
 

 

 

 

Page 1 of 18 

Front Desk Dashboard 
Quick Reference Guide 
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Introduction 
 
The Front Desk Dashboard allows users to access the most common menus and screens in Maestro from 
a single access point. Users will be able to view guest reservations, group reservations and trace 
messages that are active for the day. Guest Reservations, Group Reservations or Trace Messages that 
are not arriving, departing, in-house or active for the date selected will not be listed. 
 

Access 
 
There are a few ways to access the Front Desk Dashboard. 
One way to access the Front Desk Dashboard using the drop down menus on the main Front Desk 
screen. Go to Reserve | Front Desk Dashboard. 
 

 
 
Alternatively, using the Menu Shortcut field on the main screen of Front Desk, users can type in the 
shortcut of “FDDS” or press F8 Lookup to select and press enter to display the dashboard.  
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The Front Desk Dashboard can also be configured to display at the time of login. This feature is 
configurable by individual clerk codes and not for clerk groups. To configure the dashboard to display 
immediately after logging into Maestro, go to Global Maintenance | Security | Clerk Code 
Maintenance.  Highlight the desired clerk code and go to Window | Extra Information 
 

 
 
In the Disp Trace Summ field, press F8 Lookup and select S – Display Dashboard. Maestro will now 
display the Front Desk Dashboard upon login.  
 

 
 

Screen Usage 

 
Date Fields 

 

 
 
 
The date field will default to the current audit (business) date, which can be different from the calendar 
date depending on when you view the dashboard. 
 
The date field can be changed to a past or future date if required by updating the date field with the new 
date.  Press the enter key to move from the date field and update the dashboard. 
 
Users can select other dates to view in the dashboard. By entering a date or by selecting a date using the 
F8 Lookup in the date field, users can view the expected activity.  
 
Users can also use the left and right buttons to scroll through dates forwards and backwards one day at a 
time.  
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The blue TODAY button can be used to quickly return the Dashboard display back to the current business 
date when the Date field has been changed to a different date.  If the user pushes the today button when 
it is already on the current business date, the Front Desk Dashboard will refresh the screen.  
 
Alternatively users can key in the current business date in the date field and press enter to update the 
display. 
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Guest Reservations Display 

 

Status Toggle 

 

 
 
The left hand side of the screen provides users with reservation information for all Arriving, Departing and 
In-House Guests based on the date selected, based in the property selected. 
 
By repeatedly clicking on the Status Toggle button, Maestro will cycle through and display reservations 
that correspond to the status displayed.  
 
Each time the use enters the dashboard, the default will display all reservations. Maestro will display all 
reservations that are active for the day. Maestro will display all arrivals, departures and in-house 
reservations.  
 
Arrivals – Maestro will display all reservations that are scheduled to arrive, including arrivals that may be 
already checked in 
 
Departures – Maestro will display all reservations that are scheduled to depart, including departures that 
may already be checked out.  
 
In-House – Maestro will display all reservations that are currently in-house, regardless of arrival or 
departure date 
 

 
 
The default display is based on the Guest Last Name.  Users can change the display sort order at any 
time by double clicking on the column header which as a tilde (~) next to it that they wish to sort by.  This 
allows the information in screen to be displayed by Room Number, Arrival Date, Departure Date, Guest 
Type or by Guest Last Name. 
 
Alternatively, users can click on any of the headers listed above and press the F8 Lookup button. Users 
can then choose which field to sort by. Highlight the selection and press enter.  
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Listed Reservations 
 

 
 
Users can access guest reservations from the Front Desk Dashboard. To access a reservation, highlight 
a reservation and use the F5 Drilldown. When the cursor is placed in the Bld and Room Number field and 
F5 Drilldown is performed, users will directly access the reservation’s assignment chart screen.  
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Visual Indicators 
 

 
 
If a reservation has more than one room booked for a reservation, the indicator of a plus sign (+) will 
display between the Room and Arrival Date fields.  
 
If a reservation has a scheduled room move for that day, the indicator of “M” (M) will display between the 
Room and Arrival Date fields 
 
If there are reservations that are sharers, the indicator of “S” (S) will display to the right of the GstType 
field. If there are reservations that are a travelwith, the indicator of “T” (T) will display to the right of the 
GstType field. If there are reservations that are BOTH a sharer and a travelwith reservation, the indicator 
of “B” (B) will display to the right of the GstType field.  
 
Users can access the Sharer Rate Chart by clicking on the field and press F5 Drilldown.  
If a reservation listed has services listed in the Service Code Entry screecn, a Y will populate in the S 
field, indicating there are services listed. To access the Service Code Entry, place the cursor on the “S” 
field and press F5 Drilldown. Users can manage and edit the service codes from the Dashboard if there 
are service codes currently listed. If there are no service codes listed, users will be required to access the 
Service Code Entry screen from the Guest Reservation screen.  
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If a reservation listed has text in the Notes About Text field, a Y will populate in the “T” field, indicating 
there is text. To view the Notes About Text, place the cursor in the “T” field and press F5. This is a VIEW 
ONLY screen. For users to edit the Notes About Text, users must access the Notes About Text Box from 
the Guest Reservation screen and not the Front Desk Dashboard.  
 
Legend Toggle Button 
 

 
 
The colour of each reservation is based on the reservation status, if there is a VIP status assigned or if 
the reservation is for an Owner (used with the Owner Module). Select the LEGEND button to view a list of 
all available colours and the corresponding reservation status. 
 
If there are more reservations than can be displayed on one screen, Maestro will display a yellow plus 
sign to the right of the last guest reservation on screen.   To view a larger list of reservations, select the 
MORE GUESTS button.  This screen allows the user to Page Up or Page Down through the list of 
reservations as needed, using the Sort Option for all columns as required. 
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Guest Information 
 

 
 
Maestro will display key information about a reservation when highlighted in the list above.  If entered in 
the reservation, Maestro will show the reservation guaranteed by method, VIP status, a Waitlist indicator, 
the associated group / the associated company name as well as the reservation arrival time if entered.  
 
Search Name 

 

 
 
The Search Name field can be used to search part of the either the first or last name associated with a 
guest reservation as well as any additional names entered in the Additional Names screen.  Enter the first 
or last name and press the enter key.  The dashboard guests will automatically update with all matching 
guests based on the searched name within the date displayed.  
 
To search for all guests or a new name, use the space bar to delete the currently entered name and 
press the Enter key to display all guests. Alternatively, over key the old name with the new name, 
ensuring that the previous name is fully removed and press the enter key to search for a new guest. 
 
User can also search by room number. To search for an assigned room number, enter the room number 
in the Rm field. Maestro will display all reservations associated with the specified room, including sharer 
reservation and reservations that have multiple inventory within the property selected depending on the 
date specified and which Status Toggle has been selected.  
 
Wildcard searches can be used in the search name field. if the user type in an asterisk anywhere within 
the guest name then the purpose is to replace multiple characters and searches for the name. For 
example if the user where to type in “*son” and clicked on the OK button at the bottom then Maestro will 
search for any last name ending in “SON” based on the previous criteria’s selected.  
 
The other option is using the question mark within the Guest Name field; by typing a question mark 
anywhere within the last name Maestro will replace only one character within the searched name. For 
example if the user types in “L?ong” then Maestro will find all names starting with the letter L but ending in 
ong. 
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Quick Launch Buttons 

 
 
The five blue buttons on the top right of the screen, provide quick and easy access to commonly used 
Maestro screens: 
 

Space Chart Room Type Space Chart 
Tape Chart 1 or 2 Week Tape Chart, based on configuration 
Rapid Srch Rapid Search  
C Status Current Status 
Concierge  Concierge Services  

 
Space Chart 
 
By pressing the Space Chart button, the Room Type Space Chart displays. The Room Type Space Chart 
displays availability of each room type by date. Users can also search for rooms based on attributes and 
can start creating reservation from this screen.  
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Tape Chart 
 
The room number tape chart displays a visual representation of reservations have room numbers 
assigned. Maestro will display the assigned room, guest name and length of stay. 
 

 
 
  



 

 

 

 

Page 11 of 18 

Users can configure the Tape Chart quick menu button to display the tape chart to suit their property 
requirements. Go to Front Desk Maintenance | Setup | Front Desk Global 
 

 
 
By placing the cursor in the Default Room Number Chart field and pressing F8 Lookup, users can select 
from a list of tape charts to display.  
 

 
 
 
The Room Number Space Chart is a visual representation of the availability of specific room numbers. 
Maestro uses special characters such as asterisks (*) and chevrons (>) to denote when a room is 
available, occupied, arriving and departing. The characters denoting availability can be configured in 
Front Desk Maintenance | Setup | inventory Display Chars 
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By selecting the option of R – Room Number Space Chart or the option of # - Room Number Space Chart 
by Room #, the Room Number Space Chart will display as seen in the example below. By selecting “R”, 
the room numbers will display the next room available for assignment based on the system configuration 
for room assignment. By selecting “#”, the room numbers will display in ascending order, regardless of 
display order.  
 

 
 
By selecting T – Room Number Tape Chart, the Room Number Tape Chart will display reservations for 1 
week at a time.  
 

 
 
By selecting W – Room Number Two Week Tape Chart, the Room Number Tape Chart will display 
reservations for two weeks at a time.  
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Rapid Search 

 
By clicking on the Rapid Srch button, the Rapid Search screen displays. Users can search for 
reservations based on different criteria such as reservation status, client code, folio number, and phone 
number.  
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Current Status 
 
The current status screens displays the property’s CURRENT statistics. These numbers are dynamic and 
will update each time the screen is accessed or press the ReCalc button at the bottom of the screen if 
any changes occur.  
 

 
 
 
Concierge Services Screen 
 

The Concierge screen will allow users to 
access modules that are not part of the front 
desk module.  
 
The Concierge screen will allow the user to 
access the Client Profile Lookup (Client 
Profile), Lost and Found (Lost & Found), 
Switchboard (Switchboard) which is a more 
streamlined reservation search screen, Table 
Reservations (Table Rservations), Shuttle 
Service (Shuttle Service), Facilities (Facilities), 
Spa Services (Services), and Retail Point of 
Sales (Point of Sale) 
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Group Master Reservation Display 
 

 
 
The groups section displays all in-house groups if viewing the current business date. If the date is in the 
future, groups that are in-house during the period will be displayed.  The group name, arrival and 
departure date of the group master and the number of reservations on the rooming list, not including 
cancelled reservations will be displayed.  
 
By drilling down on the group name, arrival or departure date fields for any group, Maestro will display the 
group master reservation screen.   
 
By drilling down on the Rm List field, Maestro will display the Rooming List screen for the selected group.  
 
To view a larger list of reservations, select the MORE GROUPS button.  This screen allows the user to 
Page Up or Page Down through the list of Group Master Reservations as needed 
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Staff and Trace Messages 
 

 
 
Messages area shows all current and overdue messages for the dashboard clerk.  
Users may drill down to action any message directly from the dashboard.   
 
If the user has more messages than can be displayed on the screen, Maestro will display a yellow plus 
sign to the right of the last message on screen.   Select the More Messages button to view the received 
messages screen which displays a message preview of the first four lines of all non-confidential 
messages on the bottom of the screen.  Users can then action all messages as needed from this screen 
as well as create new trace messages.   Users will return to the dashboard screen when exiting the 
received messages screen. 
 
Property Statistics Display 

 
 
Projected figures are displayed in the lower right corner of the screen. The Projected figures are 
generated during the Night Audit and will not change during the day regardless of changes to 
reservations. These numbers reflect the current business or status at the top of the dashboard.  
 
Projected In House Guests shows the projected total number of guests who will be staying over. 
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Projected Arrivals includes all arriving reservations for the day regardless of whether they have arrived 
already. 
 
Projected Departures includes all departing reservations for the day regardless of whether they have 
departed or not.  
 
VIP In-house/Arr indicates the number of reservations with a VIP or Guest Status assigned for Arrivals or 
In-house reservations. An F5 Drilldown can be performed to view a list of VIP guests.  
 
Cut Off Groups will show the number of group masters that have a Cut Off Date equal to the current 
system date.  An F5 Drilldown can be performed in this field to allow users to audit all groups in advance 
of the night audit.  
 
Avail to Sell shows the total number of available rooms to be sold. 
 
% Occupied indicates the percentage sold that will be occupied based on all stay overs. 
 
Waitlist indicates the number of guest reservations that are currently in a waitlist status for the day. An F5 
Drilldown can be performed to view waitlisted reservations.  
 
Unassigned will show a count of any reservations that do not yet have room numbers assigned. An F5 
Drilldown can be performed on this field to review a list of reservations without a room number assigned. 
 
My Menu (Quick Menu) 
 

 
 
My Menu (Quick Menu) allows users to have quick access to the common screens used in Maestro. The 
list of screens are property specific and can be listed in any order. 
 
By selecting a guest reservation in the guest area of the dashboard, users can use the My Menu to 
access the specific options while bypassing the need to open the guest reservation screen first.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 

Page 18 of 18 

Below is a list of available screens that can be added to the My Menu setup. 
 

 
 
Note: If the My Menu option is not configured, please contact our Maestro Support Team @ 905-940-
1924 or support@maestropms.com 
 
 

mailto:support@maestropms.com

