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OFFICE SPACE in TOWN

New Client Portal - How to log in

We have sent you an invite to our new Client Portal, please find a guide
to help you log in. If you have not logged in within 12 hours of receiving
the invite, please let us know so we can resend the invite for you. The
follow guide will help you navigate the following topics:

e | ogging in & setting your password

e Add, edit, view & cancel your meeting room bookings

e Add, edit, view & close a ticket

Step 1- open the email invite and click on Sign in
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Dear Siobhan,
We are pleased to invite you to our new Client portal and QSIT App!
Your Centre teams will shortly be sending you a quick user guide to help you navigate through all aspects of the portal including

+ Booking meeting rooms

+ Viewing your biling account including invoices

« Viewing helpful info and community benefits

« Client directory - a great place for networking and offering your services to the OSIiT community

Please click on the link below and enter a password of your choosing.

Follow the "Sign in' link

Update your profile

Add your company and personal details

Untick the privacy button on your profile (Client directory)
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If you need any help or have any queries please do not hesitate to speak to a member of your centre team.
Kind regards,
The QSIT Team

Sign in
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Step 2 - select a password of your own choosing

Step 3 - read and tick the Portal terms of use, you can now
update your profile and can start using the portal

Terms and Conditions Set up your account

OFFICE - TERMS £ CONDITIOMNS

FACILITIES AND SERVICES

1o} The terms “Licence” “Licence Fee® "Accommodation® “Initial Licence Period” Public Profile
“Start Dote™ “Earliest End Date” “Licence Period” “Building” and "Deposit® are
described below:

w Pubiic Profiie is disoblad, your detalls wor't oppaor on the
Licence: The document entitled “Licence” and attached hersto together with » ty poage. Only your n o and pieture will bo visble in the
these Terms and Conditions;
Licence Fee: The total Lizence Fee and Contract Sendces Fee specified in the
Licence;
Accommodation: As described in the attoched Licence and or the substitute
accommaodation allocated under clause 10(b) of this Licence;
Building: The building inwhich the Accommodation is stuated,
Common Parts: Any parts of the Building used by you in common with other
accupiers of the building which are designated by us from time to time including
but not limited o entrance halls corridars Iifts stoircases londings and other means
of access to the Building the uge of which i necessary 1o obtain access 1o ond
egress from the Accommodation together with any break-out rooms, cafes, bars,
communal saating and spaces but not the Accommaodation of any areas used
exclusively by our stoff or office accommodation licensed to other occupiers.
Initial Licence Period: The period of occupation specified in the ottached
decument entitied “Licence”;
Stort Date: As specified in the attached document entitled “Licence”;
Earliest End Date: As specified in the attached document entitled “Licence”;

Posty'Comments you make.

Siokhan Kenny




Step 4 - you will now have full access to the portal

On the left hand side, you will see the main menu where you can
navigate through the portal to make a meeting room booking, see
upcoming events, update your contact details or view the perks available
to you as a member,
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What's new

Arantos Barhani
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To make a meeting room booking

Click on bookings to view the meeting room calendar, click on the start time within the
room you require.
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A new window will open
e You can enter a title of your meeting this helps to easily identify
between bookings
o Set the end time or edit the start time
e When finished click book
e Once your booking is confirmed you will receive a booking
confirmation email
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To view your booking - click on 'View all bookings'.
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Make any changes and click update or select cancel your booking.
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If you have cancelled your booking you will asked to confirm your
cancellation by clicking Cancel Booking. You will receive an email
notification and your booking will show as cancelled.

Cancel Booking RBOX95L?

Cancellation Policy

192h or more before Booking start
192h - 48h before Booking start

48h or less before Booking start

Cancellation fee
50% fee if you cancel your booking now 0.25 credits

You can still view your cancelled bookings.
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Once you have signed into the portal online, you can
\ download the App from the App Store. Search by either
o ‘0SiT" or ‘Office Space in Town’
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