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amending resident records in 

coolcare. 
The Residents section on CoolCare is where all resident records are stored and the location of where you manage the 

resident records.  

Once you’ve added a new resident, you’ll be able to navigate through their general information, documents, room 

history, this guide will show you the different options and how to get the most from the resident area on CoolCare, for 

more information on admissions, contacts etc; please use the specific guides. 

amending a resident record. 
To locate, add or amend a resident’s details such as their name, date of birth, marital status etc you’ll need to access 

the residents’ record from the resident list. 

To find the resident record:  

• Navigate to the Residents - Resident Records 

• Find the resident in the records list or by using the search bar 

• Click on the record to open it 

• It will open on the General tab – here you will find the resident’s details. Once you’ve made your changes click 
the Save button at the bottom of the page. 
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other details. 
On the General tab of the resident’s record there is a section at the bottom called Other Details. These are details that 

are not necessarily personal details but are details which may be of use to the care home. Details such as the 

resident’s previous occupation and their religion can be stored here, as well as their National Insurance number and 

NHS number. 

 
 

uploading a resident photo. 
• Navigate to Residents – Resident Records 

• Locate the resident in the list or use the search box to find the record 

• Click Upload Photo 

• Locate the photo of the resident you wish to upload on your computer 

• Please Note: The photo must be a .jpg or .jpeg file. 

• Select the photo and click Open, the photo will be uploaded to the record and shown on-screen 

• If you need to update the photo you can click Change Photo at any time 

 

Please Note: If the uploaded photo is appearing sideways, check the orientation by opening the picture on your 

computer and edit/retake the picture if necessary. 

 


