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

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.



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/

HOW TO MAKE A BOOKING

ON OUR WEBSITE

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.

CALENDAR APPLY NOW ( MEMBER LOGIN) ™ 0 Items

e \YQ l" \\Ye I l WORKSPACE COMMUNITY PROGRAMMING MEMBERSHIP v+ ABOUT v CONTACT SHOP
—

e R

cverwell

Enter your email address and
password. If you aren’t sure of janesmith@gmail.com

your password, you can either ‘ ------------- v
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 m resetting your

password.

Keep me logged in L ost password?
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By logging in you agree to our
Terms of Service and Privacy Policy.


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 vour desired
timeframe. Reservations
may be made up to 30
days in advance.
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Outdoor Community Table - Workspot 1 izg

Dedicated Workspot

2 Minimum Reservation Time Required: 1 Hour. May be reserved in
30 minute increments after the first hour for up to 2 hours.

o Book up to 48 hours in advance

© 12-hour cancellation policy

© Weather-Permitting. In case of inclement weather and Roof Deck
closure:

= Cancellation policy does not apply

® Member is not guaranteed a substitute indoor workspot

Help Sign out My Accoun t

cverwell

COMMURMTY -~ BOOKINGS ~ . BLOG

Home / Calendar / Meeting Rooms and Resources Find a Room

Bookings Calendar

Meeting Rooms and Resources

All resources Workspots +  Qutdoor Workspots ¥ Phone Booths +  Private Offices +  Private Rooms ~ Location: Everwell ~
Date: Start Time End Time (60 minutes)
Tuesday, 09 June 2020 = 3:00 PM O] 4:00 PM 0]

Q, Find available rooms

Privacy Couch - Workspot 3

Privacy Couch - Workspot 2

Help Sign out My Accoun t

COMMUNITY - BOOKINGS - BLOG

Living Room High Top - Workspot 2 g

Once you've found the
workspot / room you’d

like to book, click
Make a booking.

Dedicated Workspot

2 Minimum Reservation Time Required: 1 Hour. May be reserved in
30 minute increments after the first hour for up to 8 hours.

© Book up to 30 days in advance

@ 12-hour cancellation policy

*Note if it's non-operating hours at the moment when you're
hooking space, you may see a red EEIEARES 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.



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.

ALSO...

Help Sign out My Account

cverwell

COMMUNITY - BOOKINGS -~ BLOG

ut: Bookings
. My bookings Make a booking
Bookin gs _

Allresources = Workspots = OQutdoor Workspots = Phone Booths = Private Offices = Private Rooms = Location: Everwell ~
Mon, Jun 1st 2020 | month I week list | | today | | < I > |
Everwel 1| 6am T7am 8am fam 10am  1lam 12pm  1pm 2pm 3pm 4pm 5p
Workspots

Privacy Couch - Workspot 3

B Privacy Couch - Workspot 2

[&g Frivacy Couch - Workspot 1

E Living Room High Top - Workspot 2
“ Living Room High Top - Warkspot 1
Living Room - Waorkspot 2

B Living Room - Workspot 1

Kitchen Table - Workspot 1

[@ Kitchen High Top - Workspot 1

] Front Lounge - Workspot 2

i Front Lounge - Workspot 1

Community Table - Waorkspot 8

B Community Table - Workspot 8

Help Sign out My Account

cverwell

COMMUNITY = BOOKINGS - BLOG

t | My Bookings

You
Plans and benefits .
Your bookings
Billing
I Your bookings
Date Hour Resource
You t
Daliverias Monday, Juna 1, 2020 3:00 PM - 5:00 PM Community Table - Workspot 2 [

This list shows bookings in the coming #0 days. use the calendar to see all your bookings

e

Make a booking

Resource

Living Room High Top -
Workspot 2 ~

Date:

Monday, 01 June 2020
Start Time End Time (60 minutes)
’ 200 PM O] 3:00 PM @

0 This booking has a cost of $0.00

Save this booking Closs
L F

Click Bookings Calendar to v
Bookings at a glance by mont!
week or day. You can also mal

lew
1,
e a

booking from within this tab |
clicking Make a booking.

DY

Within the Bookings Calendar

tab, click My Bookings to
review your upcoming
bookings.



ON THE EVERWELL MEMBER APP
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Welcome; Kelly!

Here's what's happening at Everwell

Your upcoming bookings

Living Room High Community Table
Top - Workspot2 - Workspot 2
06/01/2020 06/01/2020

Community feed

Your email ﬂt i
m 5 AR R
HI A E FEED BOOKINGS DIRECTORY AOCOUNT

Select which category of
workspot you’d like to book.

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.
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Outdoor Workspots

Phone Booths
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Booking start

Mon, Jun 1, 2020 1:30 PM

Front Lounge -
Workspot 1

Commuiim
Workspot 8

Filter resources 'y

wll ?-

Duration

2.5 hours
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Then click Confirm booking to

complete reservation.

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.

1217 ol T .

Community Table - Workspot 8

Start time End time
1:30 PM 4:00 PM
Jun 1, 2020 Jun 1, 2020
Guests

[ Add guests

| Connect with Zoom

Confirm booking

m O jole} jo
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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.

Update a booking

Living Room High Top -
Workspot 2 -

Date:

Thursday, 04 June 2020 s

Start Time End Time (60 minutes)

3:45 PM O] 4:45 PM 9]

+ Add note

+ Add visitor

+ Add discount code

0 This booking has a cost of $0.00

Save this booking Close

Delete this booking

- - Help Sign out My Accoun t
everwell

COMMUNITY - BOOKINGS - BLOG

Bookings

Bookings

All resources Warkspots = Outdoor Workspots = Phone Booths = Private Offices = Private Rooms = Location: Everwell -
Mon, Jun 1st 2020 [ month [ week [today | [ < > ]
Everwell dam Jam Bam Fam 10am Tam 1Z2pm 1pm 2pm Ipm 4pm Sp
Woarkspots
Privacy Couch - Workspot 3
Privacy Couch - Workspot 2
E Privacy Couch - Workspot 1
E Living Room High Top - Workspot 2 m
B8 Living Room High Top - Workspot 1

Living Room - Workspot 2

E Living Room - Workspot 1

@ Kitchen Table - Workspot 1

@l Kitchen High Top - Workspot 1
E Front Lounge - Workspot 2
& Front Lounge - Workspot 1

B Community Table - Workspot 8

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.



ON THE EVERWELL MEMBER APP
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Welcome, Kelly!

Here's what's happening at Everwell

Your upcoming bookings

Community Table
- Workspot 2
§A/01/2020

Living Room High
Top - Workspot 2
06/01/2020

Community feed

Your email ﬂ. :h
. [ fole] jo}
HGME FEED BOOEINGS DIRECTORY ACCOUNT

To change vour 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.

To change or cancel a booking
through the Passport by Nexudus
app, click the Home button to
view Your upcoming bookings.
Click the booking yvou’d like to
change or cancel.
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Living Room High Top -

Workspot 2

Price

Start time

06/04/2020
2:45 PM

Change booking

Cancel booking

@ A B

HOME FEED BOOKINGS

$0.00

End time

06/04/2020
3:45 PM

>

R R

DIRECTORY ACCOUNT
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Living Room High Top -

Workspot 2

Cancel booking
Pric  please confirm booking cancellation .00

Cancel
Star.

06/04/2020
2:45 PM

Change booking

Cancel booking

@ M [E

HOME FEED BOOKINGS

Confirm .
dme
06/04/2020
3:45 PM
R A

DIRECTORY ACCOUNT



