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Introduction
This whitepaper gives you an in-depth look at the LISTSERV Maestro Dashboard and it explains
how you can use this tool to facilitate your job management and monitor your communication
performance. The LISTSERV Maestro Dashboard is a powerful interface that puts you in the
driver’s seat, with your most vital statistics at your fingertips. The Dashboard is completely
customizable, giving you the ability to choose which information is most important to you,
resulting in expanded knowledge and control over your email communication performance.
Consolidating your most important statistics onto this single interface does not mean that you
have to forgo efficiency. The LISTSERV Maestro Dashboard offers drill-down and roll-over
capabilities, with a simple yet thorough representation of the results of your communication
strategy. Simply put, the Dashboard gives you the most advanced visual representation, a
flexible design, fast and simple access to your data, and countless features for monitoring realtime results. Thanks to the LISTSERV Maestro Dashboard, you’ll acquire an insightful
perspective into your mailings, enabling you to create a more consistent and effective
communication strategy.

Top 5 Reasons to Use the Dashboard
1st As a data administrator or marketing professional, you’re able to have a visual and up-todate overview of your most important email activities and metrics in one spot.
2nd From real data to action, the Dashboard improves productivity, the quality of your email
messages, your brand image, and your email results.
3rd You can create multiple Dashboards so you can easily manage and monitor several
communication strategies.
4th You can organize Dashboard sections in order of importance and add new or remove
unnecessary reports, giving you the ability to monitor problem areas and make timely
decisions about any necessary or future actions.
5th When using the Dashboard, you can assemble and modify your customized report
collection, consisting of the most important reports for you at any given time.

Maximizing the Dashboard’s Efficiency
The flexibility of the Dashboard makes it an integral tool for all users. Depending on your duties
and involvement in the campaigns, you can add, remove, and re-arrange sections to ensure that
the Dashboard displays the information that is most relevant for your situation.
The following sections contain examples of how a specific type of user might use the Dashboard
to monitor their communication strategy. After taking a look at these examples, please refer to
the Customizing the Dashboard and the Creating Multiple Dashboards sections for information
on how you can customize and create your own Dashboards in LISTSERV Maestro.
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Using the Dashboard for Data Administration
If you are a Data Administrator and your biggest concern is monitoring your subscription
statistics, then you might want the following sections displayed on the Dashboard:


The Currently in the System section, which summarizes the jobs and data available to you.



The Recently Visited section, which provides links to the most recently visited jobs, reports,
and datasets in the current session.



The Jobs Due Next section, which shows a list of jobs that are currently open and that have
an upcoming due date (if defined).

In addition, you may want to add these reports:


The Membership Statistics report and/or Subscriber Statistics report for your datasets
and lists so you can monitor membership and subscriber statistics.



The Delivered Recipients Statistics report so you can monitor bounce rates.
Figure 1: Example of a Data Administration Dashboard
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Using the Dashboard for Campaign Management
If you are a marketing campaign manager and your biggest concern is monitoring your email
communication performance, then you might want the following sections displayed on the
Dashboard:


The Recent Deliveries section, which shows a list of jobs that were recently delivered,
failed, and/or closed.



The Current and Upcoming Deliveries section, which shows a list of jobs that are currently
being delivered or are authorized for future deliveries, as well as failed jobs that have not yet
been handled.

In addition, you may want to add these reports to the Dashboard:


Each time a new job is delivered, you can view the Quick Report for that job by clicking on
that job’s link in the Recent Deliveries section. You can easily add any Quick Report to the
Dashboard if it holds a specific interest to you.



If applicable, you could also add a job’s Forward-to-a-Friend report to the Dashboard.
Figure 2: Example of a Campaign Management Dashboard

Using Multiple Dashboards
If you have multiple duties that include both data administration and campaign management,
then LISTSERV Maestro allows you to create and switch between multiple dashboards, each
displaying the information that is most relevant for your particular duties at the time.
For information on switching between Dashboards, see the Switching Dashboards section.
For information on creating multiple Dashboards, see the Creating Multiple Dashboards section.
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Customizing the Dashboard
In LISTSERV Maestro, you can have several independent Dashboard configurations. Each
Dashboard can contain its own unique set of default sections and/or reports. These sections can
be easily rearranged and added so that the most important information appears at the top. For
example, perhaps you are interested in seeing an overview of all jobs and subscriptions; maybe
you want to focus on a particular category of jobs; or perhaps you would like to monitor the
activities related to a particular dataset or even a single list. With the LISTSERV Maestro
Dashboard, all of this is possible. In fact, you can even add reports to the Dashboard, giving you
immediate access to your most important report statistics.

Updating the Dashboard’s Data
To update the data displayed on the Dashboard, click the Refresh link. The date and time of the
data being viewed is shown next to this link.
Figure 3: Refreshing the Dashboard

Note: The Refresh link does not update the data for any Dashboard reports. Dashboard reports
will automatically update their data in regular intervals.

Editing the Dashboard’s Name
To edit the name of the Dashboard currently being displayed, click on the Dashboard menu,
and then select Edit Dashboard Name.
Figure 4: The Edit Dashboard Name Option

The Edit Dashboard Name screen opens. Enter the new name for the Dashboard and click
[OK].
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Figure 5: The Edit the Dashboard Name Screen

Changing the name of the Dashboard is a great way to keep track of what each Dashboard
represents. For information on creating multiple Dashboards, see the Creating Multiple
Dashboards section.

Hiding/Showing Dashboard Sections
When using the LISTSERV Maestro Dashboard, you’ll notice that it is divided into multiple
sections that can be re-organized quite easily. For instance, you can move any section up or
down in order of importance, hide sections that don’t interest you, and show only those that do.
Changes to the Dashboard are constant from session to session, which means that any
rearranging you do or reports that you add will be available each time you log in. The Dashboard
sections are:
 Currently in the System – This section contains the general statistics for your account,
such as jobs in progress, number of jobs completed, etc.
 Recently Visited – This section provides shortcuts to the most recently used jobs, reports,
etc., making it easy for you to resume work in one area if you interrupted it to visit another
area. The areas visited will also be available in the Back To menu on the Toolbar.
 Jobs Due Next – This section contains a list of jobs that are currently open and that are due
next for authorization. This section does not show any jobs that have an “Authorize Due By”
date configured.
 Current and Upcoming Deliveries – This section contains a list of jobs that are currently
being delivered and that are scheduled for an upcoming delivery. From this section, you can
also view any failed jobs that have yet to be closed or re-opened.
 Recent Deliveries – This section contains a list of jobs that have been recently delivered
and jobs that have attempted delivery but failed.
Each Dashboard section can be hidden or moved. The “x” box ( ) in the top right corner of each
section will hide that particular section. The up and down arrows (
) in the top and bottom
right corners will cause the section to trade places with the section above or below it. In addition,
to display or hide a section, you can click on the Dashboard menu, and then select Hide/Show
Default Sections.
Figure 6: The Hide/Show Default Sections Option
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The Hide/Show Dashboard Sections screen opens.
Figure 7: The Hide/Show Dashboard Sections Screen

To show a section, check the box associated with that section, and then click [OK]. The newly
revealed section will be placed at the bottom of the Dashboard and can be moved up to the
desired location.

Managing Dashboard Reports
Dashboard reports are for users who want immediate access to key email reports and statistics
at a single glance, helping you make better decisions for any future email communication
initiatives. Once a report is placed on the Dashboard, you can drill down to problem areas,
share success stories and best practices with your team, and quickly adjust your email
campaigns. In addition, with one click, you have full access to the report for closer inspection.
LISTSERV Maestro gives you the ability to add up to 20 reports to the Dashboard. Each report
is displayed in its own section, showing a "miniaturized" version of the report, and each report is
automatically updated when new data is available.

Adding Reports to the Dashboard
To add a report to the Dashboard, go to and view the actual report that you want to add, and
then click on the Report menu and select Add Report To Dashboard.
Figure 8: The Add Report To Dashboard Option
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Click [OK] to add the report. If you want to view the added report on the Dashboard, click the
Back To menu, and then select Dashboard. The report section will be located at the bottom of
the Dashboard.

Re-Organizing Dashboard Reports
To move the report, you can use the up and down arrows (
). If you add another report to the
Dashboard and move it up to the location directly below the first report, then the two reports will
be displayed side by side. New left/right arrows (
) are displayed for each report, giving you
the ability to move the reports left and right. If you move the report up or down, each report will
again be on a line by itself and these new arrows will no longer be available.
To remove a report from the Dashboard, simply click the “x” box ( ) located in the upper right
corner of that report section.
Figure 9: Re-Organizing Dashboard Reports

Viewing Additional Report Details
To view more details on the report, simply hover your mouse over the report.
To view the full report with all details on its own screen, click on the report. Once you have
opened the Dashboard report, you can change the view settings; however, these changes are
only temporary and only apply to the current report details. To apply these changes to the report
on the Dashboard as well, click on the Report menu, and then select Apply Settings to Report
on Dashboard.

Renaming the Dashboard Report
To rename the report on the Dashboard, click on the report title, enter the new name in the text
box, and then click [OK].
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Figure 10: Renaming the Dashboard Report

Switching Dashboards
If you have more than one Dashboard and would like to display a different Dashboard other than
the one currently displayed, then you can simply click on the Dashboard menu and select
Switch Dashboards.
Figure 11: The Switch Dashboard Option

The Switch Dashboard screen opens.
Figure 12: The Switch Dashboard Screen
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From this screen, select the Dashboard you want to use in your current LISTSERV Maestro
session. The currently selected Dashboard is emphasized in the list of available Dashboards. To
select a different Dashboard, simply click on the name of the Dashboard.
Note: The choice you make here will only apply to the current session. This means that any
parallel sessions that you may have open in other LISTSERV Maestro windows can have their
own current Dashboard displayed.
To cancel and return to the current Dashboard, click [Cancel].

Deleting Dashboards
If you have multiple Dashboards and would like to delete the currently displayed Dashboard,
click on the Dashboard menu and select Delete Current Dashboard.
Figure 13: The Delete Current Dashboard Option

Click [OK] to confirm the deletion of the current Dashboard.

Creating Multiple Dashboards
Users can define and configure several Dashboards, each with a unique collection of standard
sections and reports. Once these Dashboards are created, a user can easily switch back and
forth between these Dashboards.

Copying the Current Dashboard
After customizing the Dashboard, you can create a new Dashboard based on your changes. To
do so, click on the Dashboard menu and select Copy Current Dashboard.
Figure 14: The Copy Current Dashboard Option
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The copied Dashboard is displayed.
Figure 15: Example of a Copied Dashboard

To rename the Dashboard, simply use the Edit Dashboard Name option on the Dashboard
menu. For details, see the Editing the Dashboard’s Name section.

Creating a New Dashboard from Scratch
To create a brand new Dashboard from scratch, click the Dashboard menu and select Create
New Dashboard.
Figure 16: The Create New Dashboard Option
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The new Dashboard is displayed with the default sections showing.
Figure 17: Example of a New Dashboard

For details on customizing the newly created Dashboard, see the Customizing the Dashboard
section.

References
LISTSERV Maestro User’s Manual
http://www.lsoft.com/resources/manuals.asp

L-Soft Whitepaper

Dashboard | 11

