
Go to your phone’s app store and download Passport by Nexudus. Click here to
download to your Apple device, or click here to download to your Android device.
 
Once downloaded, enter your Everwell username and password to log in. If
unsure of your Everwell username and/or password, contact us at
connect@theeverwell.com.

how to make, change and cancel
 a booking at everwell

The following instructions detail how to make, change and cancel a
booking (or reservation) for all Everwell workspots, phone booths,

private rooms and private offices. Bookings may be made online on our
website or on your Everwell Member App.

how to access your everwell member app
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https://apps.apple.com/us/app/passport-by-nexudus/id1100057771
https://play.google.com/store/apps/details?id=com.nexudusspaces&hl=en_US
http://theeverwell.com/


Enter your email address and
password. If you aren’t sure of
your password, you can either
click Lost password? to have an
email sent to you with
instructions on how to reset
your password, or you can email
connect@theeverwell.com for
assistance in resetting your
password.

To make a booking from a laptop or desktop, click here to log into your Everwell
account. Then click Member Login to log into your account. 

how to make a booking

on our website

2

http://theeverwell.com/
https://theeverwell.com/


Once logged in, click the
Bookings tab. Click Find
a Room to view
workspots and rooms
available for booking.
Enter a date and start
time and end time to see
which workspots / rooms
are available for booking
during your desired
timeframe. Reservations
may be made up to 30
days in advance.

*Note if it's non-operating hours at the moment when you're
booking space, you may see a red                       icon next to your
desired space. That's because the space is technically closed in real
time. Simply enter your desired start and end times to determine
availability.

Once you’ve found the
workspot / room you’d
like to book, click
Make a booking.
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A popup will appear with the booking
details - workspot / room name,
requested booking date, and requested
start and end times. Click Save this
booking to confirm the booking.

Click Bookings Calendar to view
Bookings at a glance by month,
week or day. You can also make a
booking from within this tab by
clicking Make a booking.

Within the Bookings Calendar
tab, click My Bookings to
review your upcoming
bookings.

also...
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on the everwell member app

To make a booking from your
Passport by Nexudus app, log
into your app.
 
Once logged into the app, click
the Bookings tab at the bottom
of the screen.

Select which category of
workspot you’d like to book.
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Find which workspot / room
you’d like to book and pick the
date you’d like to book. Toggle
the time to set the duration of
time you’d like to book the
workspot / room for. Then click
Book now.

Then click Confirm booking to
complete reservation.
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how to change or cancel a booking

on our website

To change or cancel a
booking on a laptop or
desktop, click Bookings
Calendar to view Bookings at
a glance by month, week or
day.

Click into your booking on the
calendar that you’d like to change
or cancel. A popup will appear with
your booking details. To change the
booking, adjust the date and/or
time you’d like to reschedule the
booking to, and then click Save this
booking. To cancel the booking,
click Delete this booking.

7



on the everwell member app

To change or cancel a booking
through the Passport by Nexudus
app, click the Home button to
view Your upcoming bookings.
Click the booking you’d like to
change or cancel.

To change your booking, click
Change booking. Adjust the date
and/or start and end times of your
booking and then click Confirm
changes to reschedule your
booking. To cancel your booking,
click Cancel booking. A popup will
then appear asking you to confirm
the cancellation. Click Confirm.
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