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The best way to explain how the request dashboard looks in action is of course to try a 
real example. We suggest that you use the guest interface to make a test/sample 
request. Let’s say that your name is John Doe and you stay in room 123. You would like to 
get a bottle of water. This is what will show in the request dashboard: 

 

 

As an operator, you can now see that the chatbot understood this request with 100% 
accuracy and that it was made on 2nd of February at 17:18hrs. You also the see guest 
name and room number, toghether with the request quantity and type.  

 

Now, the operator has to action on the request to fulfill the guest’s request. In the 
system, three simple steps have to be completed in order to complete the request: 

1. Assign the task to yourself 
2. Verify the guest’s details 
3. Close the job 

 

1. Assign the task to yourself 

If you have more than one person monitoring the system it makes sense to assign 
different tasks to prevent duplicate work being done. So the first step is to simply assign 
the request to yourself by clicking on the “Assign” button: 

 

Request Console – Handling Requests 

In this job aid, you will learn how to review the chatbot’s accuracy and chat 
history, action on the request, and change the status. 
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The dashboard will now reflect the same information and show that one team member 
(in this case “Admin”) has assigned the request: 

 

 

2. Verify the guest’s details 

If you do not have any integration with your Property Management System (PMS), the 
next step is to verify the guest’s details with your current inhouse list. In the dashboard, 
confirm that the information are matching and click on the “Verify” button. 

 

If, for any reason, the guest information are not correct, you can manually edit the guest’s 
information by clicking on the “Edit User” button. You may want to double-check with the 
guest and can use the “live chat” feature to connect with the guest directly. 

 

3. Close the job 

To close the request, you should of course always follow-up with the concerned 
department if it is not yours to complete the task. In the example of additional bottles of 
water that may actually be referring to Housekeeping or In-Room-Dining. Ensure that 
they are aware of the job and will deliver the requested item to the guest room. Then 
click on the “Close” button. 
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The “Follow-Up” button may be useful for requests that are taking longer or are in 
progress. If for example the guest is asking for an extra roll-away bed to be setup in the 
room you may mark the request as “Follow-Up” when housekeeping was informed of the 
task but hasn’t completed it yet. 

 

After completing all the steps, the request will be marked as “Closed” and disappear 
from the active screen. It will still be visible when you include the “closed” filter or when 
you run the daily reports. 

 


