GETTING
STARTED

A great day at work, everyday

Our company has partnered with
IWG to provide on-demand ‘access
to the world’s largest business
network with thousands of locations
in over 120 countries.

Welcome to the new
world of work.

The Global
Workspace
Leader
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How will this benefit me? e S—_—

By leveraging your IWG Membership, you will
get on-demand access to Private Offices, Meeting
Rooms, Coworking spaces and Business Lounges.

Search and book professional workspaces on the go,
all at the touch of a button, through the IWG App.

Key benetfits of using IWG’s
Membership Plan:

— Expand your mobility options by
working closer to home, colleagues,
and customers

— Find locations and book workspace
‘on the go’ using the IWG App

— Increase productivity and get more
done in a professional environment
where you need it, when you need it

— Secure business-grade Internet
and Wi-Fi

— Staffed reception to greet guests

— Communal kitchen with the
option to add on tea and coffee

— Access to a printer, scanner
and photocopier
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GHOOSE YOUR
ORKSPAGE
SOLUTIONS

LR NN . Private offices
Private office space, fully-
equipped with everything you
need

R

Bookable hourly or daily

Coworking

Desk space whenever you need it

on a first come, first served basis

Bookable hourly or daily

Meeting Rooms

Fully furnished with phone,
Internet, A/V equipment, white
board, etc

Bookable hourly or daily

Business Lounge
Access to a shared environment
where you can make a quick call
or do a few hours work

No booking required

*Advanced booking suggested for Private Offices, Coworking and Meeting Rooms to ensure availability;
Business Lounges are not booked in advance.

WG
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GETTING STARTED

Registration

You will receive an email from
IWG (Enterprise.Support@
iwgplc.com) confirming your
membership activation and
instructions to register

Q iwg: hybrid wo.

199/¢ IWG: Hybrid"

International Book flexible wc

Workplace Group

Once your membershipis activated,
download the IWG app (App Store or
Google Play) or access IWG online

Click on ‘Register’ and follow the
steps to complete your registration

 Ensure all of your contact details are
entered so centre teams can contact you

* You will receive an email confirming your
online registration

_ 48 | Begin using the IWG network!
| w rrif * Book Day Offices, Coworking and

oy

s ) /M| | (ERa8 Meeting Rooms

* Business Lounge: No reservation needed
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DIGITAL
MEMBERSHIP CARD

Accessyour digital Membership

card and confirm your access

Log in via the IWG
app (App Store or
Google Play) or
IWG online

IRG o

Quick access

In this section

2

Upcoming '\;#""

bookings o ¥
Click ‘Quick
access’

Account Team

Your Memberships

Joe Bloggs
123456789123456

Coworking: 10 free visits per
month

Global access

Ends on: 30/09/2023

Your members

Joe Bloggs
123456789123456

Then select
‘Membership’

QR CODE

J
Regus
Joe Bloggs
123456789123456

View benefits

End:
‘ QR CODE -‘

Refer to your type
of access noted

in your digital
membership card

Regus (8764820)

WG
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GONTAGT US FOR
MORE SUPPORT

If you have any questions,
please contact

Enterprise.Support@iwgplc.com

IW

The Global
Workspace
Leader

Regus ® SPACES. m Signature

Book now

B GETITON

P Google Play

# Download on the

« App Store

WG
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What is the Membership Plan?

The Membership Plan is a flexible workplace
programme that gives you accessto Private Offices,
Coworking space, Meeting Rooms, and Business
Loungesatover 3,300locations worldwide.

How do Ilocate acentre?

If you are on the move, you can download the
IWG app for your smartphone. You can also find
IWG locations on the web by accessing your
Online Account.

How will  know if my membership has been
activated?

You will receive an email from IWG/Regus
confirming your membership activation.

How do I book space?
You can book online in your Online Account or by
using the IWG app (App Store or Google Play).

Is advanced booking required?

Business Lounges are not booked in advance, but
we do advise reserving meeting rooms, co-working
space to ensure availability.

What if | haven’treserved?

We advise booking in advance where possible,
however we will always try and accommodate
your requirements if you haven’t booked.

How do | cancel or amend areservation?
You may cancel existing reservations in your
Online Account. Please make note of the
cancellation policy, as charges may apply.

How do | make use of Regus Business
Lounges?

Simply show your identification and membership
number at reception when you visit a location and
you will be shown to the Business Lounge, where
you can sit down and start working.

What are the opening times for your centres?
Centersare generally open during standard
business hours of 8:30am until 5:00 pm Monday to
Friday, however some locations are openin line with
local business customs. Before/after-hours access
can be coordinated directly with the center team.

Can an Enterprise Member bring a visitor?
Enterprise members may bring one visitor at any
one time to the Co-Working area. This will require
a separate booking as additional booking fees will
apply. One guestis allowed in the Private Office
free of charge. For 2+ guests, we recommend
booking a meeting room.

Can I bring avisitorinto a Business Lounge?
Yes, an Enterprise Member may bring one visitor
to the Business Lounge. A fee will be charged
for the visitor. Only one Business Lounge visitor
is allowed per visit. Ask at your local center for
applicable charges.

Do | always need to present my membership?
Yes. Your digital membership number is available
in the IWG app.

Can llend my membership to someone else?
No, the membership is registered to you personally
and therefore cannot be used by anyone else. A
photo ID is required at check-in.

What if I lose myregistration emailand | do not
have access to the customer portal or the App?
You may contact the Enterprise Support team by
email at Enterprise.Support@i lc.com.

Do the centres have internet access?
All centres have business-grade internet access.

Can I make phone calls?

Yes, phones are available in Meeting Rooms.
Applicable call charges will be billed directly to
your account.

What other services are available in centres?
Centre teams will be happy to provide a list

of all services. Some of the many services
available include printing/scanning/copies, and
administrative support.

Can | park at acentre?

Parking availability will vary from centre to
centre. You may find if parking is available at
a specific centre in your Online Account or by
calling the centre.

Will | be asked to pay?

If your company is centrally invoiced, you will not

be asked for payment. If your accountis setup for
Immediate Invoice, you will need to issue payment
via credit card. You are responsible for ensuring your
charges comply with your company’s expense policy.

What if | have other questions?

Email all queries to Enterprise.Support@iwgplc.com

and you will receive a response within 2-3 business
days.

WG
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GANGELLATION

WG

POLICY

The below rules apply to Meeting Room and all types of Day Office
Bookings. The cancellation policyis based on two factors:

(i) Size of the room (ii) Notice period given

Number of seats Refund Policy

1- 10 seats

Full refund if cancelled 10 or more business days in advance.
50% refund if cancelled 5-9 business days in advance.
No refund/credits if less than 5 days

11 - 20 seats

Full refund if cancelled 20 or more business days in advance.
50% refund if cancelled 10-19 business days in advance.
No refund/credits if less than 10 days

21+ seats

Full refund if cancelled 20 or more business days in advance.
No refund/credits if less than 20 days

« If a booking is changed to a different day within the .
cancellation period, a change fee may apply. This
fee varies by country andis available upon request x

* For bookings cancelled within two hours of
making them, no cancellation fee will apply,
unless the booking is for the same day

» Any charges that the centre is charged for by third
parties on the client’s behalf willbe charged to the
client regardless of the above cancellation timelines

« If the booking is for multiple consecutive days,
the cancellation policy applies to each individual
day within the booking

» Number of days noted in the above table are
business days based on the country and centre it
was booked into

+ Always refer to the latest cancellation policy in the
Terms & Conditions link atthe time of your booking




