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Welcome to intheOffice!

Jon Kent - CEO/Founder

intheOffice is an intuitive
workplace management platform

that simplifies attendance
coordination and space bookings.

Designed for the agile workforce,
we put users at the heart of our

design to help them pick the best
working environment every day,

making them happier and 
more productive.
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It all starts with the Dashboard
This is the first screen you will see once
logged into intheOffice. In our example, we
have used sample data to show the features
of the platform.

From here there are five core sections, with
sub sections, for admins to navigate
intheOffice’s functionality.

This annotated User Guide displays each
section and the core elements and actions
for each at a basic level to get you
familiarised with the interface.

Dashboard view

Schedule view People view Reporting view Settings view 

Watch a demo video of Founder
Jon Kent showing intheOffice in
operation

https://youtu.be/N0RUk4DnvFA


Summary of your working week showing working location

Dashboard view

Schedule view

People view

Reporting view

Company settings view

Click to access a shortlist of
the most frequently used
Quick Actions

Menu Selection

Max/Min column

Key to icons

Working from home

In the office 

Off site

Non-work day/away

Split day (AM/PM)

Selected office 

Summary data

Summary data

Visual indicator to office
capacity for tomorrow

Today’s office capacity

Team working
from home

Team working
from select office

IntheOffice - App interface: Dashboard
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The icon changes colour from grey to dark
blue to show the chosen section



Menu Selection

IntheOffice - App interface: Schedule
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Schedule shows the
week ahead view -
weekends can be
removed in Settings

Click to access
a shortlist of
the most
frequently used
Quick Actions

Current week

Capacity of the selected office 

Team connected to the
selected office

Selected office  
dropdown

Key to icons

Working from home

In the office 

Off site

Non-work day/away

Split day (AM/PM)



dvader@ito.io

gbaltar@ito.io

hsolo@ito.io

jerso@ito.io

kthrace@ito.io

ladama@ito.io

wadama@ito.io

Add a new Group
to this office
selection

Menu Selection

5

Selected office  
dropdown

Add a new team
member

Selected office
Groups
dropdown

Edit group - clicking on this icon will open a pop-up box to edit the
Group in the selected office (below) or delete it entirely

Number of people in
the Group

Team connected to the
selected office

Team email addresses Group membership

Options for CSV import or Bulk
Actions

Key to icons

IntheOffice - App interface: People 
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Status of platform invite



Key to icons

Working from home

In the office 

Off site

Non-work day/away

Dropdown for alternative date
ranges

Selected office  
dropdown

Menu Selection

Click to choose
which stats you’d
like to see
Reporting on

Colour-coded team
stats with a key at the
bottom

Colour-coded area diagram to show the most
popular days for every given activity

Click to choose
which stat you’d
like to see
Reporting on

Toggle to hide or
unhide weekend
reporting

Reporting on People data

Click the double-ended arrow to
expand the stats section on screen

Click to export
your people data
as a CSV file

IntheOffice - App interface: Reporting, People 
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IntheOffice - App interface: Reporti ng, Location 
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Reporting on People data, Location

Selected office  
dropdown

Menu Selection

This at-a-glance
view shows the
current month and
the percentage
occupancy either
working from home
or in the office

Key for the
calendar view of
location reporting

The detail of an individual day.



IntheOffice - App interface: Reporti ng, Export
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Click to export
your people data
as a CSV file 

Reporting on People data, Export

Toggle to hide or
unhide weekend
reporting

Dropdown for alternative date
ranges

If people have set up regular office routines, you can view and export from this
option

Selected office  
dropdown

Menu Selection



IntheOffice - App interface: Settings 
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Menu Selection

Company 
Name

User totals and summary of
company locations 

Details of your subscription,
current usage costs for the
month and next billing date

Dropdown menus with options
to add features to your
subscription 



IntheOffice - App interface: Settings, Locations 
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Print out the generated pdf
and place it at the
entrance to this location.
Ask people to scan it with
their smartphones before
entering the location to
check you do not go over
capacity.

You can create multiple locations in this tab

Office name

Add a new
location/office

Menu 
Selection



IntheOffice - App interface: Settings, Users 
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System Admins

Menu Selection

Allow domain
level self sign-up

intheoffice.io

Sync IntheOffice
with your
Microsoft Office
365 account users

Add additional
Admins from
existing team
members



IntheOffice - App interface: Settings, Subscription
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Dates of the
Account and
subscription type

Details of account
activity for the
current monthly
billing cycle

Transparent billing
information for the
current billing cycle
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https://intheoffice.io

https://intheoffice.io/

