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Adding New Residents to 

CoolCare 
The Residents section on CoolCare is denoted by its green colour. This is where all resident records are stored in 

CoolCare 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 how to manually 

add a resident record on to CoolCare, for more information on admissions, contacts etc; please use the specific guides. 

Resident Records 
On CoolCare you can admit residents from an enquiry or by creating a Resident Record from scratch. This guide will 

look at the latter, adding residents manually, you can import a CSV list of residents but please check the CSV Upload 

Guide for information.  

To admit a resident from an enquiry, please see the CoolCare Enquiries Guide.  

To insert a resident straight into the system, without using an enquiry, you will need to be in the list of Resident 

Records.  

To insert a resident record, follow the steps below.  

• Navigate to the Resident Records 

• Click Insert 

 

 

 

Select insert to add a new 

resident record 

Select Residents and 

Resident Records 
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• First you will need to add an admission date and room and bed number, you can also add a potential discharge 

date if known 

 

• Fill out all required fields on the first page 

o Title 

o Forename 

o Surname 

o Marital Status 

o Sex 

o Permanency Type 

o Funding Type 

o Care Type 

• Fill out any optional fields to suit your organisation 

• Click Next 

 

 

 

All required fields must be 

completed (shown as 

“Required” next to label). 

Use any other optional fields to 

suit your organisation (shown 

as a label only). 

Click “Next” to navigate to 

admission details screen. 
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• Fill out all relevant information on page 2 

• Click Save 

 

By inserting a resident using this method you will be able to associate the resident to their old record, for example, you 

may do this if they are a resident who comes in and out of the care home on respite. For more information on 

associating resident records please refer to the Previous Admissions guide. 

Adding a Resident photo 
You have the ability to upload a photo onto resident records, which gives your record a more personal touch.  It is 

especially useful for any staff who have not met the resident and may be viewing the record before going to visit them 

so they can easily identify them.  

The resident photo will be in view on every page on the resident record you navigate through.  

To add a resident photo: 

• Navigate to the Resident Records 

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

• Click on the record to open it 

• Click Upload Photo on the top left of the record next to the resident’s name 

• Navigate to the location of the photo and select it 

Click Open 

The photo will upload and be assigned to the Resident Record 

 

Use the post code search to populate 

address 

Select Readmission if resident has 

previously lived at the home and then 

search for old record 

Select Save to save the new record. 
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Adding other important information 
On CoolCare you can also add a resident’s current Covid -19 status and their weekly fee. If you don’t add weekly fees, 

you’ll notice an orange ribbon alert at the top of their page. 

To add a resident weekly fee and Covid -19 status: 

• Navigate to the Resident Records 

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

• Click on the record to open it 

• At the top of the page there will options to add weekly and update their Covid -19 status 

 

Click on Upload Photo link 

Navigate to where the photo is stored  

Select the resident photo, click open and 

the photo will load 

There are only two options to change on a 

resident’s profile 
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