advanced reporting - building
reports and dashboards.

This guide will show you the tools you can use to build reports and dashboards in CoolCare’s advanced reporting
section. While advanced reporting comes with pre-built reports and dashboards, you can create your own to suit your
business needs and report on what you want to focus on.

building a report.

Building a report allows you to choose what data you want to pull from your CoolCare system, put it in the exact format
you require, add filters and run calculations, as well as create charts from your data. To start creating a new report:

e  Open Advanced Reporting from CoolCare @ e
e Select the +Create button at the top right of the page — / = W
e Select Report Natural Language Query -

Dashboard

Task

selecting a view.

You will then be asked to select a view. Views are the different sets available from your CoolCare system that can be
used to create reports. This includes staff data, resident data, enquiry details and much more. Click on the view you
want, and the report builder will open.

New Report X

Select View Analyse
Select a view
Search Advanced | Ad Hoc ® ]
I Y TR
Master Enquiries v2 template
Staff -_— template ‘.’ﬁ'ﬁ'.;'
Enquiry Contacts - template i
Worked Hours View - template ik
Admissions and Discharges = template ke
Master Enquiries v1 = template 77
Residents - template i
Agency Ledger template ik
Enquiry Events View template ik
v
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columns and rows.

The first thing you'll want to add to a report is which columns and rows it uses, i.e. what data will be included in this
report. You can find the fields you want to add on the left-hand side of the page, under the Dimensions, Time and
Metrics folders.

Charts Design

Staff (@) Sections Columns

-+  Search Q Rows

C— N N
Il Dimensions
[=—1% .

Hl Time
[ .
Il Metrics

Filters

- ’
& ‘\\ /

Analysis Styl .
LR Looks like you have not selected any

F= Co-Display data yet. Drag fields from your field list
into columns, rows and filters or drop

= Mo Drill )
— them onto this canvas.

ey R— .
(@) [ Drill Down

Click on each folder to find the data within them:
o Dimensions are text fields, e.g. names, addresses, staff positions.
e Time would be any date fields, e.g. date of birth, staff start date, resident admission/discharge dates.
e Metrics are number fields, e.g. staff hours, holiday entitlement, resident invoice values.

You can also use the search box at the top of this list to search for a specific field.

Once you have found a field you wish to add to your report, you can drag and drop it into the Columns or Rows areas
to the right.

e Rows

Forename

name

=00 . .
I Dimensions
Company Name Filters

~>

—

Home Name ———
-~
é,_' -~ Fd
~ !
A} '

Maiden Name

Surname

Bank Name alysis Style

Looks like you have not selected any

F= Co-Display data yet. Drag fields from your field list

. into columns, rows and filters or drop
them onto this canvas.

Account Name
Preyipus name o )
= No Drill
Forename T

Y .
at Portal Username (@) 7 Drill Down

{5z Drill Anywhere

{55 Drill Through

This will add the column to your report and generate a preview based on your CoolCare data.
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Sections Columns Forename Surname Current Paosition @ Hours Per Week @ Average Days Per..
Search Rows
B Dimensions Forename ~ Surname ~ CurrentPosition ~ Hours PerWeek =~ Average Days Per Week ~
: Time Filters Agnes Davidson Senior Carer 30.00 5.00
Metrics Alan Palmer Admin
Alison Burke Kitchen Assistant 34.00 5.00
ARSI Amanda Becker Care Assistant
[F Co-Display Amanda Swift Senior Carer 30.00 4.00
. [ No Dl Amelia Watson Administrator
(@) [ Drill Down
5] Dril Anywhere Barry Grayson 1to1
= Drill Throuah Bela Doyle Deputy Manager 44.00 5.00

Adding the data to columns creates a table report as seen above. The report will sort the data by whichever field is the
first column. You can drag and drop the columns to re-order them.

If you use both columns and rows, you can create a cross-table report to report on a metric across two different
dimensions, e.g. seeing the average contracted hours for each staff position by home:

Staff @) scctons urrent Posor
Home Name @ Sum Hours PerW.
Sum
Filters H::,’s ~ Current Position -
Week
Care
Nome - vt e S e s G S, A Cw Ot RO e T[T e v Sescaw o0,
Analysis Style fweMom 000 000 000 000 2000 000 240.00 000 60.00 0.00 000 000 3600 000 000 20.00 60.00 0.00
Co-Dispiay Mac's Care an n 0 0o 0 0 3
: 000 000 000 6500 000 000 000 9000 000 000 000 000 000 000 000 000 5500  0.00
No Drilt
a Hous 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2+t Poyt, - () Drill Down
Staft Portal Usemame
= Dril Anywhere 000 000 000 000 000 000 15500 000 000 000 000 000 37.50 000 000 4000  48.00
< Dnll Through 0.00 0.00 0.00 0.00 20.00 0.00 307.00 84.00 0.00 0.00 96.00 0.00 197.50 30.00 122.00 216.00 104.00
Report Data 000 000 37.50 0.00 000 000 80800 4800 0.00 7600 49500 30.00 7000 3400 8300 3000 179500 0.0

Please Note: In order for a cross-table report to function, it requires at least one column dimension, one row
dimension, and one aggregated metric. For more information on aggregation, please see the next section below on
Formatting Data.

formatting data.

You can format the data in your columns and rows in several ways. Hover over a field in your columns or rows and click
the down arrow that appears to see the options.

Columns Current Position

Rows Home Name € Average Hou..

~)

—

The options include:
e Aggregation — Different ways to aggregate the data, usually used for metrics:
o Average — working out the average value
Count — counting the number of fields that have a value
Count Distinct - counting the number of unique values (excluding duplicates)
Max — the highest value in this field
Min — the lowest value in this field
Sum — the total of all values in this field
e Format — Updating the format of the field in different ways:
o Edit — Opens the format field menu, with options to change how this field displays it's data, such as
the field’'s name, the number of decimal places for a metric, if it rounds values up or down etc.,
o Conditional Formatting — you can set rules to highlight data, such as changing the colour of the text
or cell based on the value.
¢ Hide Field — stops this field appearing the report, but is still part of the data, i.e. useful for sorting the report by
a certain field without it displaying, such as staff/resident ID.
o Delete — removes this field from the report. You can also do this by dragging the field out of the columns/rows
back to the left-hand side of the page.

O O O O O
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As you update your report’s formatting, the report preview will update automatically.

Columns Current Position
Rows Home Name @ Hours Per Week
Hours Per -
Week Current Position
Home L Activities N . Care Care uty Home Kitchen . Senior Senior
e * 1to1 Activities CoOrd Admin  Administrator  Care Assistant ASNS;;:‘atm Carer Chef Manager Gardener Manager Assistant Maintenance RGN Carer Carer Night

Care Home
Name

Mac's Care
Home

Nova House

0Old Bridge
Manor

filters.

You can use filters to filter the data on your report, allowing you to control what data you see based on the filters you
set or can change as you view the report.

To add a filter to your report, simply drag and drop it from the left-hand side of the page to the Filters section.

Staff @] Sections

home - '1_3.'_

[m—1 ) )
B Dimensions

Home Name Filters

Home Name

To define how the filter works, hover over the filter and click the down arrow that appears, then select Value from the
menu. From there you have 3 options:

e User Prompt — This allows users viewing the report to select how they filter the report themselves
o Define Value — You create a defined value for the report to always filter by
e Search Values — You select one of the values in the field for the report to always filter by

Filters Paul Steph's Home Brennan Sen
Home Name Wavne Steph's Home Molloy Car
Home Name
HJome Doyle Dep
Advanced set - C
Aggregation Home Phelan Carg
Analysis Style ist) *
Operand (InList) * 4ome Dixon Sen
[ Co-Display
_ Na Dl
_ Format Define Value
(® [ Dril Down |
] Drill Anywhere Advanced settings ¥ Search Values

If you use define value or search values, the report preview will automatically update to show the data with the new
filter in place. If you choose user prompt, the filter will be available once the report is published.
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calculated fields.

Using calculated fields, you can create new fields for your report based on the data from other fields using formulas and
calculations. To create a calculated field, click the + icon at the bottom of your fields on the left-hand side of the page.

Forepame ~ Surname ~ Current Position

@ staffiD Forename

Chau Care Assistant Night
Patel Kitchen Assistant
Ingram Senior Carer
Harris Care Assistant
Khan Senior Carer
Scorer Care Assistant
Wheeler Senior Carer
Galileo Admin

Carr Care Assistant
Scott Maintenance
Reynolds Home Manager
Polder Care Assistant Night
Watson Administrator
Moreton Senior Carer Night
Davies RGN

Olson Care Assistant
Foreman RGN

Jonson Senior Carer Night
Lawson RGN

Stone Activities

Becker Care Assistant
Wise Chef

Surname Current Position @ Hours Perweek (@

~ Hours Per Week ~ Average Days Per Week -~ Holiday Entitlement ~

30.0 5.0 28.00

28.00
32.0 5.0 28.00
30.0 50 28.00
32.0 5.0 28.00
30.0 5.0 28.00

28.00
240 40 28.00
375 50 28.00
24.0 5.0 28.00
24.0 5.0 28.00
200 5.0 28.00
30.0 50 28.00
200 50 28.00
32.0 5.0 28.00

28.00

Sections Columns
holiday Rows
-
[ Time
W Wetics Filters
@ Holiday Entitlement Home Name tthew
@ Holiday Brought Forward
Advanced settings
Nora
Analysis Style
Nadine
[& Co-Display
Vicky
[ No Drill
(@) [ Drill Down Courtney
5 Drill Anywhere Emily
[ Drill Through Sanjita
: Report Data Harry
Data Source tepfiplate Samuel
View: ul
e i Martin
Active Row Limit 10000 Amelia
Show Duplicate/Records: George
Jennifer
Auto Refresl ()
Sarah
Preview Rpw Limit:
Tracy
Harry
Catherine
Jolyne
Amanda
Carol
69 Rows

This will open the calculated field builder, allowing you to define what fields and calculation it will use.

Calculated Field X

Calculated Field Name

Formula Type

Resulting Field Type
Define the return Data Type for this Formula

Search

# | #!

Y | % | Min |[Max

( Case

Validate

Define a name for the calculation to be displayed in the report field list.

Define a calculation using the formula component buttons below.

simple w

Auto Detect A
+Add
Clear

coolcare

made easy

T +44 (0) 113 385 3853
W coolcare.co.uk
E info@coolcare.co.uk




To create the calculated field, you will need to fill out:
e Calculated Field Name - the name of the new field you wish to create
e Formula Type — how you wish to create the calculation:
o Pre-Defined — some pre-set options to use
o Simple - creating the calculation manually with some simple options
o Freehand SQL - creating the calculation manually using SQL code
e Resulting Field Type — the format of the calculated field once created

You can then create the calculation and use the Validate button to ensure it works. If it is valid, you can then click Save
to create the calculated field.

Calculated Field

Formula Type

Define a calculation using the formula component buttons below.

Simple v

Resulting Field Type
Define the return Data Type for this Formula

Numeric A

{ { ( Hours Per Week / Average Days Per Week ) * Holiday Entitiement } + Holiday Brought Forward )

Search

+ =] * ]/ ) Undo  Clear

-~ SQLis valid

Validate Cancel

Any calculated fields will appear under their own folder on the left-hand side of the page, where you can then drag and
drop to add them to the report.

Staff lD Sections Columns @ swarfip Forename Surname Current Position @ Hours PerwWeek @) Average Days Per... @ Holiday Entitig
Search o=
B Dimensions Forename ~ Surname =~ Current Position ~ Hours PerWeek -~ Average Days Per Week ~ g:::g:; T ~ Holiday Entitlement (Hours) ~
& Time Filters
B Metrics Home Name Hannah Chau Care Assistant Night 30.0 5.0 28.00 168.00
I Calculated Fields Matthew Patel Kitchen Assistant 28.00
@ Holiday Entitlement (Ho... w
Advanced settings | Todd Ingram Senior Carer 32.0 5.0 28.00 179.20
Analysis Style ~ | Nora Harris Care Assistant 30.0 5.0 28.00 168.00
& Co-Display Nadine Khan Senior Carer 320 5.0 28.00 179.20
[~ No Drill Vicky Scorer Care Assistant 30.0 5.0 28.00 168.00
Dapown Courtney Wheeler Senior Carer

charts.

You can also create chart-based reports using advanced reporting. These can be built as part of the table reports
shown above and can have multiple charts in one report. You first need to create a report with both columns and rows
(see the columns and rows section above for more information). Once you have this, you can click the Charts option at
the top of the page to go to the chart builder:

Staff LD Sections Columns Current Position

+  search O Rows Home Name @ Average Hours Pe...
[ : a Average
B Dimensions - Hours Per ~ Current Position
Sort Code Filters Week
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On the chart builder page, the first thing you'll want to do is select the type of chart you want to create. You can choose
the chart by clicking the button on the right-hand side of the page:

Vertical Axis I

Animation

Tool Tip

Auto Refresh o)

This will allow you to select a chart type based on the data you have chosen.

There are multiple types and options available:

Area al

e Analytical - Different charts to analyse data such as scatter graphs,
histograms etc.,

Area — Charts for showing change over time Bar
Bar — Charts for comparing metrics

Column - Like bar charts, but vertical rather than horizontal
Combination — Charts combining bar/column with line graphs
e Financial — Specific charts for financial figures over time

e Line - Charts for showing change over time

e Map — Charts that can show data by geographic location cotmn
e  Meter — Charts for measuring a metric against targets
e Pie — Charts for showing metrics as part of a whole
e Special Purpose — Specialised charts for specific purposes
Please Note: Some chart types may be unavailable depending on the data you've Combination Charts
selected to report on.
Once you have chosen your chart type, you can then build the chart with the data you )
have. Like building a regular report, you create the chart by dragging your data fields Fnancial
into the fields of the chart builder. The mandatory fields will depend on the data you are
using and the report you want to build. Once all mandatory fields are filled in, the page il

will show a preview of the chart.

Publish

Report Fields

dhi Vvertical Column -
Search Horizontal Axis

Home Name

Vertical Axis 1

@ Average Hours Per Week -

Caolour

urs Ber Week

Animation i g
@ Accumutation [

0 se

Tool Tip ®

Auto Refresh [ o) N

Steph's Home Sam's Home Care Home Mame ld Beicige Manar Mac's Care Home Nava House

Hame Name
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Horizontal Axis [m| P

Home Name 46

Vertical Axis I 42

To create multiple charts for one report, click the + icon at the bottom-right corner of the chart builder page.
e AVEng Hours Per Week

[ | || Vertical Column -
38 Gurrent Position
36 ®ito1
® Activities
* 2 ® Activities Coord
Golour aes 32 Admin
30 ® Administrator
Current Position 2 o Care
. ® Care Assistant
Animati 5 2 ® Care Assistant Night
nimation % 24 @ Carer
22 ® Cher
20 ® Deputy Manager
Tool Tip w 18 @ Gardener
® Home Manager
o @ Kitchen Assistant
14 ® Maintenance
12 RGN
P P 0 @ Senior Carer
MivlEE @ Senior Carer Night
8
6
4
2
0

Steph's Home Sam's Home Care Home Name 0ld Bridge Manor Mac's Care Home Nova House

Average Hours Per Weel

Home Name

To add another visualisation
M “i ‘ H ‘ using this data set click +
\

\

report design.

The design tab on the report builder allows you to preview your report and update its format. Select the Design option
at the top of the report to see this page.

Data  Chart; = @ Report | v Publish

Draft Report
.

16

1 o
12

10

N res

° @ Senior Carer Night
s

Stepl's Home Sam's Home Care Home Name Old Bridge Manor Mac's Care Home Hova House

Home Name

=+

Here you can re-size your charts, enable or disable the table of your report, update the design and formatting of the
report as well as the formatting of individual columns, and enable conditional formatting using the options at the top of
the page.

publishing your report.

Once your report is built, you can publish it for other users on your advanced reporting system to see.

e Select the Publish button at the top-right corner of the report builder
e Name your report
e Save the report to Contents instead of Drafts
o You can save to drafts if you are still building the report and just wish to save it
Set the report access to either Public or Private
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Save Report X

Details Distribution Report Settings  Refresh

Staff Contracted Hours

Staff, 3/9/2026 1:51 pm

_TrainingDatabase ~ Content ~

+ Add tags

Report Access Public (5 (@)
All users with Folder access will be able to view this Private @
report.

Save v

Click Save to publish the report. This will save the report to your content and allow other users to view it through
the Browse section as well as add this report to any dashboards they create.

building a dashboard.

A dashboard can be made of multiple reports all on one page, with multiple filters to filter all reports on the dashboard in
the same way. To create a dashboard, click the +Create button at the top-right corner of the page and select
Dashboard.

I@oolcare My Dashboards. Browse Activity )
e

Report

e Dashboard

coolcare
made easy Task
Filters Company Name v X 03/09/2025-03/09... Home Name v [:] Reset Apply

Give the dashboard a name and select a layout to use. Optionally, you can select a default data set, meaning the
dashboard will only be able to include reports using the chosen view. Once selected, click Create to open the
dashboard builder.

coolg_gg My Dashboards. Browse Activity ©) °

Preview Mode } ‘ Mare

Dashboard Properties

T +44 (0) 113 385 3853

C O o I C G re W coolcare.co.uk

made easy E info@coolcare.co.uk




adding reports.

You can add reports to your dashboard by selecting the Reports tab on the left-hand side of the dashboard builder.
This will bring up a list of reports in your system to browse and search.

coolcare My Dashboards Browse Activity
mada easy

ﬁ'
Reports x
Sub Tabs
<
ol All Reports v here
Reports
Search Reports... Q
@ '
Filter Advanced Search
P &
o)
Widgets
Admissions vs. ... Beds in Use
Beds inUse-C... Conversion Perf...

Find the report you want, then drag and drop it onto the dashboard. Depending on the layout selected, you can freely
put the report wherever you want or drop it into one of the pre-defined areas.

New Tab Preview Mog

Reports X
« »
re ™ Content hes
All Reports " here > Content here
staff < Q
40
TFFFLLE 30
il g
0
... Staff Demograp...
0
Steph's Home Sam’'s Home Care Home Name Old Bridge Manor Mac's Care Home Nova House
@ > Content here
Staff Hours Trend  Staffing Efficiency X Content here > Content here

@ @ > Content here

Once the report is on the page, you can drag the yellow borders around it to resize it.
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«
> Content here
Staff Contracted Hours

50 Current Position ® Kitchen Assistant

45 @®ltol @ Maintenance

40 @ Activities RGN

a5 ® Activities CoOrd ® Senior Carer
i Admin ® Senior Carer Night
= 30 @ Administrator
& 25 ® Care
E R ® Care Assistant
2
T i ® Care Assistant Night

15 ® Carer

10 ® Chef

5 @ Deputy Manager
0 @ Gardener
Steph's Home  Sam's Home  Care Home N.. Old Bridge Ma.. Mac's CareH..  Nova House @ Home Manager
Home Name
2 Content here

You can add multiple reports to your dashboard and even use the same report multiple times if it has different charts
created for it.

@ X Content here
> Content here 2 Content here
Staff Hours Trend  Staffing Efficiency
Staff Hours Trend Staff Hours Trend
[ﬁ] [ﬁ] Worked Hours over Months Hours Worked
200
Staffing Efficien...  Staffing Levels ... 0 S
06/2026 08/2026 565
Home Name: @ Mac's Care Home @ Nova House @ Old Bridge Manor
@ Sam's Home @ . M 4

If you wish to remove a report from your dashboard, select the Transform icon at the corner of the report and select
Delete.

Staff Hours Tre

Hours Worked

965

Branch Report

> Content here _
[4 Edit Report ,
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adding filters.

Filters can be added to your dashboard to filter all reports the same way. Select the Filter tab on the left-hand side of

the page and drag the filter you wish to use onto the dashboard.

- Filter X
Sub Tabs
oll [] Vertical
D

Once the filter is on the dashboard, you’ll need to select which filters you
want the dashboard to use. Click the +Filters button to see what filters are
available.

This will open a list of filters available to use from the reports you have
added to the dashboard. If the list shows no filters, it means no filters are
available on the reports you have chosen to display on this dashboard. For
more information on adding filters to reports, see the Filters under Building a
Report earlier in this guide.

Available Reports X
Below are the filters attached to your reports. Select to add to a filter panel.
Staff Contracted Hours selectal (D
[} Home Name o List
Staff Hours Trend selectAll (D
[C] Company Name n List
[ Date Range o Between
[} Home Name n List
[ Department n List
Staff Hours Trend setectal (D
[1 Company Name n List

@oolcare
made easy

Filters
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Once you’ve chosen a filter, the dashboard will attempt to link the filters from all the reports to filter the same way.
However, if you are using reports from different views, it will require you to link them manually, choosing which data in

the report should filter when using the dashboard filter.

X
Link Filters
Link selected filters to filters on the Dashboard.
Automatically link filters? @)
Filter: Home Name
Available Reports
Staff Hours Trend Home Name e
Staff Hours Trend Home Name e
Once the filter is added, it will appear under the filters tab you added to the dashboard.
> Global content here X Conlent here
I
50 Current Position: @ Kitchen Assistant
{ & Link Filters ] { +Filtlers v } 45 ®ltol ® Maintenance
40 @ Activities RGN
_ @ Activities CoOrd @ Senijor Carer
Filters 3§ 3: Admin @ Senior Carer Night
= @ Administratar
di_' 25 @ Care
Home Name oo ER Care Assistant
n List E 1E ® Care Assistant Night
15 @ Carer
q 10 @ Chef
5 @ Deputy Manager
+ 0 @ Gardener
Steph'sHome  Sam'sHome  CareHomeN.. Old Bridge Ma.. Mac'sCareH..  Nova House @ Home Manager
Seset Home Name
> Conlent here
> Global content here
2 Content here X Content here

You can add multiple filters to the dashboard, allowing you to filter all the reports in multiple ways.

coolcare coolcare.co.uk
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sub tabs.

A dashboard can also have multiple sub-tabs, different pages under the same dashboard to show even more reports
and content. To add a sub tab, select the Sub Tabs tab on the left-hand side of the page and then the + icon at the
bottom of the sub tab list.

b

Sub Tabs
Sub Tabs *

uI]ﬂ 1l content here X Contf

Reports
T

&

Filter 1

=] New Tab

35
Widgets
E
20
15
Create new Sub Tab x o
5
0

Steph's Home  Sam's Home  Care HomeN.. Old Bridge Ma.. Mj

Haurs Per Wesk
e
&

This can be changed later Home Name

Choose Layout

‘ N e

Content here

Worked Hours over Months
200
v

N I
06/2026 08/2026
Home Name: @ Mac's Care Home @ Nova House @ Old Bridge Manor

You can then name the sub tab and choose its layout, allowing you to build another page of reports and filters for your
dashboard.

dashboard design.

If you choose the canvas layout when creating a dashboard or sub tab, you will have additional options to customise
the layout and design of the dashboard. On the left-hand side of the page, you'll find tabs to add text, graphics and
images to your dashboard, allowing you to fully design the dashboard to suit your company’s needs and branding.

X Contf

+ Create Sub Tab New Tab New Tab
Sub Tabs
«
Ul][l ¥ Global content here
Reports

&2

Filter [ & Link Filters ] [ + Filters ]

Text Filters

ol

40 Home Name ses
Graphics
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publishing your dashboard.

Once your dashboard is complete and you want to make it available to other users on your advanced reporting system,
click the Publish button at the top-right corner of the dashboard builder.

> ©

e Name your dashboard
Save the dashboard to Contents instead of Drafts

o You can save to drafts if you are still building the dashboard and just wish to save it

e Set the dashboard access to either Public or Private

Save Dashboard X
Details

Staff Hours

_TrainingDatabase ~ Content

+ Add tags

Dashboard Access

Pubiic 5 (@)
All users with Folder access will be able to view this Private 6
Dashboard.

Save v

Click Save to publish the dashboard. This will save the dashboard to your content and allow other users to view it

through the Browse section as well as add this dashboard to their favourites, allowing them to view it on the My
Dashboards page.

coolcare My Dashboards Browse Activity
@ sy

Management Dashboard

Filters

urrent Position

5 .
Home Name - .
N .
Q
£ s
n
10
- :
Samis Home

@ senior Carer
® Senior Carer Night

Home Mame
Worked Hours over Months Hours Worked
200
w00 N
A 503.5
06/2026 08/2026

Home Hame: ® Sam's Home
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