welcome

sitio gaia

we're so excited to have you join our community.

this guide is here to help you get settled in,
discover all our space has to offer, and make
your workdays as enjoyable as possible.




accessto sitic,
the space.
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opening the door. sitio.

access to the space is managed through the digital

. . sitic.

mobile key on our app - sitio network.

- % E?é%:;zfi?gz%:: personal details
hOw |t WOrKS' ity e neer g

. If there iJs aynylhi:gpelse you need, please don't hesitate to ask. We're excited to have you here!
[ signin |

create an account.
open the email you received from welcome@sitio.pt and signin. Set Password
install the sitio app. e

download our app to your phone.

open an email by SALTO KS.

£
click “start” and follow the steps to create an account.
doitviaweb - do not install the SALTO KS app.

go back to the sitio app.
click the key icon on the lower right corner to unlock the door.

how to exit the space: N
click the light switch/button close to the door, to openiit. St

@

please make sure the door is closed when you leave.



activating the alarm. sitio.

members have 24/7 access to our space and how to activate:
each company has theirown personal alarmcode.
' T 1 pressthe circled key
N : e
@ (@ fen
the alarm is automatically activated everyday. = w5 | 2 enteryourcode
v S you can now leave
monday to friday 66 and close the door.
< 2 the alarm will stop beeping
11:30 pm . when the exit delay time s up.
&
C) 7:00 am PROSEGUR
weekends how to deactivate:
friday |11:30 pm when you open the door,

the alarm will start beeping.

@®) monday|7:00 am

before the entry delay time is up:

1 enteryourcode



get
connected.

companies have access to a private,
dedicated wi-fi.

your credentials are sent via email.

for guests

wi-fi:
sitio general

password:
sitioconnect




silio.

making
work easier.




printer guide.

there is a shared printer available for allmembers.

in each company’s monthly plan, a set amount of prints is included. when

this limit is exceeded, additional prints will be charged at the following rates:

how to print:

click here for the login link

enter your company’s login credentials

select personal management > works > FollowUser > upload file

select the file you wish to print (refresh the page until the file appears)

the file is now available in the printer.
go to the printer, select the file and print.

silio.

a4 // b&w: 010€

a4 // color: 0,20€

a3 // b&w: 0,15€

a3 // color: 0,40€



https://print.sitio.pt:8301/PrintAnyWayCore/Login?ReturnUrl=%2FPrintAnyWayCore

meeting rooms. sitic

each company’s monthly plan includes a set number of meeting room hours,
which can be used at any sitio network location.

if these hours are exceeded, you can still book meeting rooms, and sitio
members receive a 30% discount on additional bookings. 1 hour =1credit

cancellation policy:

up to 1 hour before: 0% cancellation fee
less than 1 hour before: 100% cancellation fee

other info:

when you make a reservation you will automatically receive a confirmation email, as
well as areminder 30 minutes before.

you can access the room you booked 10 minutes before the scheduled time.

only the user who has booked the room will be able to open the door.
use the key icon on the sitio app and hold your phone close to the digital lock to open.



meeting rooms.

how to book:

open the sitio app or the members portal

access the book a meetingroom tab

select alocation

click “book” to edit the date and hours of your reservation.

select aroom and don't forget to add your and your company’s name in the details.

click “view summary” and confirm your reservation

you can add guests to your reservation, and they will be notified.

Book Meeting Room




comfort sitic.
& essentials.




air conditioning. sitio.

don’t forget to turn off the air conditioning when you leave
(if your office has one).

talk to your community manager in case of any issue.

grab & go.

coffee & hot beverages

-
I I g hts filtered water
|

fresh fruit

please turn off your office lights when you leave. are all available in the Common areas.
talk to your community manager in case of any issue or if the

lightbulb needs changing. you can use the cups and mugs

available in the kitchen.



silio.

community
spaces.




lounge & kitchen.

the lounge and kitchen are common spaces, designed to be used by
all sitio members. to ensure the smooth running of the space, we
kindly ask you to leave it clean and tidy after using.

inthe kitchen, you will find all the supplies and utensils needed to clean
and wash your dishes. a dishwasher is also available for your
convenience.

smalllabels are also provided so you can identify your food and drinks.

lockers.

the use of lockers in the space depends on your coworking plan.
feel free to ask your community manager for assistance.

phone booths.

we provide free-to-use phone booths for making private calls.
we kindly ask that they be used in moderation.

silio.



mail &
packages.

o correio é distribuido uma vez por dia.

O community manager recebera todo o
correio e encomendas enderecados as
empresas. nao sera aceite correio
pessoal ou encomendas sem 0 nome da
empresa.




visitors
& guests.

each company is responsible for
receiving their guests.

when available, the community manager
can assist by greeting and directing
guests to the designated area.




welcometo
the community!

let’s talk:

sandra amorim gabrielabras
community manager community manager
sandra.amorim@sitio.pt gabriela.bras@sitio.pt
+(351) 966 526 525 +(351) 960 488 228

avenida darepublica 1363, 4430-192 vilanova de gaia

silio.





