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1. Guide to adding on hot desks
     via JustCo app



This step-by-step guide will walk you through the process of purchasing 
additional hot desks for your team.

Launch the JustCo app and 
tap Add Services.

1

Select your preferred 
membership plan.

2

Select your home centre, 
preferred membership 
plan, number of hot 
desks required and 
start date.

3

Confirm that all details 
are correct, then tap 
Purchase.

5

Your purchase is 
successful!

6

Accept the T&Cs and 
tap Next.

4

Please check your email for 
an order confirmation. You 
should receive it within the 
next 24 hours.
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2. Guide to managing access and 
      team members via JustCo app



2. Guide to managing access and team members 
       via JustCo app

Select the suitable 
access rights 
for the team member.

3

Select access card to 
assign to team member.

4

This step-by-step guide will walk you through managing access 
and adding team members directly on the JustCo app.
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Launch the JustCo app and 
tap Admin.

1

Select Company 
Members to assign
access rights.
Select Access Card 
to assign to
team member.

2



3. Guide to renewing and cancelling 
      hot desks plan via JustCo app



3. Guide to renewing and cancelling hot desks plan 
      via JustCo app

This step-by-step guide will show you how to renew or cancel 
your hot desk membership plan.

Tap on the membership 
plan you would like to 
renew or cancel.

3

Select Renew Plan 
or Cancel Plan.

4

Launch the JustCo app 
and tap Admin.

1

Select Membership 
Agreement.

2

Renewal
Select your home centre, 
preferred membership 
plan, number of hot desks 
required and start date.

7

Renewal
Accept the T&Cs and 
tap Next.

8

Renewal
Confirm that all details 
are correct, then tap 
Purchase.

9

Cancellation
Tap Confirm.

5

Renewal
Add-on your preferred 
membership plan.

6

Renewal
Your purchase is 
successful!

10

Please check your email for 
an order confirmation. You 
should receive it within the 
next 24 hours.
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