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Parking setup
STEP 1

Sign up and choose “Create
parking”

Create your account at app.parkalot.io
by providing your email and a
password, or do it through your
Facebook or Google account. Next,
choose Create Parking.

Welcome at parkalot!

How would you like to start?

@ CREATE PARKING
ar

Bl JOIN PARKING
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STEP 2

Complete the initial setup

The app will guide you through the six
steps of the initial parking setup. All of
these settings, except time shifts, can
be changed later in the Setup parking
tab, which you can find in the menu.
We will talk about each setting in
detail later on.

Company X Parking Lot


http://app.parkalot.io/

STEP 3

Next steps

To have a parking ready to use, you
will have to:

e Add parking places

e Invite users

e Assign spots or auto-assign spots.

But first, we recommend visiting Setup

Parking and checking if everything is
set up correctly.
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STEP 4

General settings

Open the Setup Parking tab and check if
you set the correct timezone and a
proper parking name - this will be visible
to all workmates you will invite to your
parking later on.

Next, decide at which time your parking
spots become available for reservation.
It’s always a good idea to consult with
your workmates about this - this way,
you’ll be able to choose the time that’s
most convenient for everybody.

Parking setup

Plan ~

General ~

Parking name

Company X Parking Lot

Timezone

Timezone GMT -12

Spots become available

0:00 AM Day before

Reservation rules ~

Timeshifts ~



STEP 5
Reservation rules

We recommend enabling cancellable
reservations - this setting will allow
users of your parking to cancel their
reservations. For example, if somebody
booked a spot in the evening, but had to
call in sick in the morning, they will be
able to cancel their reservation and the
spot they booked will go back to the
shared pool.

You can also decide if reservations are
publicly visible - for example, in the
booking calendar or if you want to
release spots in batches to support fair
usage of your parking lot.

Reservation rules ~

. Cancellable reservations
] Publicly visible reservations

] Release spots in batches

Release time: 5:00 PM

Timeshifts v

Groups ~

Auto assign spots v
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STEP 6
Timeshifts

This setting depends on the way your
company works. The most common
setting is 0:00 - 24:00 - ideal for
companies that don’t have time shifts.
But if you do and made a wrong choice
during the initial parking setup,
contact us at admin@parkalot.io to
change it.

Parking setup

Plan ~

General ~

Reservation rules ~

Timeshifts ~

00:00 - 24:00

Groups v

Auto assign spots v



mailto:%20admin@parkalot.io

STEP 7
Groups

Next, you can set up user groups. These
allow you to create pools of parking
spaces available for a certain group of
people, such as managers or people
working in different buildings, for
example. You can limit the access to
spots assigned to a particular group to
just the group members or make them
available for anyone if group members
don’t confirm their reservations.

We explain how to assign users and
parking spots to created groups on the
next two pages.

Timeshifts ~

Groups ~
) Limit access to groups

Building A
Building B

Managers

Auto assign spots ~
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STEP 8
Auto assign spots

Automatic spot assigning allows you to
create periodic lotteries for parking spots
among members of previously created
user groups. You can decide how often
this should happen (for example, every 7
days) and if the automatically created
reservations for the winners of the
lottery require confirmation. Choosing
this setting supports the fair use of a
parking lot. It is recommended when
there are more members than parking
spots assigned to a particular group and
when some spots are more desirable
than others.

Auto assign spots ~

Building A

Draw interval

7 days

Owner needs to confirm reservation

Never

Building B

click to set up

Managers

click to set up



Adding parking spots

STEP 1
Add parking spots

To make your parking ready for
inviting users, as a next step you
should create parking spots matching
those that are available at your
parking lot. To do so go to the sefup
spots. Name them in the clearest way
possible - if your parking is numbered
- use numbers as names. You can add
additional descriptions to make the
reserved spots easier to find for users.

ground level, green zone

If you have many parking spots and
would like to add them in bulk to save
time, it is a part of our support service
available after adding your billing
details.

ground level, green zone
Here you can also assign spots to
groups created during the general
setup.

After inviting users you can go back to
this tab and assign them chosen spots.
You should also decide if they need to
confirm their reservations
(recommended).
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Adding & Managing users
STEP 1

Invite users

To add a user, go to the invite users
tab and simply provide their email and
name. The name you choose can be il

seen by other users if you enable
publicly visible reservations.

Pending invitations ~

If there will be many users and you
would like to add them in bulk to save
time, it is a part of our support service
available after adding your billing
details.

STEP 2

Assigning users to groups

After inviting users, you can assign them to particular user groups (if you created
any). To do so, go to Group membership and simply mark a checkbox under the
groups you would like to assign a user to. Here you can also decide if you want to
limit access to spots assigned to particular groups to members of these groups.

- — -

Users access
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STEP 3

Removing users & assigning roles

If you want to remove a user from your parking, go to Users list. Here, you will find
a list of all the users, alongside the possibility to remove them. Removing a user
also removes their reservations.

You can also assign an admin role or a super admin role to a user by choosing the
right option from the “Role” drop-down list.

Username Email Registration

Anna
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Managing parking
STEP 1 STEP 2

Monitor usage details by Force spot release

date To manage particular spots usage over a
longer period of time, go to the manage
spot tab. After choosing a spot, you will
see its usage details for the current or
any other chosen month. You can
release the spot for a desired number of
days - for example, when an employee
with the assigned spot called in sick and
forgot to release their spot.

To monitor parking usage for a
particular day, go to the Booking
calendar tab. After choosing a date,
you will be able to see which spots are
booked and which ones are available,
as well as some usage details (such as
who booked the spot, their registration
plate number).

Pick date

Decemberzoi7

01.01.2077

26"

DEC

gy

DEC

28"
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STEP 3

Setup parking rules

Setting parking rules is one of our
newest features. You can find it under
Parking rules. Here, you can set up a
list of conditions - for example, that
members of a particular group can
book spots only two times a week. We
have provided you with a few basic
options for building rules - if you need
more, feel free to contact us at
admin@parkalot.io. We will set them
up for you.

Parking rules

Setting up parking rules is

rd, but lacks documentation
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STEP 4

Resolve incidents

Even with a parking management
system implemented, some parking
incidents may still occur from time to
time. In such cases, users of your
parking can contact you through
Parkalot’s built-in chat feature, called
report an incident. You will be notified
about a new chat if you have enabled
notifications. All incident-related chats
can be found in the resolve incidents
tab, where you can browse & answer
them.

you :

My spot is taken

you :

Hello, somebody took my spot, his license
plate is XX-XX-XX. Does this person work
here?

26 admin

Yes, the owner of this car does work in our
company. | will contact him immediately.
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Choose your plan & billing method

To choose your plan and provide billing details, go to the billing tab. Depending on
the number of people who will be booking spots on your parking through Parkalot,
you can choose out of four plans available:

e Small Business - up to 15 parking spaces and up to 50 users

e Medium Business - up to 40 parking spaces with unlimited users
e Large Business - up to 100 parking spaces with unlimited users
e Enterprise - custom car park size

You can test the app for free over 30 days with our trial period. Then, if you have
found our solution helpful, you can choose if you'd like to be billed monthly or
quarterly and provide your credit card details. After each payment, you will receive
an invoice.

Select your plan

Small business

Billing

m parking users
unlimited parking spots
automated spots assingment

E Invoicing incident reporting

= Pay with card

visa @ mEx csovs @D

Card Number

Expiration Date
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Adding a shortcut to Parkalot
on your smartphone

STEP 1

Open a browser and visit app.parkalot.io

To manage your spot easily on the go, open your mobile browser and go to
app.parkalot.io. Make sure you are logged into your account.

If you are using i0S, tap the Share button on the browser’s toolbar m
and choose Add to Home Screen icon in the Share menu. On Android devices open
your browser’s menu and choose the same option - Add to Home screen.

New tab
New incognito tab
Bookmarks

i
1 8 Recent tabs

LYYl History

AirDrop. Tap to turn on Wi-Fi and Bluetooth to

Downloads
Share...
TL
1 9 Find in page
LR Add to Home screen
Desktop site

Settings

20
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STEP 2

Provide a name for your new shortcut and tap Add.

glwle|r|t|yjulijolr
als|dlflalh]ilk]!
Bl z | x|c|vb|n|m} s

123

STEP 3

Your shortcut is ready to use

Your new shortcut to the Parkalot app should appear on the home screen. It can
be dragged around and placed anywhere, including in app folders — just like a
normal app icon.
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Need more help?

If you have more questions, find the app troubling at any point or
notice a bug, feel free to contact us! Just tap the Support button in
the app and choose a topic from the list.
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P Cognite HQ ~

Ask for help
Submit a bug
Give feedback

Request a feature

Wednesday

80 parking spaces available
3onIT

¢ DETAILS @ RESERVE

Thursday 1" August

80 parking spaces available
3onIT

! DETAILS @ RESERVE
Friday 2" August
80 parking spaces available

3oniT

i DETAILS Q@ RESERVE
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Congratulations

Your Parkalot company account is
now fully set up

Let’s stay in touch:

www.parkalot.io

@ www.linkedin.com/company/parkalot.io
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