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anny
Booking Guide

Step-by-step instructions for Al:AT Coworker
Desks - Meeting Rooms - Check-in
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1. What is anny?

anny is a cloud-based booking platform that allows you to reserve desks, meeting
rooms, and parking spaces quickly and easily — via browser or mobile app. The
platform is available to both internal staff and external members.

[ Web & App Real-Time /A Reminders Il Overview

Available via browser and See live availability of all ~ Automatic email All your bookings in one

mobile app at any time resources reminders before your central dashboard
booking

2. Registration & Login

1. Open your invitation email
You will receive an invitation email from your administrator. Click the link inside to
activate your account.

2. Create your account
Follow the link in the invitation email to create your account and log in.

3. Complete your profile (optional but recommended and fun)
Under Profile, you can add your name, customize your avatar, connect with others,
and add additional details.

Tip: Anny is available both via browser and as a mobile app. We recommend
downloading the app for easier access and on-the-go booking.

»- Explore LL| Planner

Explorer view:
Helps users discover the right resource by searching and filtering (date/time +
attributes) and then book it.

Planner view:

A weekly planning view for favorites and recurring routines, so users can book faster
across multiple days.
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3. Booking a Desk / Workplace in Explorer (Map view)

1. Open the dashboard — Log in and click on Explore ( view of all resources, you
can filter by preferences)

- Select your preferred viewing option MAP or GRID -

2. Select location & area — Choose your desired resource location and then the
area (e.g. floor, zone).

3. Set Booking option — Choose between booking by flexible, hourly or by day

4. Set date & time — Click the calendar icon and select the date, start time, and
end time.

5. Confirm your booking — Review the date, time, and desk. Click Book Now —
you will receive a confirmation email.

Filter & Search o < Select date

Tageweise ®
Ein Tag

Meetingraum 01 Parkplatz @  Flex Desl

Solaris v

Media Quart
Marx Parkpld

Details ope/Vienna

When? 3

25/03/2026, 09:0 15;‘4 =

Coworking 2.1 - 2. Floor
Al Factory Austria A:AT

| Open « Closes 18:00 ~

Platz
Desk 6

Stundenweise (e}
1Stunde "

Book now

Tageweise - (6] '
Ein Tag 3 { i

]

Book now i

I what this place offers

v

Complete

2, Kapazitat (12)

£ Etage (2)

Do you regularly book the same desk? Save it as a favourite to book it in one click next time.
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4. Booking a Meeting Room in the Planner (Grid view)

- Select your preferred viewing option MAP or LIST -

! First-time setup (List view only):

When using List view, you need to add the resources you want to see.

Click on Manage Resources ZQ and @ heart the meeting rooms you regularly use.
Only these selected (hearted) rooms will appear in your Planner list.

Note: In Map view, all available resources are visible automatically — no setup

needed.

1. Select a date

2. Add a new Resource (by clicking on Manage Resources ZQ) or select an

already added one

3. Set Booking option — Choose between a flexible or hourly booking

4. Select time — Choose time slot in the room's calendar. Available time slots are

shown directly.

5. Add a booking title / reason - If you would like you can add a title or reason for

your booking.

Planer ¢ e :
& April 2026 18

Montag, 13 Apr.

Lumi Leonardo

2 & Keine Buchungen

Dienstag, 14 Apr.

Lumi Leonardo

& Keine Buchungen a 9

Mittwoch, 15 Apr.
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&  Keine Buchungen
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Discoverer
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Discoverer

&  Keine Buchungen N

Page 5



anny — Booking Guide

Al:AT Coworker

Manage resources X
Q_ buchen )
Favoriten
. = Lumi
EL— A 4
. B _“ Leonardo
i s @ L 4
i l& Kitchen Area Lobby L 4
——— .
. .= Discoverer %
LR
LA S7 %60
.. _0 = Jupiter
H '
S6 A2
~ " MareNostrum
L 4

22 A8

Alle Ressourcen

Planner
™ April 2026

Wednesday, 15 Apr

Mon  Tue [ Thu  Fri  sat [EEN >
13 14 15 16 17 18 19

Lumi Leonardo Kitchen Area Lobby Discoverer Jupiter
(- - 2 Not booked by anyone 2 0: X
a4 v 4 v a4 v
New booking X
Thursday, 16 Apr B Book for Myself v
Lumi Leonardo a Booking option ByDay ~ Discoverer Jupiter
2 Not booked by anyone 2 Not booked by anyone By Hour 2 & Not baoked by anyone,
By Day 7
v
3 Flexible
Time slot 15/04/2026 v
Friday, 17 Apr
Lumi Leonardo Discoverer Jupiter
Book now
2 2 Not booked by anyone L 2 Not booked by anyone 2 N

A Important

Bookings for the Kitchen Area and Discoverer require admin approval before they are

confirmed.
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5. Check-in

After booking, you must check in on the day of use to activate your reservation.
Bookings without a check-in will be automatically released.

1. When to check in? — You are able to check in 30 minutes in advance, and you
have to check in no later than 30 minutes after your booking starts.

2. How to check in? — Check in via the app or the browser under Bookings

3. No check-in — what happens? — you booking will be canceled 30 minutes after
the start time if no check-in is completed, and the resource will be released for other
bookings.

\1°4
‘.’ ) Home Q_ Entdecken M Planer ) Buchungen ﬁ
Meine Buchungen 3 v Q

Mittwoch, 29. Apr.

Discoverer

Flexible
Mi. 29. Apr. 09:30 - 11:00
© DEMNACHST

Einchecken

7. Important Guidelines

/f Bookings are binding
Please only book a resource if you actually plan to use it.

S5 Data Privacy
Your booking data is processed in accordance with GDPR.

& Support
For technical issues, contact: reception@ai-at.eu or Mara.
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