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The dashboard is the center console to manage all functions of the solution. The 
following pages give you an overview of the different menu items and what you can do 
there. 

1. Language Selection 
You are able to select the language of the dashboard in the top right corner of the 
screen. The pre-set language is English and the system supports Traditional Chinese, 
Simplified Chinese, German, Korean, and Japanese. Simply select your preferred 
language from the dropdown menu. 

 

 

 

 

 

 

 

 

 

 

 

 

Dashboard Navigation & Overview 

In this job aid, you will learn how to navigate the dashboard. You will receive 
an overview about the different functions and what you can select in the 
various menu options. More detailed training documents are available under 
the individual headings. 
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2. Your Profile 
By clicking on the top right hand corner of the screen, you will be able to view your 
profile and update your password and details.  
 
 

 
 
 
View the separate document on 
managing user access for more 
information on passwords and 
system security. 

 

Here, you also find the log-out 
button. 

 

 

3. Show/Hide Menu Bar 
To maximize the screen size of the actionable items, the menu bar on the left hand 
side can be minimized by clicking on the “x”. Then, only icons will be visible and allow 
you to navigate to the different menu items. It can be shown again by clicking on the 
button with the three horizontal lines. 

 
 

4. Dashboard 
The dashboard provides an overview over your hotel. It displays current guest 
sentiment, some statistics in regards to requests and the most popular items. It also 
shows the most popular food & beverage items that guest select. 
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5. Requests 
The Request Module is where all guest requests appear for follow-up for the hotel. 
For example when the guest requests a bottle of water or a towel set, the job will be 
shown here for your attention.  
All actionable requests are also shown here, for example when the guests would like 
to have their room made up or would like to schedule a wake-up call. 

 
 
Refer to the Job Aid: “Request Console” for more details on how the request console 
works. 
 
 

6. Capture 
The Capture Module is the central console to manage guest feedback captured from 
guests who are using the chatbot system during their stay. It displays both positive 
and negative comments, allowing you to manage the guest experience and provide 
service recovery before the guests check-out. Have a look at the detailed job-aids 
covering this area to learn more. 
 
 

7. Marketing 
The Marketing Module consists of two separate screens. You are able to manage, 
schedule, and measure the current offers available to guests via the chatbot solution 
in the “Offers” screen. To manage push notifications and to start conversations with 
guests to share updates, you should access this screen. Check out the detailed job-
aids on how to update, schedule, and push special offers to your guests. 
 
 

8. Reports 
Reports communicate relevant information to your business. We have pre-set reports 
to monitor usage, interaction, and number of requests. We also feature a report-
builder for you to run customized reports on the data you find most useful to run your 
business. Have a look for the job-aids that cover this area to learn more. 
 
 

9. Setup 
Under the setup, you are able to customize the appearance and content of the 
chatbot solution. You will also be able to manage the users of the solution and their 
user rights. 
 
The Food & Beverage Module allows you to manage all food & beverage products 
that are available for sale through the different outlets, e.g. In-Room Dining or 
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poolside dining. Furthermore, you will be able to manage the PDF menus for the 
different locations, opening hours, and descriptions. 

 
 
Refer to the Job Aid: “Food & Beverage Console” for more details on how the request 
console works. 
 
 

10. Resources 
What is the benefit of a great system if you don’t know how to use it? Our collection 
of training videos, links, and other information is available in the Resources Module. 
And if you can’t find the information you are looking for or have a specific question, 
use the “Contact Support” function to reach out to the SABA Hospitality team. We will 
follow-up with all support requests as soon as possible. 


