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The Capture dashboard is the center console to manage all functions in these regards. It 
is also the center point of access to all guest feedback captured by the system. The 
following pages give you an overview of how to navigate and manage the captured 
feedback and how to process it to your hotel’s advantage. 

 

By clicking on the “Capture” button, you will reach the Capture Console that will display 
the different feedbacks that were shared by guests during their stay. You will also see all 
conversations that guests are having with the system. All rows can be clicked and more 
information will be shown.  

 

Capture Dashboard 

In this job aid, you will learn how to navigate the Capture dashboard. You 
will receive an overview about the Capture dashboard and the information 
shown here.  
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At the bottom of the sections, you are able to change the number of the rows that are 
shown on the page. It will also display the total number of pages available to view.  

 

 

On the top right hand corner of the Capture screen sections, you will see 6 icons that 
allow you control views and actions to the information shown.  

 

1. Magnifying Glass: Allows you to search the information in the Capture dashboard for 
any text strings. This can come in helpful when you would like to search the system 
for guest names, room numbers, or specific feedback that the guest has shared. You 
could even enter your own name and see if any of the guests have shared a positive 
comment as a gesture of appreciation.  

2. Cloud with Download: Allows you to expore data in csv file format. This will usually 
open directly in Microsoft Excel and allow you to further manage and analysize the 
data. 

3. Printer: Allows you to print the current screen. 
4. Three vertical bars: Allows you to hide and view different number of columns. This 

may be helpful if you choose to focus on specific data on the screen. 
5. Three horizontal bars: Allow you to filter by different parameters. 
6. Refresh: Allows you to refresh the information and update the data shown on the 

screen. 
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