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Working safely in the office 
With this manual, we will guide you in a few steps, from logging in to the app, making a 
reservation, and other helpful functions in the app! 

The BookMyDesk menu consists of the items Home, Map, Present, Report, and Profile. Below we 
list the options for each menu item. 

Home  

From the homepage, you make a reservation, and you have an overview of your (future) 
reservations. 

Reservations  
What do you want to reserve? Choose from the available options; this can be a workplace, 
meeting room, lunch spot, or make a reservation for a visitor. Select which day you want to make 
a reservation and at what time; you can choose to do this via a time slot or by entering a start and 
end time yourself. Confirm, and you're all set. 

Next step. Then choose the office where you want to work and which floor or section (applies 
when there are multiple offices or stories). You will see the floor plan; you can view the 
availability. A place is automatically assigned, but you can always choose another available spot.  
Select your spot and reserve it. 

Almost done! As a check, you will receive an overview of your reservation and the option to 
change it. You can also choose to repeat the reservation and reserve an additional parking space 
(if this option is activated). Make your reservation final by confirming it. Success! You can close 
the reservation page and find your reservation in the overview on the homepage. 
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Let's get to work! 

1. Download the BookMyDesk app from your app store, or go to https://app.bookmydesk.com; 

2. Open the app/site and enter your work email address; 

3. You will receive an email at the address provided; open it from your phone. Click on the button 
'Log in to the BookMyDesk app' (there is also a code in the email that you can enter in the 
app/on the site); 

4. You are now logged in and ready to go!



Reservation overview 
An overview of your reservations can be found on the homepage. You can view a reservation by 
clicking on it. Here you can view your reserved spot on the map and change or delete it by 
clicking on the three dots at the top right. 

Using the check-in function 
Does your company have the check-in function activated? If so: follow the steps below to see if 
you have the correct settings for this.  
With the check-in function, you need to confirm your reservation when you're at the office. 
Moreover, your colleagues can see that you're in the office.  
How does it work? 

 Update the BookMyDesk app 
 Firstly check if you have the latest version of the app. Click on the Profile heading in the menu  
 and then go to 'About the app.' Here you will find the version number. You can check the latest  
 version online on the BookMyDesk website or Google and Apple app store. Don't have this   
 version yet?  
 Update the app in your app store. 

 Enable check-in notifications 
 In your BookMyDesk Profile, under 'Settings', the option 'Check-in notifications' is automatically 
 turned on. If it is not green, turn it on to be able to use this functionality properly. 

 Enable BookMyDesk notifications 
 Also, check if you have BookMyDesk notifications enabled on your phone. You do this by   
 pressing the app icon for 2 seconds and choosing 'App info' in the menu that appears. Here   
 you can allow the BookMyDesk notifications. If you don't do this, you will not receive    
 messages, and this function will not work optimally. 

 Make a reservation and check-in 
 Make a reservation. If you have done this, you will see your reservation on your overview page. 
 Fifteen minutes before the start of the reservation, the buttons Check-in and Cancel will   
 appear. Are you now at the office? Then check-in. In the unlikely event that you are not   
 present, please rerelease your spot. Done working? Then check out. To remind you to check-in  
 and out, you will receive several push notifications around your reserved time slot. 

Map  

Here you will find an overview of the occupancy on the map. At the top, you can switch to another 
location, floor, and day. Click on the colored dots to see which colleague is where. Slide and 
change the time bar at the bottom for the overview at that moment. 
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Present  

An overview of the colleagues who will be present, are present, or have been present. You can 
switch to another location and day to view the list of colleagues in the office on that day. By 
clicking on your colleague, you will see where they are. 

Report  

To keep your working environment as comfortable as possible, you can report here if there are 
issues in the workplace that you do not like, such as a malfunction or a defective toilet.  
It will send to the administrator of the location within your company. 

Profile  

Here you will find your details and the option to log out via the arrow at the top right of the 
screen. 

Questions?  

If you have any question about the application, please contact the administrator of the 
BookMyDesk platform within your company.
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Settings  
Don't want to show your personal information within the application for others to see? 
Then you can select to hide your data. You can enable and disable push notifications here. 
Change the application's language English, Dutch, or German). And it shows you if your 
company has selected the option to use the location-based check-in. 

Feedback app  
Do you have any feedback about BookMyDesk? Please let us know via the 'feedback app' 
button. 

Reservation history 
An overview of your past reservations. Select the date range you want to see and 
download your history as an easy to use spreadsheet. 

About the app 
Here you will find the version number of the app and our contact details.


