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1. Website Login

To begin, enter the following web address into your browser:

https://us.7nox.com

You’ll be met with a login screen as shown below. Enter the username and
password that you were provided.

login and booking basics

Key take aways:
The web address is https://us.7nox.com

Create a booking on the home page
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7Nox Tenant Training Login and Booking Basics

If this is the first time you’re logging in, you’ll be prompted to change your
password.

Enter your current password into the first box (1), enter your new password
into the next two boxes (2), then click “Save”.

Your password will be changed, and you’ll be redirected to the home page.
The home page is also the create a booking page.

Create
a

booking

list of scheduled bookings
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2. Create a Booking

7Nox Tenant Training Login and Booking Basics

To create a booking, enter the following
information:

Click the “Site” dropdown, and select the site.

Click the “Tenant” dropdown, and select the tenant.

Click the “Floor” dropdown, and select the floor.

Add any notes you would like to enter.

Select your date by clicking on the day in the
calendar.

Enter the duration for the override. (Minimum 1 hour)

Click “Create” to submit the booking.

Enter the starting time for the override.
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3. Managing Bookings

7Nox Tenant Training Login and Booking Basics

To edit a booking, find your created booking in the list. Click on the pencil
icon along that row.

The left side of the screen will change to “Edit
Booking”. Here you can make any adjustments.
Click on “Update” when you’re ready to save.

Editing a booking:
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7Nox Tenant Training Login and Booking Basics

To delete a booking, find your created booking in the list. Click on the trash
bin icon along that row.

After clicking on the icon, a pop up will appear to confirm deletion.
Click on “Yes”.

Deleting a booking:

7



1.  App Login

When opening the mobile app, you’ll be prompted to enter in the web
address, username, and password.

the Mobile app

Key take aways:
Create a booking on the home page

Tap on the lightning bolt for quick booking 

us.7nox.com

Username

Password
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2. Create a Booking

7Nox Tenant Training The Mobile App

To create a booking, enter the following
information:

Tap the “Site” dropdown, and select the site.

Tap the “Tenant” dropdown, and select the tenant.

Tap the “Floor” dropdown, and select the floor.

Add any notes you would like to enter.

Select the date for the booking

Enter the duration for the override. (Minimum 1 hour)

Click “Create” to submit the booking.

Enter the starting time for the override.

Tap on the pencil icon at the bottom left of the screen to open
the create a booking screen. This is also the home page.
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3. Upcoming Bookings

7Nox Tenant Training The Mobile App

The upcoming bookings screen will show you
all upcoming bookings. From here you can
perform the following actions:

Edit

Delete

Tap on the calendar icon at the bottom left-center of the screen
to open the upcoming bookings screen.
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4. History Booking

7Nox Tenant Training The Mobile App

The history booking screen will show you all
of the past bookings, separated by month.

This screen will help you to assess how many
bookings were created within a given month.
Each item in the list will provide the location,
date, duration of the override, and any notes.

Tap on the clock icon at the bottom right-center of the screen to
open the History Booking screen.
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5. Quick Booking

7Nox Tenant Training The Mobile App

The quick booking screen allows you to
create a booking with 2 taps.

First, tap the duration for the booking.

Second, tap on the “Start Now” button.

The booking will immediately begin, and will
last for the duration that you selected.

Tap on the lightning bolt icon at the bottom right of the screen to
open the Quick Booking screen.
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7Nox Tenant Training The Mobile App

The menu bar will be revealed on
the left side of the screen.

Tap on “Quick booking setting”.

To configure the quick booking screen’s settings, tap on the
menu icon on the top left of the screen.

Here you can
configure which site,
tenant, or floor you
would like to set for
the quick bookings.

You can also add a
note that will be
included in all quick
bookings.
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