
 Management Guide
Learn how Quore can help you manage your staff .
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For me, Quore is a one-stop shop for 
all the goings on in my hotel. I can 

see in real ti me how we are doing on 
the day’s work. Most importantly, I 
know everyone in the hotel is aware 

of any guest needs or issues.

“
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 Meet Quore
Welcome to Quore! In this secti on, we explain how to use Quore in your daily
routi ne, how to fi nd your way around, and briefl y introduce you to all of the 
system’s features in the Know Your Apps secti on.
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Th e Quore Advantage Th e Quore Management Routine

Check Daily Manager email to see 
yesterday’s acti vity. 

01
Check To Do List to make sure 
that nothing needs follow up. 

02

Check Logs to fi nd out the 
latest happenings at the hotel. 

03
Follow up with any Quore 
noti fi cati ons that you receive. 

04

Document guest complaints

Track hotel operati ons

Perform inspecti ons

Download reports

One of the most powerful things about Quore is that as you communicate, 
you also document. So when it goes into the system, you don’t have to 
worry about writi ng anything down later. 

To Do List

126 Fix Broken Sink

Daily Report

Logs

304 Noise Complaint

02:30

Slide to Open

02:30

Slide to Open

02:30
Follow Up: 

Call Mr. Jones in 233

PRO TIP
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Mobile Navigation The Quore mobile app keeps you aware of hotel happenings in real 
ti me. Remember to mark yourself on duty before starti ng your shift . 
This allows you to receive push noti fi cati ons for items assigned to you.

1

When you log in to the Quore mobile app, you 
will see your To Do List. This will show you all 
of your open items for the day. Tap the User 
Profi le.

2

This allows you to change your property (if 
applicable), change your on duty status, go to 
setti  ngs, get support, or log out. Tap on the 
gray area to return to the previous screen.

3

To navigate away from the To Do List, tap the 
App Switcher.

4

Select another app.
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Desktop Navigation
Aft er logging in at app.quore.com, you can navigate 
the system by using the opti ons in the right corner. 
Here are some details. Orange: Work Order

Maroon: Request

Green: 
Room Noti ce

Red: 
Complaint

Purple: 
Call Back Reminder

Click on your initals/
profi le picture, you 
will fi nd a menu with 
the On Duty switch, 
Account Setti  ngs and 
Log Out.

Returns you to the 
Dashboard. 

Clicking the questi on mark 
icon will allow you to access 
Quore Learn, the Support 

The dialog box icon sorts your guest and 
staff  messages. Guest messages will come in 
through the Connect App (an add-on feature 
in Quore) and staff  messages can be sent and 
received the Mail app.

The bell icon shows you all open 
items relati ve to your job positi on. 

Use the App Switcher to easily 
navigate from one app to 
another. 

Clicking on each color, will expand with more details 
about the item. 

PRO TIP
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Understanding the
Desktop Dashboard
As a manager, the Dashboard gives you quick look of 
what is currently open in guestrooms and what has 
been completed for the month.

Response Time: The ti me it takes from when a guest related Request or 
Work Order is posted to when it is started for the current year. 

Guest Sati sfacti on: Guest Sati sfacti on levels from follow-up callbacks 
for the last 30 days. 

Rooms Grid: See what is currently open in guestrooms. Clicking on a 
guestroom will allow you to schedule a callback reminder.

1

2

4

5 6

3

At a Glance: A monthly look at how many items your team is putti  ng 
into Quore. Red means your team is behind a set threshold. For more on 
setti  ng monthly thresholds reach out to our support team.

Log Book: Use this to communicate informati on to the enti re staff . 
Read posts appear in gray and unread in blue with a green dot. Clicking 
on an entry will display who has read it.

Acti ons: Mark yourself on duty, create a To Do, Room Noti ce, 
Complaint, Sales Lead, or a Log Sheet here. You can also search for 
directi ons or a lost & found item.

7

On Duty: See who is on duty. You can mark others off  duty if they 
forget to sign off  before they leave.

1

2

3

4

5

6

7
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Understanding the
Daily Manager Report
Each day you will receive a Daily Manager Report in 
your email. This report shows a snapshot of work 
completed the day before in Quore. 

Be sure your email address is correct in the 
My Account secti on.   

PRO TIP
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Know Your Apps To learn what each app can do for your hotel, use the links to go to 
Quore Learn. Or for a brief descripti on of all apps go to 
learn.quore.com/glossary/app.

Budget
learn.quore.com/budget

Calendar
learn.quore.com/calendar

Connect
learn.quore.com/connect

Directory
learn.quore.com/directory

CapEx
learn.quore.com/capex

Checkbook
learn.quore.com/checkbook

Inspecti ons
learn.quore.com/inspecti ons

Cleanings
learn.quore.com/cleanings

Inventory
learn.quore.com/inventory

Cleanings Plus
learn.quore.com/cleanings-plus

Logs
learn.quore.com/logs

Complaints
learn.quore.com/complaints

Lost & Found
learn.quore.com/lost-found

Mail
learn.quore.com/mail

News
learn.quore.com/news

PMs
learn.quore.com/pms

Readings
learn.quore.com/recurring

Rooms Book
learn.quore.com/rooms-book

Sales
learn.quore.com/sales

To Do
learn.quore.com/to-do

Reports
learn.quore.com/reports

Premium apps
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Viewing Records Most apps have records available in them. Use the App Switcher then 
click Records to fi nd what you need. Here, we will use the To Do app 
as an example. 

1 2 3

Click All Records – List View to see completed Work Orders, 
Requests, Tasks, and Sati sfacti on Calls.

This list can be sorted by priority, date or type.Open the To Do app from the App Switcher. Click the 
+ New page butt on.

Looking for records for Complaints, PMs, or Lost & Found or anything else? 
Go to the respecti ve apps to see completed work for those items.  

PRO TIP
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 Manage Your
 Employees
The Employee Directory is where you will see all of your staff  with 
Quore logins listed. If you noti ce any staff  missing be sure to add 
them in. 

DIRECTORY APP



 12

MANAGEMENT GUIDE

Adding a New Employee

1 2 3

Click New Employee Entry. Fill out the form and click Create User when fi nished. 
Be sure to record the usernames and passwords so you can 
distribute them.

Aft er employees are added you can click on their name to view their 
profi le. Here you can view work records, track att endance, and add 
comments on the employee. 

Open the Directory app from the App Switcher then 
click the + New page butt on.
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 Manage Your
 Daily Work
As a manager, check the To Do List to see what is happening at the 
hotel and what needs followed up. This secti on walks through how 
to use the To Do List, Work Orders, and Requests. 

TO DO APP
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Understanding the
To Do List
It all starts with the To Do List. Here is a desktop view 
helping you understand the page. 

View next day 
To Do List.

Blue means an 
item is in progress.

Filter by type.

The date represents the 
due date. Red means an 
item is past due. 

The tags represent the 
to do item type.

Request
Complaint

Work Order 
Task

For mobile instructi ons visit learn.quore.com/to-do
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Understanding the
Request Form
Fill in these fi elds to create a Request. Some fi elds 
default to certain opti ons to help save ti me, but every 
fi eld can be changed. 

Add any relevant notes.

Click Post To Do to send the 
Request to the assignee.

Select an item.

Select a locati on.

For mobile instructi ons visit learn.quore.com/requests
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Creating a Request The Request To Do type will be selected when a guest needs towels, 
pillows or any other items commonly requested. Follow these steps to 
create a Request.

From the To Do app, select the + New page butt on. Fill out necessary informati on . Click Post To Do. 

1

Click the Request icon.

3

For mobile instructi ons visit learn.quore.com/requests

2
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Understanding the
Work Order Form
Fill in these fi elds to create a Work Order. Some fi elds
default to certain opti ons to help save ti me, but every
fi eld can be changed.

Changing the Requested By dropdown from Staff  Member to Hotel Guest 
will trigger escalati on push noti fi cati on alerts to department heads within 
30 minutes and to management aft er 45 minutes if the work order is not 
addressed. 

Add any relevant notes.

Click Post To Do to send the Work 
Order to the assignee.

Select an issue.

Select a locati on.

PRO TIP
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Creating a Work Order

From the To Do app, select the + New page butt on. Fill out the Work Order form.  Click Post To Do when complete. 

Use Work Orders to let people know what is broken. Follow these 
steps to create a Work Order.

Click the Work Order icon. 

For mobile instructi ons visit learn.quore.com/to-do

2 31
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 Track Guest
 Complaints
From the ti me a Complaint is reported to the follow up, Quore 
has you covered. When Complaints are posted, Quore will make 
everyone aware.

COMPLAINTS APP
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Understanding the
Complaints Form
Fill in these fi elds to create a Complaint. Here is an 
overview of the Complaint form.

Enter guest informati on with 
Guest Name, Guest Contact, 

Guest Loyalty Number.

Select Check-In and 
Checkout Dates.

Select whether the guest is in 
house or not. 

Select the problem or problems

Leaving the complaint unassigned will sti ll alert general managers, 
assistant general managers, operati ons managers, and front desk 
managers. Additi onally, if you assign the complaint to a user outside of 
those roles, that person will also receive the noti fi cati on.  

Click Add Complaint to alert 
the assignees and to post the 
Complaint to the Dashboard.

For mobile instructi ons visit learn.quore.com/complaints

PRO TIP
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Creating a Complaint Complaints can be created from the Dashboard or on the mobile, 
but here we will walk you through how to create one through the 
Complaints app.

2

Open the Complaints app.

3

Click the + New page butt on. 

1

Complete the form and click Add Complaint. 

For mobile instructi ons visit learn.quore.com/complaints
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Closing a Complaint When a Complaint is closed in Quore, you will be able to mark if the 
guest was given anything for their trouble, the revenue lost, their mood, 
and any notes. You can also create a follow-up task to contact them 
before they leave.

2

Open the Complaints app.

3

Open the resolved Complaint and click Close Complaint. 

1

Fill in the resoluti on details and click Finish. If giving reward 
points, be sure to put the value and not the number of points on 
the value line.

For mobile instructi ons visit learn.quore.com/complaints
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 Inspect 
 Common Areas
The Inspecti ons app is where you can digitally inspect the hotel in 
real ti me. Add a comment to a line item, take a photo and assign a 
task with just a few taps.

INSPECTIONS APP
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Completing an Inspection

1 2 3 4

Tap the + butt on and Start Inspecti on. Select your property, inspecti on template and tap 
Start Inspecti on. 

Expand the categories and tap once to pass an 
item, twice to fail it, and three ti mes to N/A it. 
Tap Complete when fi nished. 

From the App Switcher, tap on the 
Inspecti ons app. 

Follow these steps to complete an inspecti on. Any failed item will 
create a task to the assigned department. Be sure to create templates 
on the desktop before performing these steps.

For mobile instructi ons visit learn.quore.com/inspecti ons
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View 
Reports
The Reports app is where you will go to view data collected from 
diff erent apps within Quore. Get insights and track trends on 
demand or convert a report to a printable format. 

REPORTS APP
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Viewing Reports You can download the report as a CSV (editable format in programs 
such as Excel) or a PDF (which is viewable, but cannot be edited). Once 
you have downloaded the report, you will be able to print it.

2

Open the Reports app. 

3

Search the Report Library or use the Category Filter to locate 
the report you need.  

1

Select your property then pick a date range (if applicable). Click 
Run Report. 



About Quore
Quore is a service optimization platform that helps hotels use to run 
their day-to-day operations more efficiently. Our product improves 
communications between guests and staff by streamlining housekeeping, 
guest relations, engineering and every other aspect of running a hotel.

© 2021 Quore, LLC. All Rights Reserved.  27
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Visit Quore Learn at learn.quore.com to 
search by keyword. Contact our support 
team 24-7 at +1 (877) 974-9774 or 
support@quore.com. 

Questions?
You’re Trained!
Now that you have completed the management 
training, log on the desktop and go to the My Account 
section to update any important information including 
time zone, preferred language or your password. Get 
ready to experience the Quore difference!

Be sure to review the Front Desk, Housekeeping, and 
Engineering Department Guides to learn how they will 
be using Quore.


