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1. Login
Go to https://matrixic.bisner.com/

Login details are your email address and password.

1.1 Update yourmember and company profile

Fill in your profile via the avatar on the right top corner.

Scroll down the page for all profile details.

Update your profile tomake it easy forMatrix staff and other members to

connect with you.

The details in ‘Personal information’ (except phone number and address) will appear on your

member and company profile in the community.
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Fill in yourAbout, skills and social media links butmost importantly your public

phone number and public e-mail address. These will all be shown on your public profile

in the community.

Why is it important to share your contact information?

Your profile information helps other members learn about you and your company, making it

easy to network and collaborate.

Also, this way the reception can provide the best service!When your visitor arrives you’ll

get a call, when yourmail/packages have arrived and in case of questions from other

tenants!When you don’t want your personal info sharedwith the rest of the community it is

advised to put your general company phone number and e-mail address there. This way

there is still a way to get in contact with you.
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Update your company profile via “Your companies”.

Select or update your preferred location if you have access tomultiple

buildings.

Why is this important?

- To receive notifications about your building(s) updates. If you are located inmore

than 1 building, select “All locations”.

- To automatically see information andmeeting rooms of your building.
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For instance, if you haveMatrix SIX selected when you go tomeeting room

booking, it will automatically show themeeting rooms ofMatrix SIX. You can still

filter to another location if needed.
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1.2 Add your team

As a company owner, you have the ability tomanage your company

information, company insights, add colleagues and request keys.Configure

your company profile details via⚙ NOTE: This is only visible for company admins.

Manage your employee accounts via the “Teams” section.
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Scroll down the section to add your employees via the form. Theywill

receive an email with an invitation to join the platform.

1.3 Request keys for your team

Make sure your teammember has an account before requesting a key for

them, and that they have activated their account.

Request a key per employee separately. NOTE: This is only visible for company admins.
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1.4 Company insights

As a company owner, you have access to insights related to:

● room booking reservations

● parkingmember reservations

● parking guest reservations

● service requests
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2. Platform explained
In the top navigation bar, you’ll find all features you have access to.

2.1Meeting room booking

Making a reservation for ameeting room?

Select the preferred location using the filter drop-down on the left.

Select the preferred date on the calendar.

Use drag and drop to select a start and end time for your reservation in the

meeting room timeline and confirm the booking.

Need a parking spot for your visitor? Book this at the same time; otherwise skip

this step.
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Meeting RoomCredits

Matrix provides youwith a number of credits to use for meeting rooms

reservations. These credits are given to your company and can be used by

any of your teammembers (if they are allowed to).

Note that credits are reset eachmonth and unused credits cannot be

carried over to the next month.

Oncemonthly credits have been used, bookings can still bemade, but then

there is a price per hour that is visible andwill be billed to the company

once per quarter.
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2.2 Service Request

Submitting a service request?

Fill in the details of your request. NOTE: Your request can only be submitted if the

mandatory fields are completed (marked with a *)

Select the location and category from the drop-down selection. Scroll

down in the drop-down to seemore options.

Themore (specific) information provided, the better the service request.

Photos can also be added!
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Request submitted?

Matrixwill be notified about your request.

Follow updates and change logs on your request on the platform by

clicking on it.
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2.3 Parking

Use theMAX portal to reserve parking spots at theMatrix Innovation

Center facilities for yourself and your guest(s). Please note that not all

members have user rights to reserve parking for guests.

Manage your vehicles

Go to your profile by clicking on your avatar in the right top corner and select

“License plates.” Make sure to add your license plate number in order for your

vehicle to be recognized. You can addmultiple vehicles, if applicable.

Reserve a parking spot for yourself

Select the desired date, time and location to reserve your spot. Upon arrival,

you’ll get automatic access via license plate recognition.

If you havemultiple license plates linked to your account, the scanner at the

gate will automatically recognise this and grant you access for your

reservation.

Reserve a parking spot for your guest(s)

Select the desired date and time to reserve as well as howmany spots you

need, with amaximum of four spots per time slot per company.
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Fill in your guest’s details

Your guest will receive a confirmation by email with the reservation details and

QR code to use at the gate. Alternatively, add their license plate so they can

enter easily.

Parking Credits

Matrix provides youwith a number of credits to use for parking

reservations. These credits are given to your company and can be used by

any of your teammembers (if they are allowed to).
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2.4 Newsfeed information

All updates relevant to theMatrix Community will be shared on the

newsfeed.

Tips:

- Make sure to set your location preferences (see 1.1.) to receive email notifications of

your preferred buildings.

- The “sort location” option allows you to filter the posts based on the building.
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2.5 Community

Find and connect withmembers and companies in theMatrix Community

Ways to findmembers and companies:

- Search based on amember/company name

- Use the filters to find all members/companies with certain criteria
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2.6 Events

TheMatrix calendar with all community events

- Find all past and upcoming events

- Register for events tomeet with other like-mindedmembers
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2.7 Groups

Access and create groups to discuss certain topics and collaborate

- Create groups and invite others to join

- Join groups you are interested in

- Share news, questions, images, files with others

- Receive notifications about new posts
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