zonifero

(7]
()
(@)
c
Q9
O
=
(&)
o
P
=)
=)
=)
(=
} &
o
o
>
©
O
o
}
o
(&)
—
e
o
()
S
O
(7]

@




o zonifero

Feel in office like at home
thanks to Zonifero products!

Support of hybrid All the reservations Easy and fast Safety and comfort
work model in one place communication of employees and guests
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How to download Zonifero application?

P>

Click appriopriate store logo or scan a QR code below

= % ZoNIFERO

C Biuro

h Gc-)orgle Play

£ Download on the

App Store
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You can also use web version
of the applicaton:

https://web.zonifero.com/
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How to loginto?

1. Open the application and type your
company's name (Summit in that case) Login Zonifero Trial

Company e-mail

2. Provide your e-mail address Enter organisation name, next you

will be able to log in with email later.

Enter your e-mail address

Qrganization name:

yourname@yourcompany.com




How to loginto?

1. Click Reset password button, set your
password and then log into the application

2. Accept Terms of use and Privacy policy
and click Save button

Provide passwo...

Type your password

Password

( Reset password >

©
©

Regulations

Accept Terms of Use and

Privacy Policy.

zonifero
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? ZONIFERO

T Office

Biuro
Change your status

Firststeps

Congratulations! You are logged into Zonifero!

1. Set your presence status to move forward and use all
the functionalities the application offers you In the office Remote work

2. Here, you can find all the modules such as desk
reservation, room reservation, parking reservation etc.

% Book  Parking Requests  Your

adesk  assignme calendar
nt

Delegation : —_ @ %

People Notification Chat
s

Canteen




How to book a desk?

. In Book a desk module you will book a chosen
desk for a chosen day

. Choose a desk you want to book or use browser
in the right upper corner to find a desk with
a specific availability and equipment

. Desk’s calendar shows its availability today
and in the following days

. You can choose one of the available slots

. If you need a recurrent reservation, e.g. every
Monday, select Repeat event, choose frequency
and end date

Floor1

Hot Desk 1.1
desk free for the rest of the day

[E=

Hot Desk 1.11

desk free for the rest of the day

&

Hot Desk 112

desk free for the rest of the day

=]

Hot Desk 1.3

desk free for the rest of the day

Hot Desk 1.4

desk free for the rest of the day

“l

Hot Desk 1.5

desk free for the rest of the day

-

Hot Desk 1.1
Date

30 Oct, Friday

Slot

Morning slot 8:00-12:00

Desk

Hot Desk 1.11

Repeat event

Cycle end date

Select end date

zonifero
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How to book a room?

1. In Book a room module you will book a room for a chosen date

2. Also, you will find here information about equipment located in each
conference room

3. If you need to find a room with specific equipment or availability
and capacity, use browser in the right upper corner

4. Similarly to desk reservation, you can add a recurrent reservation

5. Automatically, the application will plan a disinfection break before
or after every meeting depending on the company’s settings

<

GroundFloor

Q

Floor 2

Q

Conference Room

room free for the rest of the day

Conference Room 1

room free for the rest of the day

Conference Room 2

room free for the rest of the day

<

Search

Attendees number

Meeting date

30 Oct, Friday

Time from Time to

21:20 21:50

Accessories

Board

Coffee

Flipchart

Projector
Teleconference system
™

Videoconference system

zonifero
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Iwould like to invite my coworkers to the meeting.

1. During adding the reservation, click Select button and select
appropriate people from the list of employees

2. You can find them quickly using browser at the top

3. At the end, confirm your choice by clicking Done

& Conference Room 2

Title

daily

Date

17 Feb. Wednesday

Room

Conference Room 2

Attendees:

@\ Piesiak Joanna

“Z Rutowicz Jolanta

Select

¢ 2

Piesiak

Rutowicz

Nowak Adam

Nowik Adam
Project Manager

Pawtowicz Krystyna
HR Specialist

Piesiak Joanna

§  Biuro

Account Manager

Rutowicz Jolanta

Business Developer

zonifero
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Add guest

Iwould like to invite my guest to the meeting. P

1. While adding attendees, you can also add your guest

2. Just provide his e-mail address, name and surname
are optional

Name (optional)
Nowak Adam

Nowik Adam Surname (optional)

Project Manager

Pawtowicz Krystyna
HR Specialist

Piesiak Joanna
Biuro
Account Manager

Rutowicz Jolanta

Business Developer

13



How to send e-muail invitation to my guest?

1. Before you end your reservation, click Send QR Codes

2. The application will send e-mail invitation to your guest with all the details
of the meeting and a QR code

3. Explain to your guest that he can register in application on iPad in Lobby

with sent QR code. It only takes scanning it and confirming his personal data.

In this rapid and easy way, he will register as a guest. In case of problems,
a receptionist will help him.

Conference Room 2

Conference Room 2

Attendees:

@ Piesiak Joanna

)
” Rutowicz Jolanta

Select

3

\

Number of parking spaces available to
guests: 1

Repeat event

Cycle end date

02.12.2020

Send QR Codes

zonifero
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I need to book an amenity such as a projector.

1. Book a chosen device for a specific hour similarly to the conference
room reservation to make sure other employees will not rent it
at the same time

2. It is possible to add a recurrent reservation by clicking Repeat event
and choosing frequency, and end date of reservation

Flipchart

Projector

Amenities

Flipchart1

Flipchart 2

Flipchart 3

Projector1

Projector 2

Projector 3

Projector &

Projector 2

Date

03 Dec, Thursday

Start

18:21

Amenity

Projector 2

Repeat event

zonifero
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Parking Select car
How to book a parking spot? o saab Private
Friday, 30.10.2020
Parking: Office Parking
1. In Parking assignment you can book a chosen parking spot for today Spot. Parking Spot1
and tomorrow Car:

Saab
2. Start with adding a car. By clicking car icon you will go to data regarding

your cars as well as you will add new ones

Show on map Release spot

3. Provide car brand and registration number, and specify whether the car Monday
. . Monday, 0211.2020
is a private or a company car i

4. You can add private and company cars in unlimited number Sk

5. Next, click Request spot button to send a request for a spot for tomorrow Hequess srot

6. Specific spot will be assigned and displayed in the application at time configured
by the administrator

Add car

16
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I'min office today and would like to confirm my reservations. Y T—
=

1. In the main view, choose icon in the right upper corner to go to status setup < Offics
2. Status can be changed at any time, e.g. when you decide to work remotely
for the rest of the day

Biuro

Change your status

3. The application will remind you about setting presence status at precise time
configured by the administrator, e.g. 10:00 a.m.

4. Setting other status than ,In the office” will result in cancelling desk reservations ;
for today

i W i il Mo M.
(7 m i iy

In the office Remote work

Book Parking Requests Your Office

aroom  adesk assignme calendar  map
nt

7

Delegation Absent

(—

o B BN & (X

People  Notification  Chat FAQ Canteen

17



How to confirm my desk and room reservations?

1. In Book a desk module choose code icon
in the right upper corner

2. The application will ask you for access to your
camera. After granting the access, scan QR code
located at the desk ¢

3. You will instantly get confirmation of your —
reservation

4. 5 minutes before the start of your reservation
you will receive notification

5. If you don’t scan the QR code within defined time*
from the start of your reservation, the application
will cancel the reservation and the desk will be
available for other employees.

6. QR code can also be scanned in ,Your Calendar”
module in the details of your reservation.

7. Analogically, you will confirm your room reservations
in Book a room module.

*time is defined by the administrator

Hot Desk 1.1
desk free for the rest of the day

no

Hot Desk 1.11

desk free for the rest of the day

w0

Hot Desk1.12

desk free for the rest of the day

=]

Hot Desk 1.3

desk free for the rest of the day

Hot Desk 1.4

desk free for the rest of the day

“

Hot Desk 1.5

desk free for the rest of the day

“)

Check In/Out

zonifero
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Where canl find my reservations?

1. In Your calendar module you will view all your room,
desk, and amenity reservations with the details
2. You will also check where the booked conference room,
desk, or amenity is located by clicking Show on map button
3. In case of change, you can edit or delete your reservation

<

Your calendar

Monday

Tuesday

daily zonifero
09:05 - 09:25

Conference Room 1

Status
M55 -12:25

Sala Konferencyjna

Status
M55 -12:25

Sala Konferencyjna

Desks

0zn.2020
Wednesday, 17 February 2021

09:05 - 09:25 (20 min)
Conference Room 1

Floor:  Floor1

Show on map
Edit Delete

0312020 Attendees

Nowak Adam

adam.nowak testowy@wp.pl

0 Nowik Adam
adam nowik testowy@gmail com

Rutowicz Jolanta

k)
‘” jolanta.rutowicz.testowy@gmail.com

zonifero
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Canl shorten or extend my room reservation?

1. When your guest registers in the application on iPad, you will receive notification
on your smartphone or/and e-mail that your guest is waiting for you

2. When you enter the conference room, you will see your reservation at screen next
to the room

3. Sensor located in the room will instantly detect your presence and mantain
your reservation

4. If the meeting takes longer, you can extend it by clicking Extend button
on the screen.

5. If you discuss the details faster and leave the room before the planned end
of the meeting, you can end the reservation by clicking End meeting on the screen

6. You can also go back to your duties and leave shortening the reservation to the
sensor located in the room

%‘b zonifero

IN USE

15:00 — 16:00

JS Developers Meetup

(=

20



How to send arequest?

1. In Requests module, add a new request to inform employees responsible
for certain issues about the issue, e.g. lack of a hand sanitizer.

2. You can take a photo and attach it to the request

3. Choose a category suitable to your request from available categories
and add description of the problem

4. The person responsible for a chosen category will immediately receive notification
about the lack of the hand sanitizer on his smartphone

Add a request
[o

Add photo

Office location

Office

Categories

General

Description

zonifero
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Rutowicz Jolanta

- =
4 Jolanta Rutowicz

¢ Team brainstarm on Monday marning !

How can | communicate with others? D i et something?

Yep. | need some answers from
the client about new logo design

1. Chat module will allow effective communication with your coworkers ot anange s oty
2. Search for a person from your team and send him a message e —
3. You can hold the whole conversation in Chat module o T s T

Perfect
Thx

Thx

Team brainstorm on Monday
morning !

22



Where canl find information about other employees?

1. People module enables searching a coworker on the employees list

2. Next to coworker's pesonal data, there is his current presence status,
thanks to which you know if a specific person is in the office today

3. If a searched person provided his phone number, you can call him

4. You can also check which desk your colleague works at today by clicking
Show on map button

5. The application will redirect you to the map view and the desk which your
coworker works at.

6. If your colleague calls you, the application will recognize the phone number
and display name and surname of your coworker.

Team member

(A

Graphic Designer

Doe Joe

In the office

. 123456789
joe.doe.testowy@gmail.com

J@ WRITE TO ME

‘A I' M LOOKING FOR YOU

zonifero
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_Type to search

How can I check the location of my coworkers?

1. Go directly to Office map module
2. Use browser at the top to find your coworker
3. The application will show you the workplace where he works at today

24



How to check the menu inacanteen?

1. In Canteen module you will find today's menu and will know

what the chief offers today and at what price
2. Additionally, you can view menu for the following days, thanks to which

you will be able to plan your meals and household grocery shopping
Esperanto Cafe

for the whole week.

Vegan Bar

Italiano

% zonifero

Vegan Bar

B .S_@lTLIR.DAY” s
o
e
e

WEDNESDAY - Is Host's Day OFf (r2¢

THURSDAY

FRIDAY

25



o zonifero

How to comumnicate
with others?

Where can find the most important information?

Chat Zonifero is the official internal
communication channel in the Croup.
The chat module is available in the
Zonifero application on mobile devices

1. FAQ/Procedures functionality will help you. with Android of IS, Duting the working
. . . day, be al t/ pre t in th
2. You will find here the most frequently asked questions by employees i o e e e
. . T ; contact you.
with answers thanks to which you will improve your knowledge about your Hows to comumnicate
with others?

company and office in a rapid way. NOTE! Chat s not used to store

What is the password to WiFi? information relevant to the project, store
passwords, links, documents, notes. Chat

history can be cleared at any time! All
documents and notes should be on

OneDrive in the folder assigned to the

How do | report a remote =
project.

work, absence or emergency
during the day?

26



Iwould like to send a delegation application.

1. Use Delegations module and send an application for delegation acceptance
to your administration department.

2. While adding a new application, provide data such as the type of delegation

(national or foreign), the purpose of visit, dates of departure and arrival,

mean of transport, etc.

3. You will be updated about the stage of your delegation application thanks
to a status that will change when your application is accepted by

the administration department

4. In this module you will be able to settle the delegation by adding an application

for settlement

5. Also, you can attach files with tickets and bills to the application to facilitate

the settlement

Delegations

Joe Doe

Zonifero intro - Poznan
26 Oct, Mon — 26 Oct, Mon

Create new request or settlement

o zonifero

Request

Delegation type

Purpose of the trip

Departure date

30 Oct, Friday

Arrival date

30 Oct, Friday

Vehicale types

Private car
Company car
Train

Plane

Other

27



How to send a message to other employees?

1.Send a short message to a chosen group of people thanks to Notifications
module

2. Find your coworkers, add the text of a message, and choose after what time
your message will not be visible in the application

3. Your colleagues will receive the message instantly

< New notification

Send notification to:

Choose groups or people

Message

Notification will expire after:

> SEND

zonifero
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Employee satisfaction

QUESTION 1/5

How to answer a survey?
What do you think about your
1. The application allows administrators and HR specialists to create surveys AR
for employees
2. Click on the notification about a survey and you will be redirected to the questions
3. You can answer the questions immediately or come back to them later
using Skip button
4. Your answers will be visible only for the author of the survey so you don't need

to be worried that other employees will know them

CONTINUE

o zonifero

Employee satisfaction

QUESTION 2/5

Are you familiar with current
safety rules in the office?

CONTINUE

29



How can I rent a scooter nearby my office?

1. Thanks to CityHub module you can use the services of companies that offer

renting eco-friendly means of transport.
2. Click Click to open application to go to a chosen company’s application
3. After downloading the application from the store and setting an account,

you will be able to rent
4. You will pay less for a service if you use a discount code available in CityHub

module

Carsharing

carsharing: 0/1000
@mricor Operator Traficar
Click to open application

kuponl23

Click to copy

zonifero
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ZONIFERO
< Office

Biuro

Where can | see and change my personal data?

1. Go to side Menu by clicking icon in the left upper corner of the application

main view
2. Your Profile will be open when you click your avatar. In this place, you will find

your data that can be edit or deleted at any time.

Parking Requests  Your
adesk  assignme calendar

People  Notification ai s
s Zonifero
Employee

31



o zonifero

Distance

What todo in case of COVID-19 infection?

1. Inform about it your HR department. They will send you a special token.

2. In Distance module click I'm infected button and type in the token.

3. Thanks to that, the application will inform people that have worked close
to you about the possibility of being infected.

4. Your data is 100% anonymous and your coworkers will receive only general
information without any personal data.

5. Analogically, you will get similar information when other employee sets the status

Scanning...

Detected devices

END QUARATINE IN 5 MINUTES

32
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Have you left office?

Have a great evening
and see you tomorrow!

Support of hybrid All the reservations Easy and fast Safety and comfort
work model in one place communication of employees and guests
— — — —



