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Introductions



Why the Custom Dashboard? 

Radisson Challenges:  
● Reporting is a lengthy and timely exercise. 
● Challenge to give the right stakeholders access to the right analysis.
● Difficult to have insights on different company levels. Global, Area, Country, Hotel. 

Advantages of the dashboard:
● Data democratization – making it more easy and quick to consume and extended 

access to not only active users (global and local Consumer PR teams) but also internal 
stakeholders and leadership

● Reporting resources and time savings 
● Data live tracking Vs KPIs and LY, YT and projected growth comparison
● Hotels access – tangible view on benefits of investing into media coverage and 

influencer marketing, making them more keen to support global and local PR teams 
with hosing media & influencers



Mock Dashboard

https://www.figma.com/proto/EoThWJnq6U6pa7oQyejyP7/Radisson-Hotels?page-id=1995%3A5192&node-id=1995-5193&p=f&viewport=-796%2C1630%2C1.63&t=IFbsgxlAegDo8dFV-1&scaling=scale-down-width&content-scaling=fixed&starting-point-node-id=1995%3A5193&show-proto-sidebar=1
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Klear Playbook
Setting up Klear to support Custom 
Dashboard



What is the Klear Playbook?

This playbook is designed to be a step by step guide to managing data from your creator 
campaigns in Klear and ensuring that data filters into your Klear Custom Dashboard. This 
guide covers four areas:

● Tagging creators
● Naming campaigns
● Labeling campaigns
● Adding a time frame

Radisson regions, countries and hotels will be measured according to the data in the Custom 
Dashboard so it’s important that creators and campaigns are categorised in Klear correctly.

This playbook does not cover the full Klear workflow. For now, it only reflects the features 
which need to be used to power the Custom Dashboard. Overtime, the playbook will be 
extended to encompass a broader range of Klear use cases and functionalities.



Tagging Influencers

All potential and existing creators should be 
assigned the following Tags:

● Potential or Existing
● Area*
● Country*
● Category (e.g lifestyle, art & design)

And…

● Friend of House (should be assigned 
to Friend of House creators only)Example:

*Area and Country should be based on where the creator is from.



Campaign Naming Convention

All campaigns should be titled in the 
following format:

Area - Country - Hotel Name - Campaign 
Name

If the campaign does not refer to a specific 
hotel then the format should be Region - 
Country - Campaign Name



*Hotel Type = 
● Global Flagship
● Local Flagship
● Icon Property
● Others

Labelling Campaigns (1/3)

All campaigns should be assigned 
Campaign Labels:

Campaigns on hotel 
level should be 
assigned:

● Area
● Country
● Hotel Name
● Hotel Type*

Campaigns on 
country level 
(location campaigns) 
should be assigned:

● Area
● Country
● Hotel Name (all 

hotels in that 
country)

● Hotel Type*Global Campaigns:

Reach out to Nataliya 
and Helena with 
details of campaign. 
These will be set up 
with assistance of 
Meltwater team.See examples on following slides…



Labelling Campaigns (2/3)

Example (Campaigns on hotel level):

As mentioned on a previous slide, all campaigns should be titled in the following format:

Area - Country - Hotel Name - Campaign Name

….and for Campaigns on hotel level, campaign labels should reflect this format too (minus the 
campaign name)



Labelling Campaigns (3/3)

Example (Campaigns on country level…… remember to label all flagship/icon hotels in 
that country):



Adding an influencer’s budget

You should enter your influencer’s budget in 
the relationship tab

=

This enables Klear to calculate ROI metrics 
(CPE, CPM, Social ROI) for the campaign 
and each influencer. These metrics will be 
mirrored in the Custom Dashboard.



Adding a campaign time frame

You should enter a time frame for your 
campaign in the Edit Campaign tab. 

Scroll to Time Frame and 
enter your start and end 
date.

This is very important because if you leave the time frame empty Klear will default to ‘All time’ 
meaning it could potentially include content from outside the campaign period, skewing your results.



Appendix - Campaign Labels

Area and Country Labels:

Hotel Types:

Global Flagship
Local Flagship
Icon Properties
Others



Appendix - Campaign Labels

Hotel Names:



17
meltwater.com

Questions?
Setting up Klear to support Custom 
Dashboard
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Gigapay Playbook
How to pay your creator partners



Pay Creators 
Anywhere, 
On Demand

Real-time payouts in EUR, GBP, 
USD, plus 18 other currencies

Easily onboard influencers 
in 40+ countries

Offload compliance to Gigapay

“Super smooth service, got 
paid without any problems!”

“You are very fast 󰗲”

“Never been easier to get 
paid!”

NPS

89

gigapay.co



Paying Your Klear Influencers 
Through Gigapay
To pay influencers, you’ll need to export the information below from Klear and import it into your 
Gigapay portal via the template found here. 

• Required Information: Full Name, Email Address, Invoiced amount, Currency, Country

• Not Required (but highly recommended): Cell Phone Number, Payment Description

https://docs.google.com/spreadsheets/d/1HwptOzxX0LKYN-bOdEHo0aFVtg7K5N0o/edit?usp=sharing&ouid=105763519477562021973&rtpof=true&sd=true


Use Contact Info to ensure the 
following are captured for each 
influencer: 

• Full Name (required)
• Address (country required)
• Phone Number (not required)

Use Email to ensure all email 
addresses are captured.

Use Budget to capture the 

invoiced amount each 

influencer should be paid 

Step 1- Prepare Your Information in Klear 

From the Members tab in your campaign, switch to Relationship view. 



 Prepare Your Information in Klear Cont. 

Use Custom Variables to capture the 
currency influencers should be paid in.

 Click 'Manage Custom Variables,' and fill in the data 
(e.g., USD, SEK).



Once ready, select Export Members from the 
Share button in your campaign.

Step 2- Export From Klear  

Customize Columns to select the information you 
need and then Export Members.



Transfer the data from your Klear export into the Gigapay payment file found here (make a copy).

Step 3- Transfer Payment Information Into Gigapay File

Update the Description field to explain the purpose of the payment and include a PO number for your 
records (if applicable). Note: This is visible to influencers, so we recommend using the campaign 

name.

https://docs.google.com/spreadsheets/d/1HwptOzxX0LKYN-bOdEHo0aFVtg7K5N0o/edit?usp=sharing&rtpof=true&sd=true


Upload your payment file and + Add to list. Note: 
Your file must be in xlsx format to import properly.  

From your Gigapay dashboard, select New Payment.  

Step 4- Make Payments through Gigapay 



The data will be added to your  Payment list. At the bottom of the page, select Create payments.



Make Payments through Gigapay Cont.

If you have a payment wallet, select Back 
to Home to return to the home screen and 
view your updated wallet balance.

If you don’t have a payment wallet set up in 
Gigapay, select Generate invoice to pay your 
balance to release the funds.  



You’ve successfully paid your influencers! 

Once you’ve payments have been released, you can check the Payment status to see the latest updates. 



Start Demo

https://gigapay.navattic.com/d51o0unq
https://gigapay.navattic.com/d51o0unq
https://gigapay.navattic.com/d51o0unq


30
meltwater.com

Questions?
How to pay your creator partners
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Explore Playbook
Tagging in Explore to support the 
Custom Dashboard



What is the Explore Playbook?

This playbook is designed to be a step by step guide to managing data from the Meltwater 
Explore searches and ensuring that data filters into your Consumer/Corporate PR Custom 
Dashboard. This guide covers three areas:

● Find the right searches in Meltwater Explore 
● Tag content for the Consumer or Corporate PR dashboard
● Remove irrelevant content

Radisson regions and countries will be measured according to the data in the Custom 
Dashboard so it’s important that articles are categorised in Meltwater Explore correctly.

This playbook does not cover the full Meltwater Explore workflow. For now, it only reflects the 
features which need to be used to power the Custom Dashboard. 



Find the right searches in Meltwater Explore

If you login to the Meltwater Explore 
platform you need to take the following 
steps to find your relevant area search. 

1. Navigate to Explore in the menu on 
the left.

2. Go to the label Custom Dashboard 
on the left.

3. Select the search for your specific 
region. 



Set the right parameters for your search before tagging

Once you are in the search you need to 
set the parameters before you start 
tagging the content. 

1. The countries are already 
predefined by Meltwater, based on 
a list received from Radisson. 

2. Set the right time period. Ideally 
the tagging needs to take place at 
least once a month, at the 
beginning of each new month, but 
it’s always possible to tag more 
often. 

3. Make sure you use the custom 
time period selection to select the 
last month (in this case January).



Tagging Consumer & Corporate PR Content

Now you can start tagging the content either 
Consumer PR or Corporate PR. The content is 
visible on the left and will automatically be tagged 
by the system as both Corporate PR and 
Consumer PR. 

Therefore you need to do the following: 
● If the content is Consumer PR, please 

remove the Corporate PR tag by clicking on 
the remove option. 

● If the content is Corporate PR, please 
remove the Consumer PR tag by clicking 
on the remove option. 

● If the content is irrelevant please remove 
both the Corporate and Consumer PR tag 
by clicking on the remove option.

All content tagged in Meltwater Explore will be 
included in the numbers of the custom dashboard.



Tag Top Articles

In case an article needs to be shown as a top 
article for that specific Area an additional tag 
needs to be added

Therefore you need to do the following: 
● Hoover over the article and click on the tag 

option on the top right in the article box. 
● Select the tag; Custom Dashboard - Top 

Article
● The articles will now automatically be visible 

in the Top Article section of the Global 
dashboard and the respective Area and 
Country dashboards.



Few things to keep in mind to make the dashboard a success 

It’s important to make sure you are aware of the following: 
● If nobody tags the articles the articles will automatically end up in both the Consumer and 

Corporate PR dashboard and will affect the KPIs in the dashboard. Therefore this workflow 
is essential for data hygiene and essential for making the custom dashboard a 
success. 

● If (online) articles are missed please share the list of urls with us so we can both; add the 
articles manually, but also check why they are missed and make sure we track these sources 
next time. 

● By tagging the articles the content will automatically roll up to the Global dashboard, the right 
Area dashboard and the right Country dashboard based on location. 

● The in month numbers can be a bit off, since it could be that tagging still need to take place for 
that specific month. 

● Any general feedback about the content coming in through the searched please flag this with 
the Meltwater team directly.

My suggestion would be, that there is a fixed day in the month (let’s say the 7th of each month) that 
tagging needs to be finished for every Area. This means that on the 7th of February all KPIs for 
January are accurate, trustworthy and ready for reporting. 
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Questions?
Setting up Klear to support Custom 
Dashboard


