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staff messaging in coolcare. 
CoolCare’s staff messaging function can be used to send text messages to your staff members, giving you an easy way 
to communicate any information your staff need to know, and allow them to reply. This guide will cover how to set up 
staff to receive messages, how to use the messaging function, and how to keep track of the messages sent and 
received by CoolCare. Please note this is separate from the messaging within the staff rota; for more information on 
that please see our Rota Management guide. 

staff mobile number. 
The only thing required to use the staff messaging is a mobile number for each staff member to send the messages to. 
These can be added to each staff record when being uploaded via csv or added as a new starter, but can also be 
added after the fact via the General tab on the staff record: 
 

• Navigate to Staff – Staff Records 

• Select the staff member you wish to update 

• On the General tab, scroll down to the Address Details 

• Add the mobile number in the Mobile field 

• Click Save when complete 
 

 
 

Once saved, you will be able to send messages to the number specified in the mobile field. 

sending messages. 
The messaging function can be found in the care home section, under staff messaging. From here you can send text 
messages to individual staff members or to multiple staff in one go. To send a message: 
 

• Navigate to Care Home – Staff Messaging 

• Select New SMS 

• Select +Add Staff to choose who to send the message to 
o You can filter the list of staff by position and permanent/bank staff, then select All to choose a group 

of staff, or select them one by one 
o Select +Add to add them as the message’s recipients 

• Type the message in the Message field 
Please Note: The message field has a limit of 160 characters. If your message is larger, you will need to break it up 
into multiple messages. 

• Select Send SMS to send the message to the selected recipients 
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tracking message replies. 
Once they receive a message from CoolCare, staff members can reply to that message, and it will feed back to your 
staff messaging section. You’ll be notified of any replies with a red bubble next to the care home section. 
 

 

When you open the staff messaging page, it will put the most recent reply at the top of the message list, and it will be 
highlighted in bold text. 
 

 
 
If you select the message from the list, it will open the full message history with that staff member, telling you which 
user sent messages, and when the staff member replied. 
 

 
 
Please Note: If you need to send the staff member a further reply, use the New SMS option again to send a new 
message. 


