Q
Creating an Inspection Template

Learn how to create an inspection template on the desktop.

1. Log in to Quore on the desktop.
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2.Click on the App Switcher.
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Creating an Inspection Template Continued

4. Click Templates.

5. From the Templates page, click the +icon.

¥ o¢ @

Templates

Frequency Usedby Created by Created On
Quarterly 0 Hotels You 25-Mar-2025 Details
Quarterly Mar2025 | Details
Quarterly M .

mits/License Annually 0 Hotels You 25-Mar-2025 Details

6. Next, enter the template details on the Create Template page.

Create Template

Name

Description (500 characters max)

Property

MecDonald Inn and Suites @ -
Used by

Property Management (Your Properties) v
Wha will be using the inspection
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Q
Creating an Inspection Template Continued

7. Select the department who will use this inspection in the Used by field.

Select the appropriate option for each step.

Property
McDonald Inn and Suites @

.
McDonald Inn and Suites @

ueney
Inspecti v nytim
eminder  Show Rooms. Delay Muitip!
0 Yes v No No
Inspe

Cancel Create Template

9. You can also use the Reminder section to receive an alert in your To Do List before the due date.
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Creating an Inspection Template Continued

10. Select Yes from the Show Rooms dropdown to add a rooms grid to your Inspection or Checklist.

Fropeny

McConald Inn and Suites @ v

Insp/Checklist Frequency
Inspection v Monthly

Reminder Show Rooms Delay Tasks Multiple Fails
25 Yes| N v Ne

Cancel Create Template

11. When you are done, click Create Template.

McDonald Inn and Suites @ o

eetion
Insp/Checklist Frequency

Inspection v Monthly ~
Reminder Show Room: Delay Task Multiple Fails

Cleate Template

12. To complete the creation process, on the next page begin to build your template by entering a step in the

text box. Click anywhere to save.

Templates

Kitchen Deep Cleaning Inspection

Counters are cleayand sanitized

Nocategary Subcategory Management Required Default to Pass

Add Category | Add Step
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Creating an Inspection Template Continued

13. Choose a department for a task to go to if the step is failed.

Q T ———

Templates

Kitchen Deep Cleaning Inspection

14. Assign point values to each step in the Points field.

Q §5 Inspections v

Templates

Kitchen Deep Cleaning Inspection

15. Mark the step as Required or leave this box unchecked to make it not required. Select Default to Pass if

you want the step to be pre-checked. Default to Pass steps cannot be marked as required.

33 Inspections 6]

Templates

itchen Deep Cleaning Inspection
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Q
Creating an Inspection Template Continued

16. Click the ellipsis (three dots) beside the step to Edit, Duplicate, or Delete the step.

aaaaaaaaa

17. Click Add Category to create categories for your steps to go into. Type in the category name. Click
anywhere to save automatically.

18. Click the ellipsis (three dots) beside a category to Add a Subcategory if desired. Click anywhere to save.

Templates

Add Category Add Step
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Q
Creating an Inspection Template Continued

19. After clicking the ellipsis (three dots), you will see all options found within the category.

spections e o

Ige and Freezer

20. Continue adding steps until the template is complete. Navigate back to the Templates page in the
Inspections app to view and edit your template.

quore.com Q qQuore



