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staff records – training. 
This short guide on accessing your staff members’ training records on CoolCare includes looking at individual records, 
adding training to records and viewing your training matrix report for a wider, organisational view of training. 

current training. 
The training tab is where you view a staff members required and achieved training. You can add new training to a staff 
record via this page or through the calendar in Coolcare. You can also filter the training using the filter button at the top 
of the page, filtering by whether training is achieved, expired, required or booked, and by its type (e.g. mandatory). 
 
Please view our Complete Calendar Guide for more information on adding training to staff through the calendar. 
 
To view the training page: 

• Navigate to the staff record 

• Select Training  
 
The page will show you a list of training previously done by the staff member as well as any training set as mandatory 
for their main position that has yet to be completed. 
 

 

adding new training. 

You can add any new training done to the staff record by clicking the +Insert button at the top of the training list or by 
selecting any incomplete training course and then filling out the details of the completed training. 
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monitoring training via the dashboard. 
The Training Compliance widget available on the 
dashboard allows you to see your staff and how 
many training courses need to be taken and how 
many are booked compared to not booked. You’ll 
also be able to see the number of courses that are 
about to expire. You can sort the widget by staff 
name or qualification. 

 
 

training reports. 
There are also three training reports, the training matrix, training exception and achieved training available in the Staff 
Reports area in CoolCare. 
 

 

training matrix report. 
The training matrix report is a fantastic resource to monitor and show evidence of completed, incomplete or overdue 
training. It shows all training that has expired, is due to expire soon and which training is still valid. You can filter the 
report by qualifications and staff positions by changing these at the top of the report. While the report does not export 
directly from CoolCare, it can be copied and pasted in to excel or similar spreadsheets.  
 

• Open the training matrix report 

• Filter the report by qualification and staff position if required 

• Click and drag to highlight some data, or use Ctrl + A to select all on screen 

• Press Ctrl + C to copy the data  

• Open a new spreadsheet where you want to paste the data to 

• Press Ctrl + V to paste the data into the spreadsheet 

• The selected data should paste into the spreadsheet with the formatting and colour coding copied as well 
 

 

 

 


