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Creating a Complaint (Desktop)

Learn how to create a complaint from the desktop. Documenting complaints supports service recovery when

guests are upset.

1. Log in to Quore on the desktop.
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2. Click on the App Switcher.
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3.Click Complaints app.
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Creating a Complaint (Desktop) Continued

4. Click +New.
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5. Enter in the complaint details on the Add Complaint page.
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Add Complaint _

Guest Name: Enter guest

Guest Contact:  Enter guest phone number Enter guest email
Guest Loyalty Enter guest loyalty number

Number:

Check-in: Checkout:

Guest Mood: = Select most appropriate - v

In House: No v

6. Make sure to select Yes for the In House field if the guest is currently checked in. You will then be prompted
to select their room number.
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Guest Loyalty Enter guest loyalty number

Number:

Check-in: 09-Jul-2025 Checkout: 12-Jul-2025

Guest Mood: Extremely Upset v

inouse

Room 11 v

Problem: Selact proble —— =
Details: Please describe the quest issue in detail and what they would like to happen...
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Creating a Complaint (Desktop) Continued

7. Select a problem. You can select more than one problem if needed.
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8. If you need to give more context about the complaint problem, use the Details field to input
additional details.
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Problem: -
Detalls: lease describe the guest Issue in detall and what they would like to happen.

9. Assign the complaint to a specific user or leave the complaint unassigned. Leaving the complaint unassigned
will still alert general managers, assistant managers, operations managers, and front desk managers.
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+ New
Detalls: Guest said room is dinty (specifically mentioned bathroom and said living area chair was
Assigned to: Joe Rollings. o
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Creating a Complaint (Desktop) Continued

10. Click Add Complaint when finished. Alerts will be sent out to the appropriate parties if they have their
phone number or email in their account settings.

0@ @

|

quore.com Q qQuore



