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The offers dashboard is the center console to manage all 
functions in these regards. By clicking on the “Offers” 
button, you will reach the offers console that will display 
the different options available: 

 

The Offers will automatically show and display the 
gallery of offers that are are currently added to the 
gallery. 

 

 

 

On the right hand side of the Requests and Converstations screen sections, you will see 5 
icons that allow you control views and actions to the information shown.  

 

1. Magnifying Glass: Allows you to search Requests and Conversations for any text 
strings. This can come in helpful when you would like to search the system for guest 
names, room numbers, or items that the guest had requested during their stay. 

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. Plus: Allow you to add new offers to the gallery. 
6. Refresh: Allows you to refresh the information and update the data shown on the 

screen. 

 

Offers Console 1 

In this job aid, you will learn how to navigate the Offers dashboard. You will 
learn how add new offers and how you manage existing offers. 
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To add new offers, click on the Plus sign (#5 above) to open the menu bar: 

Title: Enter a title for the offer. This title should have a 
maximum length of 5 words. The title will show as the 
header of the offer in the solution and should be catchy 
and to the point to draw clicks. The title is a required 
field and must be entered. 

 
1. Description: The description should be kept short as 
well, but allows for a paragraph of text to be entered. It 
will be shown when the guest clicks on the offer to 
enlarge it. 
 
2. Image: It is recommended to upload a picture for 
every offer. It just looks more attractive and will greatly 
increase the click rates. The system does not require a 
specific file size as it will rescale them automatically. 
However, we do recommend no to upload pictures 
larger than 1mb to ensure that they are loaded quickly. 
 
3. Language: Opens a drop down menu and allows you 
to enter the translated details of the offers so that they 
display in all guest’s languages 

 
4. Availability: Allows you to enable or disable an offer with a click of a button. This 

can come in handy when specific offers are not available, promotional items are 
out of stock, or for any other reason. The setup will remain in the gallery and the 
status will be displayed with a red cross. All active (enabled) offers are displayed 
with a green tick. 
 

5. Save: Always save your changes.  
 

6. Cancel:  Click cancel to discard any changes. 
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The gallery screen displays all offers that are enabled and disabled. The “status” column 

shows a green tick for all enabled offers: . This means that guests are able to view the 
offers when asking the chatbot for offers, or by clicking on the “Offers” button on the top 
right of their screen. 

All disabled offers are displayed with a red cross: . This means that the offers are still 
available in the dashboard for future enablement, but are currently not visible to guests.  

The function of enabling and disabling offers may be helpful to prepare offers for the 
future where you enter all details prior to the actual launch. Or it may be helpful to 
disable certain offers when you are our of stock, have a buy-out event in the restaurant, 
or other. 

 


