslats
May 10,2024 May 10, 2024 r are available i — Book
stani

Search within: Time

o QLG

Timezone by Warsaw (UTC+01:00)

] ) ) Thu. Novs Wroclaw, T45, 2 fl., 2.31 Phonebox 5 (2) @
Room capacity Mee“"gdu'a“o" ’ Poland, Wroclaw, Traugutta, 45, 2nd floor, 2.31 Phonebox 5

09:00 - 09:30 el oo
5* L hour(s) L ather time sits o copaci
e Audio Display Book
Invitees (3)
B [l
ois

09:00 Poland, Wroclaw, Traugutta, 45, 2nd floor, 2.32 Neptune
et o Teag, Capacity:
s = = Audio  Display  Apple TV (e

Type to add an employee




Search meeting room on a floor

Search meeting rooms by filter criteria:

1. Go to Map tab.

2. Choose the office and floor you want to book the meeting room on.
3. Click on the Meeting room icon on the map.

4. Click "Scheduler".

Home Reservations Map Visits Administration Analytics v  About

= Q Europe- East » Poland »J Warsaw—— Grzybowska, 62 » 8 floor (9 Feb21,2024

8.28 Platinum m = )

Meeting room details

Email rm_war_g62911Platinum28@eparn

External name Warsaw, Grzybowska, 62, 8 fl., 8.28, .
Platinum (4), TV, VC

Capacity 4 people

Features n/a 9
w1 wm wm -
Images 9

No images yet

Timezone by Warsaw (UTC+01:00)

Availability for Wed, Feb 21 sl [ s 126
09:00 8.28 Platinum [} EEN ME o
09:30 AVAILABLE
10:00 o s e
+
10:30
15:30 - 16:00 16:00 - 16:30 16:30 - 17:00 L
11:00 1
Timezone by Warsaw (UTC+01:00) -
11:30
Busy Open in scheduler
12:00 2 =l 0 " o

12:30

5. Add meeting attendees.

6. Choose a timeframe for the meeting in the meeting room line.
7. Click "Book".

8. Enter "Meeting subject" and confirm.

? DESK

Digital Platform

Home Reservations Map Visits Administration Analytics v About Ukraine office status Q search people

< Scheduler Feb 21,2024 1h . @ Workhoursonly Timezone by Warsaw (UTC+02:00) London, 9DSQ, 5fl., Gosling (11), VC, Aug 29, 16:00 - 17:00
Subject  Meeting room booking Today, Feb 21 Tomorrow, Feb 22 Fri, Feb 23 >
Attendees 09:00 10:00 00 2:00  13:00 14:00 5:00 6:00  17:00 18:00 09:00 0:00  11:0( 12:00  13:00 4:00  15:0( 16:00  17:00 8:00 09:00  10:00 11:00 12:00 3:00  14:00 15:00 6:00 7:0¢ 18:00

0 Wade Warren

© Add employee
Meeting rooms
Warsaw, Grzybowska, 62, 8 fl., 8.28, Platinum

@ Add meeting room

- busy - unavailable

5 6 7
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BOOK PARKING SPOT

Single-day booking

1. Select the "Parking" tab in Search widget.

2. Choose office from the search menu or enter your city and choose from the list of
offices provided.

3. Select parking floor if necessary.

4. Select booking date and click "Search".

Home Reservations Map Visits Administration Analytics ¥ About

4 == = P Parkings o+ Lockers

Location: Poland, Warsaw Parking floor Date

Grzybowska, 62 Parking floor -1 Fri, May 10 SEARCH

I/_J

1 2 3 4

5. Choose available parking spots on the floor map.

6. Choose your vehicle from the list or enter new vehicle details if necessary.

Note: you can check 'Save this vehicle in profile” if you want to reuse vehicle details in
future parking bookings.

7. Click "Create".

? DESK

Digital Platform

< Create parking booking For 0] 1spot Create

© Workinghours ~ 24/7 Europe-Eastv || Polandv | Krakow v | Fabryczna,1Av || ParkingB-1v m:List
Booking for

Reservations Map Visits Administration  Suspensions  Analytics v  About Ukraine office status Q search people

N, ia Danilovich
[ as.tassla anilovicl 8123 X
Designer
Vehicle details () testl v
Type of vehicle Car sif sl )
3 i 3 o
Vehicle model testl ]
) Sl 0l s &
R = i a 3 3 2
Number testl +
Fa
Color
gl &
Selected spot ° I
Spot B-1.23 for ~ Car Motorcycle Avallable
Bodked
Blogked
Show available spots only (16) 3 Assfgned
Checked in

6 5 7
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Booking for another

1. Select the "Parking" tab in Search widget.

2. Choose office from the search menu or enter your city and choose from the list of
offices provided.

3. Select parking floor if necessary.

4. Select booking date and click "Search".

5. Add another user via "Booking for" search field.

6. Remove yourself from "Booking for" section.

7. Choose available parking spots on the floor map.

8. Choose vehicle from the list or enter new vehicle details if necessary.

9. Click "Create".

JOIN WAITING LIST

The waiting list provides you with the ability to join the booking queue in the office fully
reserved for a particular date. When places become available, they will be
automatically booked for the users according to their position in the queue.

Note. for users to join the Waiting list, it should be enabled in office policies for this
office.

Join waiting list for desk / parking spot

1. Open booking screen or Map tab for office that is fully booked on a particular date.
2. Click "Join waiting list" button on the banner.
3. Click "Join waiting list".

ggféﬁ, Home Reservations Map Visits Administration Analytics v  About Ukraine office status

& Create booking UT:IN  Single-day booking, v For -

Booking for Search location Europe-West v UK v  London v  9DevonshireSquare v  Sthfloor v Map

Find and add employee

= There are no available desks in this office -JOINWAITING LIST X

$)) Annette Black
Q Project Manager SElEiCE 38

Join waiting list X
There are currently 4 people in the waiting list for this office.

If you join the waiting list of 9 Devonshire Square on Mar 3, we will book a

desk for you automatically as soon as something becomes available.

~
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4. You will now see your Waiting list booking in My Bookings Widget and in your
Personal Profile.

5. As soon as any workplace / parking spot becomes available, and you're the first in
the queue, the system will automatically create a booking for you and send you an
email notification.

VIEW BOOKINGS

To view your bookings

1. Open Main Dashboard and navigate to My Bookings Widget.

2. Click on booking to see more details about the office and workplace.

3. Alternatively, you can open your Personal Profile by clicking on your user icon in the
top right corner of the main menu and navigate to "Assignments & Bookings" tab.

EDIT BOOKINGS

To edit your booking:

1. Open Main Dashboard and navigate to My Bookings widget.

2. Click on : and choose "Edit booking" option.

3. Make necessary changes to selected workplace and dates.

4. Click "Save".

5. Alternatively, you can open your Personal Profile by clicking on your user icon in the
top right corner of the main menu and edit your bookings from "Assignments &
Bookings" tab.

CANCEL BOOKINGS

To cancel your booking:

1. Open Main Dashboard and navigate to My Bookings widget.

2. Click on : and choose "Cancel booking" option.

3. Alternatively, you can open your Personal Profile by clicking on your user icon in the
top right corner of the main menu and cancel your bookings from "Assignments &
Bookings" tab.
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CHAPTER 3: Booking Check-In

CHECK-IN OPTIONS

The list of check-in options might vary for different offices based on their policy
settings. In general DESK users have following options to check-in into your workplace:

- Check-in via DESK app.

- Check-in via email.

- Check-in via QR.

- Check-in via network event.

CHECKIN VIA DESK APP

Note: based on office policies, this type of check-in might be restricted in this office.

To check-in in today's booking:

1. Open Main Dashboard.

2. Click "Check in" button in the right corner of the booking card in My Bookings
widget.

3. Or click "Check in" button in the action widget (appears on the day of booking after
check-in time).

32 Meeting rooms P Parkings o+ Lockers

loor Type Date
8 floor v Single-day booking v Fri, Sep 23 SEARCH

Hello, Nastassia!
= "
Grzybowska, 62 is preferred office « 2 favorite desks * 3 colleagues
Your desk booking for today: Warsaw, Grzybowska, 62, 8 floor, 806.12. Please, check in before e — X
12:00 or press “I'll be later”, otherwise your booking will be auto-cancelled

Recommendations Fri, Sep 23 v Desks  Spots E My bookings
Active (2) Completed
& & =)
A 806.12, Room 806 B
806.12, Room 806 6, Coworking area 806.12, Rool 8floor, Grzybowska, 62, Warsaw
8 floor, Grzybowska, 62, Warsaw Any floor, Latam-POBLADO, 8floor, ¢ he )
Carrera 30, TAA - 207, Medellin § se» Meeting Room 801 Tomorrow, 13:00-14:00
favorite desk EPM-0S. , .0j 8floor, Grzybowska, 62, Warsaw
booked on Sep 17
2 3
)

4. Same check-in action can be done from your Personal Profile > "Assignments &
Bookings" section.
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CHECKIN VIA EMAIL

Note. based on office policies, this type of check-in might be restricted for a particular
office.

To check in in today's booking:
1. Open booking reminder email.
2. Click on "Check in" button.

JUuL Dear Annete Black,
You have following desk booking for today, but have not checked
in it yet.

Minsk, Kuprevicha, 3V, 6th floor, B614, 614.3 O Show on map
If you are still going to use this desk, please check in it yet.

Cancel booking

Thank you,
desk.epam.com

3. Send a new email that opened without changing its content.

CHECKIN VIA QR

Note. to check-in via QR scan, office managers should generate and print QR codes
for office workplace.

To check in in today's booking:

1. Open the camera on your mobile device and scan the QR code on your desk.
2. Click "Check in" action in the following page (screenshot).

3. Alternatively, you can scan QR code to book the workplace and check-in at the
same time.
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CHECK IN VIANETWORK EVENT

Note: check-ins via network events require specific office infrastructure configuration.
Contact your office admins team to know if office infrastructure supports that
configuration.

To enable automatic check-ins via network events:

1. Go to your Personal Profile by clicking on your user icon and clicking "Profile".

2. Navigate to "Personal settings" tab.

3. Enable "Check-in setting".

From now on, if you have a pending booking in the office on today or have a single
personal assignment on a workplace in the office, the system will check you in
automatically as soon as you connect to office wi-fi network.

BOOKING CHECK-OUT

To check out from in-progress booking:
1. Open Main Dashboard and navigate to My Bookings widget.
2. Click "Check out" button in the right corner of the booking card.

My bookings

Active (2) Completed
806.12, Room 806 Today
8 floor, Grzybowska, 62, Warsaw

s8s Meeting Room 801 Tomorrow, 13:00-14:00

8 floor, Grzybowska, 62, Warsaw

[ 13

3. Same check-out actions can be done from your Personal Profile > "Assignments &
Bookings" section.

4. Alternatively, if you haven't checked out of your pending or in-progress booking, it
will be automatically checked out and completed by the end of the day.
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CHAPTER 4: Main Dashboard

RECOMMENDATIONS WIDGET

Recommendations widget proposes workplace and parking spot bookings on closest
working day based on your favorite places, assignments and past bookings.

A. Click on date to choose another booking date.

B. Click on the heart icon to add/remove workplace from favorite workplaces list.

C. Click "Book" to quickly book the workplace.

D. Click "Book near" to choose another workplace on the same floor in the same date.
E. Click on "Desks" and "Spots" filters to display only workplace or parking spot.

F. Click : and choose "Manage favorite places" to manage list of favorite places.

Recommendations Fri, Sep 23 v Desks  Spots E
A Yy A
- - -
806.12, Room 806 6, Coworking area 806.12, Rool
8 floor, Grzybowska, 62, Warsaw Any floor, Latam-POBLADO, 8floor,¢ hc
R i >
favorite desk Carrera 30, 7AA - 207, Medellin EPM-0S. 0]

booked on Sep 17

' Book near O Book near O Boc

MY BOOKINGS WIDGET

A. View the list of your upcoming and completed bookings.

B. Click on the booking card to view more booking details.

C. Click : on booking card to see the list of available actions for this booking.
D. Click "Show more" to display a larger panel with booking list.

My bookings

Active (4) Completed
806.12, Room 806 Today
8 floor, Grzybowska, 62, Warsaw

P 43, Parking
Parking floor -1, Grzybowska, 62, Warsaw

[ 03

Tomorrow

Meeting Room 801
8 floor, Grzybowska, 62, Warsaw

Tomorrow, 13:00-14:00

Show more
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PEOPLE IN WIDGET

A. Check upcoming bookings of your close colleagues and project teammates and
book a place near them.

B. Choose the city to see upcoming bookings of your colleagues in specified city.

C. Click "Book near" button and choose a workplace near your colleague. Office, floor
and booking date will be pre-selected for you.

D. Click on "Colleagues" and "Projects" filters to display only close colleagues or
project teammates.

E. Click : and choose "Manage list' to manage list of close colleagues.
F. You can also manage close colleagues from Map tab > People on the floor.

Peoplein Poland v Colleagues  Projects II‘

N

Jacob Jones Today

Coll Book
" Warsaw, Grzybowska, 62, 8 floor, 29/10 LI ook near

A

Kathryn Murphy Tomorrow

. . Colleague | Book near
Wroclaw, Piotra Skargi, 1, 6th floor, 617.1.7 £

Devon Lane Tomorrow

EMF-DFGD Book
Warsaw, Grzybowska, 62, 8 floor, 19/3 ook near

Leslie Alexander Apr 26
Warsaw, Grzybowska, 62, 8 floor, 24/1

Colleague Book near

Show more

EXPLORE OFFICE WIDGET

A. Choose the city to see list of available offices with the information on:
office working days;

amount of available workplaces;

amount of meeting rooms;

amount of parking spots.
B. Click on the office image to get more information about the office.
C. Click on google map to check office location.

Explore officesin Wroclaw v IZ‘

m Traugutta, 45

Wroclaw, Poland

Working days: Monday - Sunday

o Desks: 54 available out of 197

5= / ‘ 123 desks 18 parkingspots 32 lockers

Hydrop

{3} Coworking office
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DASHBOARD CUSTOMISATION

Resize and re-arrange widgets on the Main Dashboard according to your preference.

To customize your dashboard:

1. Click "Customize" button.

2. Click : on a widget and choose preferred size.

3. Drag 'n drop widgets to change their position on a screen.
4. Click "Save" to confirm changes.

5. Click "Cancel" to reset changes.

7 DESK Home Reservations Map Visits Administration Analytics v  About Q Search people

Digital Platform

2 Meeting rooms P Parking or Lockers

ocation ool Type Date
Warsaw, Grzybowska, 62 8 floor v Single-day booking v Fri, Sep 23 SEARCH

Hello, Nastassia!

Grzybowska, 62 is preferred office 2 favorite desks * 3 colleagues Add widgets

i¢ Recommendations E 2 My bookings E‘
r r Y & Track and manage your bookings
- - -
Choose and quickly book your %
favorite desks
P
@
or
it Peoplein E‘ 2 Explore office in E‘
’ See when your colleagues are planning to visit offices See information about offices <
s = ; . =
inyour location
&) = ’ 3
- = =
= =
® - =
o
o | »
.‘

© 2023 EPAM Systems Inc. All rights reserved. Privacy policy Privacy notice Release notes Version: 2.117.0 (Mar 1,2023)
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CHAPTER 5: Map Tab

SEARCH LOCATION

A. You can search for cities and offices using "Search location" input in the top right

corner.
B. Use breadcrumbs menu to quickly navigate between offices / floors in the same

location.

C. Click on = to find offices in location hierarchy.
A B Cc

gREalﬁm Home Reservations Map Visits = Administration  Analytics ¥  About

Jul 20, 2022

8 floor 2 27/101 = 9floor & 10/61 - Parking floor-1 & 0/12

Grzybowska, 62 Edit S = wHH T =g B H =0
——— LR LB L | - " —— LR L O | - "
™ Workingdays ~ Monday - Sunday

@© Working hours  24/7

Contacts + Show office on map

WORKPLACE AVAILABILITY AND COLOR LEGEND

Check availability chart to estimate amount of available, occupied and blocked from

use places.
The availability chart also explains color legend used on the floor map.

? DESK Home Reservations Map Vig

Digital Platform

Europe - East » Poland »

8 floor

Availability Desks  Meeting rooms

Available (25) Assigned (5)
/99 Booked (26) Blocked (0)
B Checkedin (43)
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NAVIGATE OFFICE MAP

A. Click on the calendar in the top right corner to choose the date.

B. Click on “Filters” to filter objects on the map.

C. Click on "Heat map" icon to see the office floor utilization heat map that shows how
frequently different places in the office are used.

D. Floor layers menu allows to display / hide certain objects of the map: workplaces,
meeting rooms, office objects and smart lockers.

E. Click on workplaces and meeting rooms to get more details on their current
occupation and assignments.

F. Zoom in and zoom out to explore the office floor.

QPE‘SPK’ Home Reservations Map Visits Administration  Analytics v  About
DigitalPlatform

Europe-East » Poland » Warsaw » Grzybowska,62 » Floor8 Mar7,2024 —A

8 floor Er ’Z} I

Availability Desks  Meeting rooms g . i w2 1 M Pl C

Available (25) = Assigned (5)
/99 Booked (26) Blocked (0) i e i ) D
= Checked in (43) A p— ‘ ’

| @OD soreovcontnenoor > | Q i

‘ Find meeting rooms on the floor > ‘

Floor information
Please read the instructions before visiting the office:

kb.epam.com/display/EPMOSMA

Floor features e, 9

Y1 Kitchen/diningarea 8 Printer H : e gl B o
WC Restroom/bathroom @ Kitchen/dining area - s s

BOOKINGS FROM MAP TAB

Book workplace / parking spot from Map tab

Click on workplace on floor map and click "Book" button to reserve workplace.

Home Reservations Map Visits Administration  Analytics ¥  About

= Europe - East » Poland » Warsaw » Grzybowska,62 » Floor8 Mar7,2024

29/2 © Book X

Reservations

1. Type Assign
Reason Employee
Description  Assignment

For Jenny Wilson °

From Oct 27,2022 to Oct 26, 2025
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Book meeting from Map tab

Click on the meeting room icon on the floor map and click "Scheduler" button to
reserve a meeting room by specifying time and meeting attendees.
Alternatively, to quickly book meeting room:

1. Click "Find meeting rooms on the floor".

2. Choose one or several time slots for the selected meeting room.

3. Click "Book" to instantly create a meeting room reservation.

?» DESK Home Reservations Map Vig ? DESK Home Reservations Map Visits Administration Analytics v  About
DigitalPlatform Digital Platform
= Europe - East » Poland » Findyouroffice  Europe-East » Poland » Warsaw » Grzybowska,62 » 8 floor
8 floor Meeting rooms Open in scheduler =
Availability Desks Meeting rooms

Find meeting room

Available (25) Assigned (5)

/99 Booked (26) ® Blocked (0) soTplamondd | 22
® Checked in (43) #11  Audio  Video  Display
Approval required. Book it via Outlook EER s B Q
‘ w 69 people on the floor > ‘ 8.10 Diamond B
=6  AppleTV

‘ Find meeting rooms on the floor > ‘

14:00 - 14:30 14:30 - 15:00 15:00 - 15:30
Floor information

Please read the instructions before visiting the office: = S B
kb.epam.com/display/EPMOSMA 8.11 Amber
=2
Floor features
_ 16:00 - 16:30 17:00 - 17:30
Y1 Kitchen/diningarea  §® Printer
WC Restroom/bathroom W Kitchen/dining area
8.28 Platinum

o3

=4 Audio Video|

TS
N

3

ADD FAVORITE PLACE

Choose a workplace on a map and click the heart icon to mark this place as your
favorite.

Favorite workplaces will appear as recommendations on Main Dashboard >
Recommendation widget.

2 DESK

Digital Platform

Home Reservations Map Visits Administration

Europe-East » Poland » Warsaw » Grzybowska,62 |

Reservations
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PEOPLE ON THE FLOOR

1. Open "People on the floor" menu to view the list of people with bookings on the
selected date.

2. Click on the employee card to see where their booked desk is on the floor.

3. You can quickly add/remove people from the list to your favorite colleagues.
Bookings from favorite colleagues will appear on Main Dashboard > People In widget.

? DESK

Digital Platform

Home Reservations Map Vig

Home Reservations Map Visits Administration  Analytics v  About

= Europe - East » Poland » Find your office Europe - East Poland Warsaw Grzybowska, 62 8 floor
8 floor People on the floor 69 X =
g3 52 s H
Availability Desks  Meeting rooms Find person = 2
Available (25) = Assigned (5) Arlene McCoy g
/99 Booked (26) Blocked (0) Bessie Cooper Senior Business Analyst

Checked in (43) E Senior Designer
& 29/19 - 8.29 Open space

a Ronald Richards Checked in Feb 27,2024
Scrum Master
‘ w 69 people on the floor > ‘ X Details
j . Arlene McCoy
Senior Business Analyst a0
s 7

Brooklyn Simmons
Web Designer

Please read the instructions before visiting the offfice: Marvin McKinney ET
Project Manager

‘ Find meeting rooms on the floor > ‘

Floor information

kb.epam.com/display/EPMOSMA

& \ Cameron Williamson
L)

Floor features ® Software Developer N . 9
Y1 Kitchen/diningarea &5 Printer Savannah Nguyen s i — [ R Sugy TS
Team Leader

WC Restroom/bathroom W Kitchen/dining area

@ Kristin Watson 0
R iy

¥ UI/UX Designer

[ 3

2n

2
@ Robert Fox g3 B
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CHAPTER 6: Personal Profile

To access your Personal Profile, click on your profile photo and choose
"Profile" option.

ASSIGNMENTS & BOOKINGS

A. Find list of workplaces assigned to you personally or via project / org. unit.
B. View list of your upcoming and completed bookings.
C. Check list of roles assigned to you in a particular location.

Home Reservations Map Visits Administration  Analytics v  About

Personal settings Favorite places

Assignments&Bookings

Assignments  Selectcity v
Poland, Katowice, Chorzowska, 148, 9 floor Poland, Krakow, Opolska, 114, 4 floor
for Facilities Management © Bookhere for Facilities Management © Bookhere —'—A
2 places 30 places
Kristin Watson
Administrative Specialist s>
o 0 i
! My Bookings 30 total
Resource manager  Wade Warren
. Warsaw, Grzybowska, 62, 8 floor, 12/5 Completed $
Admin location Poland, Warsaw, Grzybowska, 62 = Dec12,2021 P :
Warsaw, Grzybowska, 62, Parking floor -1, 58 PR
P Feb 28 Completed 3 B

Kristin_Watson@epam.com

Warsaw, Grzybowska, 62, 3 floor, 317.12, 317.18, 317.20, 317.24, 317.26, 317.28, 317.32, 317.34

& Feb22
3members

Completed }
1/6 >

Roles

Facility Managerin ()
Europe - East Region
Europe - East, Poland ~ Country C
Europe - East, Poland, Warsaw  City I
Europe - East, Poland, Katowice, Chorzowska, 148  Office
Europe - East, Poland, Krakow, Opolska, 110 Office

Europe - East, Poland, Gdansk, Grunwaldzka, 472E Olivia Prime A Office

Show 3 more

Space Managerin (i)
Europe - East Region
Europe - East, Poland  Country
Europe - East, Poland, Warsaw ~ City
Europe - East, Poland, Katowice, Chorzowska, 148 Office
Europe - East, Poland, Krakow, Opolska, 110  Office
Europe - East, Poland, Gdansk, Grunwaldzka, 472E Olivia Prime A Office

Show 3 more
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PERSONAL SETTINGS

A. Enable automatic check-ins when joining office wi-fi network by enabling "Check-in
setting" switch.

B. Connect DESK with your Outlook account to enable meeting room bookings via
DESK.

C. Check information on your ongoing suspensions from bookings in a particular office.
D. Add details for one or several of your vehicles to enable parking spot bookings.

ensions  Analytics v  About Q search people jal @) @ v
Assignments&Bookings Personal settings Favorite places
Auto check-in Off

We are working constantly to make your office experience better, so we can auto check-in bookings based on your interaction with EPAM digital platforms and offices.
Find more details via link.

Connect DESK with Outlook

Please connect DESK with your Microsoft Outlook account, otherwise you will not be able to book meeting rooms.

Vaccination status (@

Contact your Facility manager for changing the vaccination status.

Vehicle details ()

Add vehicle

FAVORITE PLACES

Manage list of favorite desks and parking spots by changing their priority / removing
them from your profile.

Assignments & Bookings ~ Personal settings  Favorite places

Desks
2 UK, London, 9 Devonshire Square, 5th floor, Open space, 40 &
- Last booking date  Wed, Aug 31
a UK, London, 9 Devonshire Square, 5th floor, Open space, 38 -
- [ ]
Last booking date  Wed, Feb 21
Spots

There are no favorite parking spots
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CHAPTER 6: Help & Support

To access Help & Support, click (?) icon in the top right corner of the Main Menu.

Q Search people

Help & Support X

Contact support
% Report workplace issue

Report issues or ask questions related to your
workplace (e.g. dirty, broken or occupied).

Request workplace assignment
Date Date |'T_1_H
Request permanent workplaces for yourself or ask
Tue, Feb 20 SEARCH Tue, Feb2 team assignments for your project or unit.
ﬁ Propose office improvement
(mh
Share ideas to improve your office, request space
improvements or report inconsistencies.
Give feedback

g Improve DESK app

Rate your experience and share your feedback with

our product team,

o

ﬁ Recommend DESK app to your clients

Present DESK as a solution to your clients.

More resources

User guides

=0
Go to our Knowledge Base to learn everything about
the product.

Report workplace issues
Report issues or ask questions related to your workplace (e.g. dirty, broken or
occupied).

Request workplace assignhment
Request permanent workplaces for yourself or ask team assignments for your project
or unit.

Propose DESK improvement
Share your feedback with our product team and propose additional features /
improvements to the DESK app.

Additional User Guides
Click on "User guides" to go to our Knowledge Base to learn everything about the
product.
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Part ll: DESK for managers

CHAPTER 8: Office Roles

OFFICE SPACE MANAGEMENT ROLES

Facility Manager

If a role is assigned to a parent unit, the permissions granted by this role will be
applied also to all subordinate units of that parent unit.

A Facility Manager is responsible for entering the unit information and maintaining its
accuracy. The information includes:

- Office attributes: description, instruction links, total area size, contacts, office
pictures, status (active/inactive).

- Floor attributes: name, instruction links, contacts, area size measurements, floor
map, status (active/inactive).

- Room attributes: name, type, instruction links, contacts, status (active / inactive).
- Workplace attributes: code, features, location on the floor map.

- Parking spots attributes: code, location on the parking floor map, type.

- Objects attributes: name, description, location on the floor map.

- Unit policy.

- Unit messages.

Space Manager

A Space Manager is responsible for managing the availability and utilization of areas
and workplaces by:
- Allocating areas and workplaces to groups and individuals or disabling and re-
enabling them.
- Tracking the demand for the office space and the efficiency of its utilization
through requests, reports, and analytics.
- Addressing concerns and conflicts of the office space demand owners.

Office contact

An Office Contact is a primary contact point for Desk users to support smooth
operation and effective use of the office space, responsible for:
- Responding to the user inquiries.
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- Dispatching inquiries to the right stakeholders.

- Assisting users with booking and checking in.

- Assisting users with using lockers and equipment.

- Resolving booking conflicts.

- Addressing immediate issues, such as missing or unusable furniture or
equipment.

- Handling lost and found personal items.

Reception team

A Reception team is responsible for managing the guest visits to EPAM offices by:
- Creating invites for external guests.
- Reviewing invites made by other EPAMers (i.e., hosts).
- Tracking guest arrival status and overall visit status.
- Organizing the visit according to visit requirements.

- Booking additional office resources for guest visits (i.e. workplaces, parking
spots, meeting rooms).

SUPPORT AND TECHNICAL ROLES

Admin

Desk system administrator can perform any actions in Desk, including creating and
deleting roles.

Service Desk

Assigned to Service Desk authorized to perform any actions over any objects in Desk,
except for creating and deleting roles. Can

- Assign, revoke, or transfer user roles.

- Create, activate, and deactivate offices.

IT Department

IT Department responsible for managing IT equipment in assigned office units. Can
- Create, edit, and delete technical floors, rooms, and places.
- Edit features of workplaces and meeting rooms.
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HOW TO ASSIGN A USER ROLE

You can assign roles to grant special permissions to users in DESK system. By default,
a role assignment is effective without an end date. If a role is assigned to a parent unit,
the permissions granted by this role will be applied also to all subordinate units.
Following permissions are required to assign roles to user in Administration:
- Users with Admin or Service Desk role can assign any roles to any user in any
unit.
- Users with Facility Manager roles can assign roles only in assigned units and
assigned sub-units.

To create a role assignment:
1. Go to “Administration”.

2. Select a unit in the unit tree.
3. Choose "Information" tab.
4. Click “Edit roles” button.

Reservations Map Visits Administration ~ Suspensions Analytics v  About Q search people

Alloffice statuses v All office types ~
____ Information  Policies  Messages
> Asia-Central and West
> Asia-Eastand Pacific Warsaw
> Asia-South
v Europe - East Type City
> Belarus Status Active
> Bulgaria Instruction link
> Czech Republic
> rungary - — oo |
> Latvia
s> Lithuania Reception team
+ Poland Office contacts
s Gdansk Space managers
Facility managers
> Gliwice
> Katowice
> Krakow Notifications Edit notifications
> Lodz Cross-city bookings E
> Poznan Cross-border bookings
v Warsaw Parking bookings
v |Grzybowska, 62 All bookings
8 floor
9 floor
Parking floor -1
2 3 4

5. Choose the role you want to assign to a person: Reception team, Office contacts,
Space manager, Facility manager.

6. Type person's name in the select input (system will display a drop-down list with
users matching search request).

7. Click the person’s name to add the person to the role.

8. Click “Submit” to save all changes.
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CHAPTER 9: Initial Office Setup

CREATE OFFICE

1. Go to Administration.

2. Choose the country or the city where office needs to be created.

3. Click "Create office" button.

2 DESK

Reservations
Digital Platform

Map  Visits  Administration

Suspensions  Analytics v About

Q Search people

Europe-East > Poland > Warsaw

Active offices v Al office types

Information  Policies  Messages
> Poznan
v Warsaw
Warsaw
> | Grzybowska, 62

2

4. Enter office details.
5. Click "Create".

gREa!ﬁw Reservations Map Visits Administration  Suspensions  Analytics v

About

Ukraine office status

Q Search people

Create office

< Create office

—

VVVVVVVVVV Romigehowek ms matopole
Location Warsaw . Jdrzebia taka
Wieliszew Emilianow
Located: Europe - East> Poland > Masovian Voivodeship @ Nicrorey e -
. Radzymin
Office name @ Legionowo Klembéw
Leoncin Czosnéw ; =]
officet Regular offi Jablonna S
v
ice type egular office Duczki
Wotomin
Status Inactive tomianki
Ka“y’a‘r”k“k' o Marki De
{67 |
Narodowy! . B
Address Laski Zabki Stanistawow.
postal cod npinos
ostal code = Sulejowek E
i Warsaw Halinbw
Latitude @ Ozaréw arsa Zakret Jak
s Mazowiecki = Debe Wielkie
%
Longitude Piastow k2 Mirisk
Em Pruszkow e«% W Mazowiecki
r Raszyr = & Choch6l
‘ Brwinéw. Komoréw. /7 %

4

5

6. Provide a comment for office creation (for example, the number of support request

for office creation).
7. Click "Create".

Note. the new office will be created in "Inactive” status. To change the status, click "Edit
info" in "Information” tab, change the status to "Active"” and click "Save".
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CREATE OFFICE

1. In Administration, choose the office where floors need to be created.
2. Click "Create floor / parking".

3. Enter floor details.

4. Click "Create".

Create a new floor or parking

Name

Type Status

Floor v optional

Parking
4

Instruction link optional

CREATE ROOMS

1. In Administration, choose the floor where rooms need to be created.

2. Click "Create" button and choose "Create room".

3. Choose "Room type" = "Room".

4. Enter room details.

5. Click "Create".

Note: for the room to be operational, the area for it needs to be placed on the floor
map. See Chapter 11 for more details.

Reservations Map  Visits Administration  Suspensions Analytics v  About

Europe-East > Poland > Warsaw > Grzybowska,62 > 8floor Generate rooms, desks and map Actions v |
All office statuses v All office types v . Create room
Information ~ Rooms  Desks  Lockers  Policies  Areas
v Warsaw Create desks
v Grzybowska, 62

8 floor
9 floor

1 2
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CREATE SECURE PERIMETER

Secure Perimeters are rooms that require special access for employees to access.
When room is defined as "Secure perimeter", users will be warned each time when they
book workplaces assigned to such room.

To create Secure perimeter room:

1. In Administration, choose the floor where rooms need to be created.

2. Click "Create" button and choose "Create room".

3. Choose "Room type" = "Room".

4. Choose "Label" = "Secure perimeter".

5. Enter room details.

6. Click "Create".

Note: for the room to be operational, the area for it needs to be placed on the floor
map. See Chapter 11 for more details.

Create room

Room type Room name

Room

Status Label optional

Active v | Secure perimeteq X A

Capacity Approval Required

1 : people

Client area
Instruction link Secure perimeter
! Technical area

Description Transformable

Adding or removing objects does not automatically update
the floor map. Please update it manually via Map editor.

Open Map editor after saving the changes

CREATE MEETING ROOMS

1. In Administration, choose the floor where rooms need to be created.
2. Click "Create" button and choose "Create room".

3. Choose "Room type" = "Meeting room".

4. Enter room details.
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5. Enter room email.
6. Click "Create".

Note. for the meeting room to be operational, the icon for it needs to be placed on the
floor map. See Chapter 11 for more detalls.

Create room

Room type

Meeting room

Status

A To change meeting room capaci

rooms in Outlook request in Service Des|
External [ name
Capacity 4

Features

CREATE DESKS

1. In Administration, choose the floor where rooms need to be created.

2. Click "Create" button and choose "Create desk'".

3. Choose the room where the desk is located.

4. Choose the number of desks to add.

5. Enter desk code. If number of desks > 1, the system will try to predict the naming
pattern to name all of them.

6. Choose place features.

7. Click "Create".

Note: for the desk to be operational, the icon for it needs to be placed on the floor map.
See Chapter 11 for more details.
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DEACTIVATE OFFICE UNITS

Deactivating office unit automatically deactivates all units on lower hierarchy levels.
For example, if you deactivate the office floor, all rooms, meeting rooms and desks of
that floor will be deactivated too.

To deactivate office unit:

1. In Administration, choose the office or floor that you want to deactivate.

2. Click "Edit info".

3. Change status to "Inactive".

4. Click "Save".

Edit information for 9 floor

Name

9 floor
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CHAPTER 10: Office Policies

HOW OFFICE POLICIES WORK

Office policies allow you to set limitations on how bookings creation, cancellation and
check-ins work in your office.

Policies work on a hierarchical principle: policy configuration from higher level of
hierarchy (e.g., country) is applied to lower levels (e.g., cities, offices and floors),
unless its value is not specifically defined on a lower level of hierarchy. In that case, it's
overridden for that lower-level unit.

So, you can set up policies for regions or countries or configure policy values
individually for every separate office.

LIST OF OFFICE POLICIES

Office policies

Working days
sets working days of the week for office. Outside of working days employees won't be
able to create workplace and parking spot bookings.

Booking opening time
the time when user is allowed to book in advance for the nearest unavailable day.

Allow only one workplace booking per day in one office
a person can only have one workplace booking per day in one office.

Supervised cross-border booking
by applying this policy, external employees will only be able to make bookings in this
office if they have read and agreed to office access rules.

Individual booking creation policies

Number of days in advance when booking for an individual booking
sets a date limit on how far in the future single-day desk and parking spot bookings
can be created.

Number of days in advance for multi-day booking
sets a date limit on how far in the future multi-day desk bookings can be created.
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Group booking creation policies

Group booking
enables the ability to create group bookings of workplaces.

Number of days in advance when booking for a group booking
sets a date limit on how far in the future group bookings can be created.

Maximum number of people in a group booking
specifies maximum number of group booking participants.

Check-in policies

Check-in only via QR or office network events
Removes check-in from e-mail notification and DESK platform. Users may only check-
in by network events or by scanning a QR-code.

Check-in email notification for bookings
Enables ability for employee to check-in from e-mail notification about upcoming
booking.

Check-in request time trigger
time of day when the system begins requesting user to check-in into today's bookings.

Auto-cancellation policies

Booking auto-cancellation
enables auto-cancellation of employee bookings if an employee hasn’t checked in in
time.

Auto-cancellation after check-in reminder
Time after the check-in reminder that triggers booking auto-cancellation.

Auto-cancellation after check-in prolongation
Select time that will trigger auto-cancellation after user has pressed “I'll be later”
button.

Max non-checked-in multi-days bookings before auto-cancellation
Number of single bookings in a booking series without check-in, after which the
booking series is cancelled.
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Waiting list policies

Waiting list for desks

policy that enables the ability for employees to join a waiting list if the office has no
available workplaces on a given day.

Waiting list for parking spots
policy that enables the ability for employees to join the waiting list if the office has no
available parking spots on a given day.

ENABLE OFFICE POLICY

1. Open Administration tab.
2. Choose the location in unit hierarchy you want to affect with the policy. Location
might be region, country, city, office, specific floor of the office.
3. Open Policies tab.

4. Choose policy you want to enable/disable, click edit icon near policy value.

Reservations Map Visits Administration  Suspensions Analytics v  About

Q search people

Europe-East > Poland > Katowice Create office
Active offices v Alloffice types v
InformatieA— Policies ~ Messages
> Czech Republic
> Hungary
> Latvia Katowice @
> Lithuania
Off|ce policies
v Poland
> Gdansk Worlking days Monday - Sunday #——spmpany default
> Gliwice Bodking opening time (D) 0:00 /7 cmpany default
v Katowice
o Chordbwska, 148 Allow only one workplace booking per day in one office (7) off / mpany default
Suppervised cross-border booking () off 7 mpany default
9 flpor
Parking
Parking Level-2 Indjvidual booking creation policies
> Krakow| N " 1m . >
Nurfiber of days in advance when booking for an individual booking 7days / mpany default
> Lodz
s Poznan Nuriber of days in advance for multi-day booking 7 days V4 mpany default
> Warsa

5. Configure policy value according to your preference.
6. Click "Save".

RESET POLICY TO DEFAULT VALUE

If you want to reset policy value for selected unit and make policy value to be inherited
from unit of higher level of hierarchy, perform following steps:
1. Open Administration tab.
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2. Choose the location in unit hierarchy you want to affect with the policy. Location
might be region, country, city, office, specific floor of the office.

3. Open Policies tab.

4. Choose the policy you want to reset, click edit icon near policy value.

Reservations Map Visits Administration ~ Suspensions  Analytics v  About Q search people

Europe-East > Poland > Katowice Create office

Active offices v All office types

InformpatieA—  Policies ~ Messages
> Czech Republic
> Hungary
> Latvia Katowice
> Lithuania
Off|ce policies
v Poland
> Gdansk Worlking days Monday - Sunday V4 company default
> Gliwice Bodking opening time (i) 0:00 Ve company default
v Katowice
v Chordbwska, 148 Allop only one workplace booking per day in one office (i) off 7 company default
ho Supgrvised cross-border booking () off Va company default
9flpor
Parking
Parking Level-2 Indjvidual booking creation policies
> Krakow| N " P i »
Nurfiber of days in advance when booking for an individual booking 8days P4 Nastassia Danilovich (Feb 27,2024 16:20)
> Lodz
> Poznan Nurfber of days in advance for multi-day booking 7days V4 company default
> Warsa)

—2 3— 4

5. Click "Reset level value".
6. Click "Save".

Define a policy value for Katowice X

Number of days in advance when booking for an individual
booking

Applied value 8 : days defined for the current level

Cancel Reset level value m
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CHAPTER 11: Floor Maps

UPLOAD FLOOR MAP

1. Go to Administration and choose the floor to upload the map.
2. Click on "Actions" button and choose "Edit map".

? DESK

Digital Platform

Reservations Map  Visits Administration  Suspensions Analytics v  About Search people

Europe-East > Poland > Warsaw > Grzybowska, 62 > Testfloor Generate rooms, desks and map Actions A |
All office statuses v All office types v . Edit map
Information Rooms Desks. Lockers. Policies Areas
Delete floor

8floor

9 floor ] —
Parking floor -1 Test floor

Test floor
Kopernika, 21 Type Floor

1 2

3. In Map editor, click “Upload map" button or choose “Upload map" from the
dropdown if map already exists.

4. Choose the *.svg file of the office floor and confirm.

5. Click "Verify & Save".

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > Test floor _

Places Meetings Objects Smart Lockers Labels Rooms Upload map
Add place Upload walls
+ Generate map
” Download map
3

No map
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GENERATE FLOOR MAP

There are several alternatives that allow you to generate a floor map automatically.

If the floor already has rooms and desks:

1. Go to Administration and choose the floor.

2. Click on "Actions" button and choose "Edit map".

3. In Map editor, click "Actions" button again and choose "Generate map".
4. Click "Verify & Save".

If the floor has no rooms and desks:
1. Go to Administration and choose the floor.
2. Click on "Generate rooms, desks and map".

? DESK

gmipatom  RESErVations  Map  Visits Administration ~ Suspensions  Analytics v  About Q search people
Europe-East > Poland > Warsaw > Grzybowska,62 > Testfloor Generate rooms, desks and map Actions v‘
Active offices v Alloffice types ~
Information ~ Rooms  Desks  Lockers  Policies  Areas
9 floor
Parking floor -1
Test floor Test floor Editinfo
Kopernika. 21

1 2
3. Click "Add room", enter room name and choose room type.
4. Inside regular rooms, click "Add desk(s)".
5. Choose a number of desks to add and enter a naming pattern.
6. Repeat the process for all rooms/desks.
7. Click "Generate or upload map".

? DESK

Digital Platform

Reservations Map Visits Administration Suspensions Analytics v  About Ukraine office status Q Search people

4‘_&111&_{, Generate or upload map
Test floor: 1 room(s), 10 desk(s)
pu— Room 1 Room v u
Desk(s): Delete all desk(s)
1 X 2 X 3 X 4 X 5 X 6 X
7 X 8 X 9 X 10 X
Add desk(s)

8. Click "Verify & Save".
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EDIT FLOOR MAP

1. Go to Administration / Map tab and choose the floor to edit the map.
2.1. Click on "Actions" button and choose "Edit map" on Admin tab.

2.2. Alternatively, Click "Edit map" button on Map tab.
3. You will be redirected to Map Editor.

Following edits can be made in Map Editor:
A. Placing room areas, workplaces, meeting rooms, objects, and labels on a map.
B. Moving workplaces and meeting rooms around the floor map.

C. Updating walls on the existing floor map.

Place room areas on map

If rooms are already created in Administration:
1. In Map Editor, Choose "Rooms" tab.

2. In the right panel, in section "To be placed on the map" click on a room for which

area needs to be created.

3. Click to the point on the map where any of the room corners are located.
4. Proceed clicking to the location of other room corners.

5. After you place the last corner, click "Save area".

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > 8 floor

Places Meetings Objects Smart Lockers Labels

L Save area Clear drawing

Pressed meta. Draw rect to select multiple

5
6. Click "Verify & Save".

Rooms

3,4
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Q search rooms

Click to find on the map
8.25 Phone Booth 8.03 IT storage
8.18 Phone Booth 8.05 Open Space
8.12 Open Space 8.23 Phone Booth

8.17 Phone Booth 8.19 Open Space

No records in the database (15)

Click to find on the map

8.21 Admin storage wcC 8.16 Storage room
8.08 Admin storage 8.11 Amber
8.07 Diamond A wc 8.20 Printer room

8.10 Diamond B

To be placed on the map (1)

Rooms exist in the database but absent on this map.
Click to add selected room on the map

l/ New room

2



If rooms are not yet created:
1. In Map Editor, Choose "Rooms" tab.
2. Click "Add area" button.

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > 8 floor Jerify & Save Back to DESK

Places Meetings Objects Smart Lockers Labels Rooms Click to find on the map

8.25 Phone Booth 8.03 IT storage
L Add area

8.18 Phone Booth 8.05 Open Space

. | | i [ [ |
2 1

3. Click to the point on the map where any of the room corners are located.

4. Proceed clicking to the location of other room corners.

5. After you place the last corner, click "Save area".

6. Edit the room name in the right panel.

7. Click "Verify & Save".

Note. this action will add the room in Administration (and Data base) also.

| ] e
I s s Q search rooms

Edit room area on map

1. In Map Editor, Choose "Rooms" tab.
2. Click on an area you want to change.
3. Click "Edit path" action in the right panel.

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > 8 floor Verify & Save Back to DESK
Places Meetings Objects —Smar-toskers——tabels— Rooms Room X
[ Add area Rotate room title 0 + Scale room title 1 [ Hide room title D 8350000000000055790
8.08 Admin storage
+ Q search rooms Name 8.09 Communication
% 1

N | o

s . Edit path Delete from map & db
8.04 Electrical switchboarfl St anonch

8.09 Communication Room

. Nai
su
-

1 2 3

4. Click to the point on the map where any of the room corners are located.
5. Proceed clicking to the location of other room corners.

6. After you placed the last corner, click "Save area".

7. Click "Verify & Save".
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Place meeting rooms on map

1. In Map Editor, Choose "Meetings" tab.
2. In the right panel, in section "To be placed on the map" click on a meeting room for
which icon needs to be placed.

Map editor  EPAM > Europe-East > Poland > Warsaw > Grzybowska, 62 >  floor Verify & Save Back to DESK
Places Meetings —Qbjects Smart Lockers Labels Rooms Summary for meetings

On the map (6)
“~

Click to find on the map

+ 8.06 HR Room Q search meetings 8.27 Crystal  8.11Amber  8.31 Fun Room
8.07 Diamond /.

3 8.28 Platinum 8.10 Diamond B

- 8.07 Diamond A

To be placed on the map (1)

Meetings exist in the database but absent on this map.
1@‘ Click to add selected meeting on the map

8.03 1T storage 8.0 Electrical switchboard 8.20
8.09 Communica tion Room

1 2
3. Move the meeting room icon to where it should be on the map.

4. Click "Verify & Save".

8.08 Admin storage

Place workplaces on map

1. In Map Editor, choose "Places" tab.

2. Click "Add place" dropdown.

3. Click on the desk shape appropriate for added workplace.

4. Drag the desk that appeared on a map into an appropriate area.
5. In the right panel enter the desk code.

6. In the right panel choose the room/area that this desk belongs to.

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > 8 floor Verify & Save Back to DESK

Places - —Mestings Objects Smart Lockers Labels Rooms 6 selected @ new X
& 0. [ X ] [ wor =@
@ @ .
“~ ] |_[:| Add place v Rotate 0 —— = i i wd B e @ =@ e Rename pattern [ 1 ]
+ Q search places New place codes:
2 1 2 3 4 5 6
" Name Name Name
Name urnam mam man
Sumame Name
—_ Surname Rename selected places
N
Surrfame Name
Sumame Name Name Name Area 8.05 Open Space
WELD Surname Sumame Sumame
Sl 8.06 HR Room
8.07 Diamond A Delete from map Duplicate
Narme
Surrame

W
D
n
()]

1 2

7. Click "Verify & Save".
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Move workplaces to different room on map

1. In Map Editor, choose "Places" tab.

2. Click the place on the map that you want to move.

3. Rotate or change the position of tables if needed.

4. In the right panel change the desk code if needed.

5. In the right panel choose the new room/area that this desk belongs to.
6. Click "Verify & Save".

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > 8 floor . Verify &Save Back to DESK

Places Meetings Objects Smart Lockers Labels Rooms 12 selected X

33 r[:| Add place v Rotate 0 + %m. .:m. E: :m':" = : :N’; .“: .“:.. ::“m. ;’:,.7. Rename pattern J Name

=+ Q search places Area [ 8.05 Open Space v l
2

“ Name. Delete from map § 8.03 IT storage
Surame
o~ o e jame 8.05 Open Space

8.12 Open Space
ame
uma
Sinane T i
Surname Surname
Name
Sumame
8.02 HR Archive N
8.05 Open Space e
Name
Sumame

8.23 Phone Booth
8.06 HR Roo 8.19 Open Space

8.29 Open Space

8.13 IT Room
8.09 Communication Room

8.15 Manager room

—1

Place objects on map

1. In Map Editor, choose "Objects" tab.

2. Click "Add object" and choose the icon to add.
3. Place the icon to the needed point on the map.
4. Add object description on the right panel.

5. Click "Verify & Save".

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > 8 floor Verify & Save Back to DESK
Places Meetings Objects Smart Lockers Labels Rooms PRINTER © new X
| |~ [m] Addobject v Scale 07 D
+ ) Q search objects Name Printer 123
8.02 HR Archive

z’l 8.05 Open Space Description Type text
- Instruction link Instruction link

Name
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Place text labels on map

1. In Map Editor, choose “Labels" tab.

2. Click "Add text" and choose the text format.

3. Place the text to the needed point on the map
4. Edit "Name" of the label in the right panel

5. Click "Verify & Save".

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > 8 floor Verify & Save
Places Meetings ¥ Labels Rooms Label
5 [m] Addtext v Addicon v Rotate 0 + Scale 07 Toxtlabel Toxt label Name Exit

+ Q search labels Delete from map
—]

NA

Place icons on map

1. In Map Editor, choose “Labels" tab.

2. Click "Add icon" and choose the icon to add.
3. Place the icon to the needed point on the map.
4. Click "Verify & Save".

Back to DESK

Map editor EPAM > Europe - East > Poland > Warsaw > Grzybowska, 62 > 8 floor Verify & Save

Places  Meetings f Labels  Rooms Summary for text labgls
There are no labels on this fipor yet
- [m] Add text Addicon ~
+ BAE 08 Adrin e Q search labels
. - 5
2 831 Funroom .
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CHAPTER 12: Additional Office Customization

ADD / EDIT OFFICE DETAILS

Note: the details that you will be able to edit will depend on the level of hierarchy.
Offices the largest number of details you can specify. Steps below demonstrate editing
aetails for the office unit.

1. On “Administration” tab, choose the office in unit hierarchy.

2. Select "Information” tab.

3. Click "Edit info" to edit the following details: location, office name, office type, status,
address, postal code, latitude, longitude.

Note. "Edit info" action will require you to enter a comment when saving changes. Enter
your reasoning for updating office.

g RFE%W Reservations Map Visits Administration  Suspensions Analytics v  About Ukraine office status Search people
umentarz gy w Y w .
Location Warsaw E Al wo,,ws" a8 g Teatr Cap\lole Y
oz - Molno S 2x
Located: Europe - East> Poland a 5 @
) 5 (5] > 8 o <
Office name ® Grzybowska, 62 ) = e <
% = Zytnia— ﬁ,‘/\” LY Hala Mirowska
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4. Click "Edit details" to edit the following details: working hours, office code, phone
number, instruction link, description.

Edit details

Working hours
24/7
Office code

G62

Phone number

+48174639245

Instruction link

Description

7

E
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‘NOTIFY ON’ SETTINGS

You can setup additional email notifications for selected employees, such as:
- New cross-city booking has been created in this office / floor.
- New cross-country booking has been created in this office / floor.
- New parking booking has been created in this office / parking floor.
- Any new booking has been created in this office / floor.

To setup additional notifications:

1. In Administration, choose an office or floor for which you want to setup
notifications.

2. Choose "Information" tab and scroll to the end of the tab.

3. In "Notifications" section click "Edit notifications".

4. Add the users who need to receive notifications to respective categories.
5. Click "Submit”.

Edit notifications

Cross-city bookings

Cross-border bookings

Parking bookings

All bookings

ADD OFFICE IMAGES

1. Go to Administration and choose the office.
2. Choose "Information" tab.

3. Click "Edit images" button.

4. Upload office images.
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5. Choose the main office image.
6. Click "Save".

Edit images for Grzybowska, 62

4 Drop images (png, jpg, jpeg) to attach or browse
Up to 20 files (5 at a time). Limit for 1 file is 5 MB

o |

ADD MEETING ROOM IMAGES

1. Go to Administration and choose the floor where the meeting room is located.
2. Choose "Rooms" tab.

3. Find the meeting room in the list and click : menu.

4. Click "Edit images" action.

5. Upload meeting room images.

6. Choose the main meeting room image.

7. Click "Save".

ADD DESK FEATURES

In Administration:
1. Go to Administration and choose the floor where the desk is located.
2. Choose "Desks" tab.

3. Find the desk in the list and click : menu.
4. Choose "Edit desk" action.
5. Add desk features.
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6. Click "Save".
Note. you can choose multiple desks to edit features at the same time. On "Desks” tab
select multiple desks and click "Edit features” button in the panel below.

Edit features for 2 desks

Select All

Adjustable desk Bar chair

Monitor 2nd monitor

LAN port Booth seating
Power supply Transformable

Docking station Ergonomic chair

In Map tab:

1. Go to Map tab and choose the floor where the desk is located.
2. Click on the desk on the map.

3. Click pencil icon near features in the details panel.

2 DESK

Digital Platform

Reservations Map Visits Administration  Suspensions Analytics v  About 1

Q Europe-East » Poland » Warsaw » Grzybowska,62 » 8floor

110 [ oo [R =8 3

Place features

(e
12 1/4
51

Monitor 2nd monitor LAN port 7/

Docking station

N~

Notice any desk issues or inconsistencies? Report them

4. Edit desk features.
5. Click "Save".
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ADD OFFICE MESSAGES

Office messages allow you to inform employees about specific office conditions.
Following types of office messages are available:

Information message: this message is for conveying non-critical information for
employees that will not interrupt their booking process.

Warning message: this message displays a warning for the user when he tries to book
any office asset.

Emergency message: a special type of message for emergency situations. Cancels all
bookings for selected dates and puts a block reservation for entire office with a
warning banner for all users.

To create office message:

1. Go to Administration and choose the office in the hierarchy.

2. Choose "Messages" tab.

3. Click "Create message".

4. Choose the type of message.

5. Specify the message header and description and choose the date period when the
message will be active.

6. Click "Create".

Note. you can see office messages in effect by going to Map tab and choosing the
date when message Is active.

Create message for Grzybowska, 62

Type of message

© Emergency

* Information messages notify users about events that do not affect usual process in

Feb 27,2024
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GENERATE QR CODES

You can generate QR codes for desks and meeting rooms to allow users to book and
check in into those office assets by scanning QR code.

To generate QR codes:

1. Go to Administration and choose the office where QR codes need to be generated.
2. Go to "QR-codes" tab.

3. Click "Generate QR-codes" button.

gRFalﬁm Reservations Map Visits Administration ~ Suspensions  Analytics v  About Ukraine office status

Europe-East > Poland > Warsaw > Grzybowska, 62 Create floor/parking

Information Policies Messages  Areas QR-codes

Active offices v Alloffice types v
> Poznan

v Warsaw

v Grzybowska, 62 Grzybowska, 62
222: \|\ Currently there are no generated QR-code:
1 2 3
4. Choose resolution, asset type(s) and floors for which QR codes need to be

generated.

5. Click "Generate".

Note: note generation might take a couple minutes to complete. Reload the page to
check if generation is completed.

Generate QR-codes

Resolution QR-code sticker sample

600X900 px v

Scants

Recommended print size

o checcin orif you have issues with this
desk
120x80 mm / 190 dpi E ﬁi@
€]
Desk

Meeting room
Floor
8 floor
9floor

Test floor

6. Click "Download" when QR-code generation ends.
Note: notice that QR-codes download link will expire in a week. If that happened and
you still need to download QR, you can repeat QR-codes generation process.
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CHAPTER 13: Assighments & Reservations

VIEW LIST OF RESERVATIONS

Reservations tab allows managers to view and manage the list of reservations, create
workplace assignments and export reservation reports.

A. Set up column filters to limit the number of displayed reservations.

B. Save the filter configuration into filter preset to re-use this filter quickly next time you
visit Reservations tab.

C. "Create reservation" allows you to proceed to creation of different types of workplace
assignments and reservations.

d R"E‘g‘!fmm Reservations Map Visits Administration Suspensions Analytics v  About Q search people D @ 9 v
Export  Selectpreset v  2filtersselected v | Savepreset 1- 100 items of 3004 2 03 4 5 . o=

LA v Y status TP REASON BENEFICIARIES DATE FROM DATETO LAST MODIFIED BY CREATED Y COUNTRY

3088582 Assign Reserved Org Unit - Feb 23,2024 Dec 31,2024 Romania ()
3087472 Asgign Reserved Employee Feb 21,2024 Dec 31,2024 USA ®
3086421 Asgign Reserved Employee Feb 21,2024 Jun 30,2024 Armenia = (O i

RESERVATION REPORT

Reservation report contains detailed info on reservations and assignments of different
office assets in DESK.

To export reservation report set up necessary filters and click "Export" button in the top
left part of the screen.

Reservations Map Visits Administration Suspensions Analytics v  About Q Search people ﬂ @ ?v

Export | Selectpreset v  2filtersselected v | savepreset 1-100 items of 170 12

(LI TYPE STATUS Y REASON Y BENEFICIARIES DATE FROM DATE TO LAST MODIFIED BY CREATED BY COUNTRY
3087209 Book Reserved Parking Gregory Drake Feb 28,2024 Feb 28,2024 Gregory Drake Gregory Drake Georgia (D i
3087103 Book Reserved Parking Hailey Flynn Mar 8, 2024 Mar 8, 2024 Hailey Flynn Hailey Flynn Germany ()

You can receive a special report specifically for parking spot reservations if you set
"Reason’ filter = "Parking". This will add additional columns in the report with detailed
information on user vehicles used for booking.
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ASSIGNMENTS

Assignments are a way for office managers to limit employees’ ability to book
workplaces or parking spots only to a limited group of people based on their project,
org. unit or by direct assignment of a workplace to an individual employee.

Each assignment can cover multiple desks / parking spots at the same time.

Unlike regular reservations, assignments are active for a period.

Types of assignments:

Personal assignment: workplaces are assigned to one or several individual
employees.

Project assignment: workplaces are assigned to teammates of one or several projects.

Org. unit assignment: workplaces are assigned to all employees from one or several
org. units and all child org. units under them.

Block reservation: workplaces are blocked from booking until block reservation is
cancelled or completed.

CREATING DESK / SPOT ASSIGNMENTS

Main things of assignment:

- Desks / spots assignment means one or more desks or spots are reserved for
prolonged use by a person or a group of people.

- A group of people can be specified as an explicit list of people, organizational
units, or projects. A place might be assigned to multiple groups or individuals at
the same time.

- You can create a desks / spots assignment for individual, project, or
organizational unit.

- Assignment is effective for period with / without end date.
- You need permission to create an assignment.

- Workplaces assigned to a group are eligible for arbitrary individual booking by
any member of that group and not eligible for booking by anyone not pertaining to
the group.
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To create assigning of desks / spots:

1. Go to Reservations tab, click “Create Reservation” button, select “Assign desks /
spots” from drop-down list to open create assign reservations page.

3. Select location address and floor in navigation breadcrumbs. Alternatively use
“Search units” to find the required office.

4. Specify “Description” (optional).

5. Select type Project / Employee / Org Unit / Seniority level in the “Reason” field.

6. Specify project name / employee name / org. unit / seniority level in Search for
projects.

7. Select workplaces on the floor map.

Note. available workplaces are highlighted with green color. Selected places will be
highlighted with a blue line.

8. Select date.

9. Click “Create” button to confirm your reservation.

g&%\%&ww Reservations Map Visits Administration  Suspensions Analytics v  About

& Create assign reservation From Feb 27,2024 Dec 31,2024 4 desks Create

Description Europe-Eastv | Polandv | Warsawv | | Grzybowska,62v | 8flopr v m:ust
z

CREATING A BLOCKING RESERVATION

Blocking reservation means that one or more workplaces temporarily denoted as not
eligible for use due to a specific reason, such as distancing or servicing.

To create blocking of places:

1. Go to “Reservations” tab.

2. Click Create Reservation button, select Block Desks / Spots from the drop-down list
to open Create block reservations page.

3. Select location address and floor in navigation breadcrumbs. Alternatively use
Search units to find the required office.

4. Select Reason from the drop-down list on Create block reservation page.

5. Select places (multiple) from available on floor map, clicking on it, or check
workplaces from reservation list.
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6. Select date.
7. Click “Create” to confirm your block reservation.

gg&a!ﬁm Reservations Map Visits Administration Suspensions Analytics v  About

& Create block reservation From Feb 27,2024 Dec 31,2024 4 desks Create
Reason Europe - East v Poland v | Warsaw v | Grzybowska,62 v | 8floor|v Map
r—‘ Service ~ |
D

Distancin g 4 2 - ) & B

emergency W .. 0=

Guest

v e s
Service v . mr wn
5/6 X Uncheckall

MODIFYING A WORKPLACE ASSIGNMENTS

You can modify an assignment parameter such as assignment period, the participant
list and place(s).
Only active reservations with status Assigned can be modified.

To edit assignments:
1. Go to Reservations tab.
2. Select required filtration criteria to find required assignment.
3.1. Click on reservation ID to open reservation details page, then choose “Edit
reservation” option in “Actions” dropdown.
3.2. Alternatively, you can click on i menu and choose “Edit reservation”.
4. Modify reservation values if needed:
A. Delete / Modify Employee(s) / Project / Org. Unit in reservation details panel.
B. Update dates period in calendar.
C. Check / uncheck workplace(s).
D. Change description.
6. Click “Save” to save all changes.
7. Click “Cancel” to revert all changes.

CANCELLING A WORKPLACE ASSIGNMENTS

To cancel assignments:
1. Go to Reservations tab.
2. Select required filtration criteria to find required assignment.

3.1. Click on : and select “Cancel” option.
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3.2. Or alternatively, click on reservation ID on Reservations tab and on the View
assign page select “Cancel” option in ‘Actions’.
4. Click Yes'’ in system pop-up to confirm cancellation.

GUEST BOOKING

In DESK system you can reserve workplaces for visitors and office guests.

To create guest booking:

1. Go to Reservations tab.

2. click “Create Reservation” > “Create Guest Booking”.

3. Specify the period of the visit.

4. Choose one or several workplaces that you want to reserve for guests.

Note. If regular bookings of EPAM employees exist on specified dates for selected
workplaces, those bookings will be cancelled when you save Guest booking.

5. Specify guest names or company name for each selected workplace.

6. Click “Create”.

fRFaTm Reservations Map Visits Administration  Suspensions Analytics v  About

< Create block reservation From Feb 27,2024 Feb 27,2024 1desk Create

Reason Europe-Eastv || Polandv | [Warsawv || Grzybowska,62v | 8floor v Map

Guest v

Description

Desk Guest name

Uncheck all \L

4 —3 6——

Workplaces were reserved for guests for specified date period. You can now see those
reservations on Map tab.
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CHAPTER 14: Visitor Management System

VIEW LIST OF RESERVATIONS
Roles and Permissions

There are following users who can operate on Visits tab:

Visit Creator able to see /edit all visits that he created, independently from the visit
office or special roles.

Visit Host able to see / edit all visits where he is the host, independently from the visit
office or special roles.

Facility Manager/Space Manager able to see (without edit) visits only in their
assigned offices.

Reception team able to see all visits across all EPAM offices.

VISITS DASHBOARD

To view list of visits, click on Visits tab in top menu. You can filter visits by following
criteria: Office, Company name, Visit Date from, Visit Date to, Hosts, Status, Type of
visit, Visitors.

fgfalfm Reservations Map  Visits Administration  Suspensions Analytics v  About Q search people ﬂ @ ?v

Visits INVITE VISITORS

Office v Date to: Feb 26,2024 - SelectTo v =+ Add filter

D Ty comPaNyNAME Ty VISITORS kearch ATEFROM Ty DATETO T) ¥ HOSTS OFFICE Ty

477 TEST AQA Company 1visitor ‘eb 23,2024 Feb 27,2024 Lekha Kachynskoho
name st, 7

479 TESTAQA Company 1 visitor Company name ‘eb 23,2024 Mar1,2024 Lekha Kachynskoho
name Date from st 7

460 - 10 visitors Date to ‘eb 24,2024 Feb 26,2024 275 Tth Ave, 20th

Floor
. Hosts i
465 - 10 visitors ‘eb 24,2024 Feb 26,2024 Bokay Janos 44-46
Status

468 TEST AQA Company 1 visitor ‘eb 24,2024 Mar 1, 2024 Lekha Kachynskoho
name Type of visit st., 7

480 TEST AQA Company 1 visitor Visitors ‘eb 25,2024 Feb 28,2024 Lekha Kachynskoho
name st., 7

Show only selected CLEARALL
483 - 1 visitor T “eb 26,2024 Feb 26,2024 Pervomaiskaya, 57
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View visit details

To view visit details, click visit row in Visits table. Visit details panel will open:

Here you can find the following info: Visit office / dates & time, Guest info, visit and
guest status, Visit hosts, Requested visit services, Requested DESK bookings required
for visit, Comment with additional info.

Home Reservations Map Administration Visits Analytics ¥ About £ View visit 153423 i X
Created by Annette Black
Visits
7 visitors ® In progress
Company name Beinford Ltd.
Type of visit I
Office: University Dr., 41 v | 4 Addfiter SRR it
Purpose of visit Client visit
D COMPANY NAME VISITORS TYPEOF VISIT STATUS DATE FROM Ty DATETO 1
Visitors Today Aug 14,2023 v
12345 Acme Co. Kathryn Murphy Client ® In progress Aug 14,2023 Aug 14,20
Darell Steward E B3 | Inoffice v
12348 Binford Ltd. Darell Steward Client @ In progress Aug 14,2023 Aug 15,20

Location & date of visit

12346 Google 2 visitor Client Upcoming Aug 15,2023 Aug 15,20 O University Dr. 431, Newtown, PA, USA
(9 Aug14-15,2023

12347 - Cameron Williamson External employee Upcoming Aug 15,2023 Aug 15,20
Hosts Start group chat
12348 Binford Ltd. Ealr;l;:eward’ Eleanor Pena Client Upcoming Aug 15, 2023 Aug 18,20 Il ‘ Annette Black @
ﬁ Administrative Manager
Jacob Jones o
3 Chief Facility Specialist i

Bookings in Desk tool

& Desk

More about visit

Access card Wi-Fi Order lunch

CREATE GUEST VISIT

To create guest visit, on Visits tab in top menu, click Invite visitors. After opening Visit
creation form:
A. Fill out essential information about the visit (Main visit information).

Home Reservations Map Administration  Visits Analytics v  About Q Search people

& Back to Dashboard Invite visitors @ Main information Additional information

Main information

Visitors

Type™ Purpose of visit
Client v Client visit

Company name Number of visitors*
AMSH-group 1

() Add visitor information

Visitor name* Email ()
Ronald Richards ronald_richards@company.com
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B. Enter additional requirements / services needed to support the visit (Additional visit
info).

C. Specify if any workplace booking in DESK application is required for this visit
(Bookings in Desk tool).

D. Specify additional conditions / requests for the visit (More about visit).

? DESK

Digita Pltform y e
& Back to Dashboard Invite visitors ° Main information @ Additional information

Additional information

Home Reservations Map Administration  Visits  Analytics v  About

Bookings in Desk tool

@ ovesk
Meeting room

Parking spot

Please note that parking spots in some offices may not be available for booking in Desk

More about visit

Unaccompanied guest

Host is not required to allow a visitor to enter the office

() Access card

Need access card for visitor

@ wiFi

Need access WI-FI network for visitor
Additional services (i)

Accommodation X Guest gifts X X v

Comment

Type additional information about visit

EDIT GUEST VISIT

To edit a visit in “Upcoming” status:

1. open Visits tab.

2. click visit row in Visits table.

3. click "Edit" action.

4. In the Visit Editing form, update needed details and click "Save".

CANCEL GUEST VISIT

To cancel a visit:

1. Open Visits tab.

2. Click visit row in Visits table.
3. Click : ("More" menu).

4. Click Cancel visit.
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MANAGE VISIT AND GUEST STATUS

Statuses allow reception team members to indicate when the visit has started, as well
as the arrival of individual guests to your company offices.

There are 2 separate statuses:
- Status of the guest visit: upcoming, in progress, cancelled, completed.
- Status of each individual guest: expected, in office, cancelled, completed.

Guest and visit statuses are interconnected. Examples of automated rules include
following cases:

- When you change the status of the first visitor to "In office", the visit will receive "In
progress" status.

- Once all visitors receive either "cancelled" or "in progress" status, the entire visit
will receive "completed" status.

- If all guests on the visit are cancelled, the visit as a whole receives "cancelled"
status, etc.

To change Visit status:
- Go to "Visits" tab.
- Find the guest visit in the Visits table.
- Click i at the end of visit line or in visit details panel and click new visit status.

? DESK

[ Reservations Map Visits Administration Suspensions  Analytics v  About

View visit 501 Edit ¢ X

Start visit

Visits

Office v

D Ty COMPANY NAME Ty

520

522

Date to: Feb 26,2024 - Select To v

2visitors

Company name
Type of visit

=+ Add filter Purpose of visit

VISITORS TYPEOFVISIT Ty status Ty DATEFROM Ty pATETO Ty W HC  Visitors Today

Main Guest, Other Client

Guest

Completed Feb 27,2024 Feb 27,2024 Re¢ First Guest

1visitor Client @ Cancelled Feb 27,2024 Feb 27,2024 At Second Guest

Cancel visit
TESTAQAC
Client
TEST AQA Purpose

Complete visit

Feb27,2024 v

Expected v

Expected v

To change Guest status:
Prerequisite: you can change statuses of individual guests only for quest visits that
have "Add visitor information” option enabled.

- Go to "Visits" tab.
- Click on the guest visit in the Visits table.

- In the "Visitors" section choose an appropriate date for the new guest status (skip
for 1-day visits).
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- Choose the guest from the list.
- Click on the status dropdown and choose a new status of the guest.

DESK

- ->"%  Reservations Map Visits Administration Suspensions Analytics v  About Ukraine office status . .. .
Digital Platform View visit 501 Edit 3 X
VISItS 2 visitors @® Upcoming
Company name TEST AQA Company name
Type of visit Client
Office v Date to: Feb 26,2024 - Select To v —+ Add filter Purpose of visit TEST AQA Purpose
b Ty comPaNyNAME Ty VISITORS TYPEOFVISIT Ty status Ty DATE FROM Ty, DATETO Ty W HC  Visitors Today Feb 27,2024 -
520 - Main Guest, Other Client Completed Feb 27,2024 Feb 27,2024 Re First Guest ( Expected ~ )
Guest R
Complete visit
522 - 1 visitor Client @ Cancelled Feb 27,2024 Feb 27,2024 AU Second Guest
Cancel guest
524 - 1visitor Client Completed Feb 27,2024 Feb 27,2024 A Location & date of visit Guest in office
Q Lekha Kachynskoho st., 7, Odesa, Ukraine

529 - 1visitor Client Completed Feb 27,2024 Feb 27,2024 Rl n Feb 27-29,2024
486 TEST AQA Company 1 visitor Client @ Upcoming Feb 27,2024 Mar 4, 2024 D

name Hosts

Marvin Piercel

501 TEST AQA Company  First Guest, Second Client @ Upcoming Feb 27,2024 Feb 29,2024 M Software Testing Engineer 53]

name Guest
506 TESTAQA Company  First Guest, Second Client @ Upcoming Feb 27,2024 Feb 29,2024 Ec  Bookingsin Desk tool

name Guest

Information i not provided in the request
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