
 

 
 

Module 4.2: Generating service-
level reports: general reports & 

quarterly reports 

 

For further information, contact:  

ROOT@rcslt.org  

mailto:ROOT@rcslt.org


 

Introduction 

 The ROOT aggregates data collected across an SLT service 

and generates reports on groups of service users for that 

service to view  

 Filters can be applied to the reports to enable the service to 

drill down to analyse the data at the required level for 

reporting purposes (e.g. age, diagnosis, date range) 

 Reports are anonymised and do not contain any information 

for fewer than 6 service users 

 Benchmarking reports can be generated to enable the SLT 

service to compare their outcomes with that of others  

using the ROOT. Individuals services are not  

identifiable.  
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Introduction 

 There are three categories of service-level report currently 

available on the ROOT:  

 General reports  

 Quarterly reports  

 AAC reports  

 In response to user feedback, improvements have recently 

been made to these report types.  

 It is still possible to access the old versions of reports, but 

once the new-style reports have been fully developed and 

tested, the old-style reports will be removed. 
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Introduction 

 This module is designed to guide you through generating 

service-level reports on the ROOT using the new-style report 

viewer. It focuses on general reports and quarterly reports. 

 Other modules are available to support with: 

 Generating reports for individual service users (module 

4.1) 

 Generating service-level reports: AAC (module 4.3) 

 Generating service-level data reports using the  

old report viewer (module 4.4) 

 This module is relevant to those using the ‘direct data  

entry’ and ‘data upload’ methods of recording TOMs  

in the ROOT 
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Generating service-level reports 
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To navigate to the service-level 

reports, select the Reports tab 

from the menu bar 



Generating service-level reports 
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Use the tabs to toggle between 

the different types of service-

level reports 



 

Generating service-level reports 
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General reports – these reports look at 

change over time at a service level 



 

Generating service-level reports 
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Quarterly reports – these reports 

specifically look at change over time 

per quarter 



 

Generating service-level reports 
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AAC reports – these reports have 

been created to report on change 

over time when the AAC TOMs scale 

has been used  



 

Generating service-level reports 
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Archive – this tab contains the old 

report types. You should be aware, 

however, that these reports will be 

phased out in future.  



GENERAL REPORTS 
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Generating service-level reports: general 

reports 
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Click General Reports 



Generating service-level reports – general 

reports 
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Click ‘Show’ to run the report 



Generating service-level reports: black and 

white versions 
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Each report also has a black 

and white version. Select this 

box before clicking show. 



Generating service-level reports: general 

reports 
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If you haven’t used the reporting functions before, this screen will be blank and you 

should select ‘new’ to start.  



Generating service-level reports: general 

reports 
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If you have used the reports before, you will be presented with a screen showing a list 

of filters that you have saved. You can choose to run this again by clicking ‘apply’, 

amend by clicking ‘edit’ or start from scratch by clicking ‘new’. 



Generating service-level reports: general 

reports 
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You will be presented with the parameter panel. Using these options, you can apply 

filters to interrogate the data at the required level. For example, you may be interested 

in the change in the TOMs for particular clinical groups, individuals that fall within a 

particular age range, and/or with progressive medical diagnosis.  



Generating service-level reports: general 

reports 
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The system default is to take 

you to this detailed list of 

filters. To see a reduced list, 

click standard. 



Generating service-level reports – standard 

options 
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The date range defaults to the 

last ten year period. To change 

the date range, click on the 

calendar icons or type the 

dates into the boxes. 



Generating service-level reports – standard 

options 
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To include a comparison with 

other services using the 

ROOT, ensure that this is 

switched to yes 



Generating service-level reports – standard 

options 
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If you want to filter the report by particular 

end of episode codes or discharge codes, 

click here to select yes and pick the 

options you wish to include. Otherwise, the 

default will be to include all.  



Generating service-level reports – standard 

options 
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If you want to filter the report by particular primary 

TOMs scale(s), switch this option to ‘yes’. Otherwise, 

the default will be to include data collected using all 

TOMs scales (except AAC) in the report. 



Generating service-level reports – standard 

options 
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You will see a list of the primary TOMs 

scales used. 



Generating service-level reports – standard 

options 
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Click remove if you do 

not wish to include 

certain scales in your 

report 



Generating service-level reports – standard 

options 
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Click clear selection to 

remove all. 



Generating service-level reports – standard 

options 
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Click on the drop down 

list to select particular 

scales for inclusion in 

the report 



Generating service-level reports – standard 

options 
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If you would like to filter the 

report by particular primary 

communication and swallowing 

disorder descriptors, switch this 

to yes. Otherwise, the default 

will be for all data recorded 

against all descriptors to be 

included.  



Generating service-level reports – standard 

options 
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You will then see a list of the 

descriptors to be included in 

the report. To create your 

selection, use the drop down 

list, and the remove, select all 

and clear selection boxes. 



Generating service-level reports – standard 

options 
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You can click reset to remove 

all of the selections at any time 



Generating service-level reports – standard 

options 
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At this point you can decide to run the 

report by clicking save and run or run 

report here. 

Alternatively, if you want to drill down 

further, you can apply more filters. 

Click more.   



Generating service-level reports – more 

options  
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Any selections that you have made on the standard panel will be shown on the more 

options panel, along with the option to add more filters. You can toggle back to 

standard at any point.  



Generating service-level reports – more 

options  
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If you wish to filter the data in the report by a particular secondary TOMs scale (or 

selection of scales), switch this to yes  



Generating service-level reports – more 

options  
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You will then see a list of scales to be included in 

the report. To create your selection, use the drop 

down list, and the remove, select all and clear 

selection boxes. 



Generating service-level reports – more 

options  
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If you are interested in looking at 

outcomes for service users with a start 

impairment score that falls within a 

particular range, use this scale to 

select the range that you are interested 

in. Otherwise, the default option is to 

include all.  



Generating service-level reports – more 

options  
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These options enable you to focus in 

on service users that fall within a 

particular age range or gender. 

Otherwise, the report will include all by  

default.  



Generating service-level reports – more 

options  
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To select a specific age range, switch 

this to yes 



Generating service-level reports – more 

options  
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Use the slider select a 

specific range on the scale 



Generating service-level reports – more 

options  
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You can use the drop down 

list to include/exclude 

individuals with additional 

communication and 

swallowing disorder 

descriptors 



Generating service-level reports – more 

options  
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To select specific primary 

medical diagnoses for inclusion 

in the report, switch this to yes. 

Otherwise all diagnoses will be 

included by default.  



Generating service-level reports – more 

options  
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You have the option to pick 

individual ICD10 codes to 

include in the report, of you 

can opt to pick from broader 

groupings. Switch this to yes 

to select from a list of 

predetermined groups.  



Generating service-level reports – more 

options  
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You will then see a list of 

diagnoses to be included in 

the report. To create your 

selection, use the drop down 

list, and the remove, select 

all and clear selection 

boxes. 



Generating service-level reports – more 

options  
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Use these two drop down 

boxes to choose whether you 

would like to include or 

exclude progressive medical 

conditions or include or 

exclude individuals with 

additional medical diagnoses 



Generating service-level reports – local options  
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If your service has added ‘user defined fields’ to 

the ROOT (i.e. local, bespoke fields), you will 

have an additional tab here displaying the 

additional local options. If your service is not 

collecting anything additional, this screen will not 

appear.  



Generating service-level reports – local options  
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If you wish to filter the data by any 

of these local options, use the drop 

down lists to drill down to the level 

that you are interested in. 



Generating service-level reports – summary of 

all options  

45 

Prior to generating a report, you 

can click on all to see a summary 

of the filters that you have chosen. 

You can then toggle back to the 

other tabs (standard, more, local) 

to change your selections 



Generating service-level reports – running a 

report 
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If you are ready to run the report, 

you can either click save and run  

or run report 



Generating service-level reports – save and run 
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Clicking save and run  will enable 

you to save the selection of filters to 

use again another time 



Generating service-level reports – save and run   
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Type in a description for the filter that you want 

to save (e.g. dysphagia – adults) and click save 

and run 



You can click show filters at 

any time to amend your 

selection 

Generating service-level reports – save and run   
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The front page of the report will 

appear on your screen 



Generating service-level reports – save and run   
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Click on the arrow to view the 

next page 



Generating service-level reports – save and run   
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The second page of each 

report shows a cover sheet, 

which includes a description of 

the report and information 

about TOMs.  



Generating service-level reports – save and run   

52 

The third page of each report 

summarises the filters that have 

been applied to the report  



Sample data report R01: Change in TOMs scores 

between initial and final ratings across each domain  

Data from your team/service 

Comparison data from other teams/services using the ROOT 
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Generating service-level reports – printing your 

report 

54 

Click here to print 



Generating service-level reports – exporting 

your report 
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Click here to export 

the report in various 

formats 

This option will enable you to annotate 

the report and/or add an accompanying 

narrative before printing 



Generating service-level reports: using a saved 

filter 
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To use a filter that you have 

saved previously, click saved 



Generating service-level reports: using a saved 

filter 
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To use the filter, apply 



Generating service-level reports: using a saved 

filter 
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Click edit to amend any of the 

selections before running the 

report  



Generating service-level reports: using a saved 

filter 
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To share a filter with a 

colleagues, click share  



Generating service-level reports: using a saved 

filter 
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Select the colleague you wish 

to share with from the drop 

down list and click share 



Generating service-level reports: using a saved 

filter 
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To remove a saved filter from 

your list, click remove 



QUARTERLY REPORTS 
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Generating service-level reports: quarterly 

reports  
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Versions of the reports that 

display the outcomes by 

quarter are also available.  

Click Quarterly Reports.  



Generating service-level reports: quarterly 

reports 
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To generate a quarterly report, 

click Show. You will then see 

the same parameter panel as 

for the general reports. Follow 

the steps on the earlier slides to 

use the filters and run the 

report.  



NEXT STEPS 
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Next steps 

 There are additional modules available to support with 

generating reports: 

 Module 4.1: Generating reports for individual service users  

 Module 4.3: Generating service-level reports: AAC 

 Module 4.4: Generating service-level data reports using 

the old report viewer (archived reports) 

 Contact ROOT@rcslt.org should you have any queries or 

questions.  

 Please let us know what you think. Use the ‘Leave  

Feedback’ button on the ROOT to tell us about your 

experiences of using the tool and to make suggestions 

for what could be improved. 
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SAMPLE DATA REPORTS 
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Sample data report R02: Change in TOMs scores between 

initial and final ratings across multiple domains 
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  Change in TOMs scores between admission and discharge across multiple domains 

 
 

In All Five 
Domains 

In Four 
Domains 

In Three 
Domains 

In Two 
Domains 

In One 
Domain 

In No 
Domains 

  # % # % # % # % # % # % 

Service A 
Episodes: (286) 
Patients: (286)  

Down 0 0% 1 0.35% 0 0% 2 0.7% 6 2.1% 277 96.85% 

Same 6 2.1% 71 24.83% 37 12.94% 30 10.49% 51 17.83% 91 31.82% 

Up 0 0% 87 30.42% 51 17.83% 36 12.59% 30 10.49% 82 28.67% 

 

Pilot 
Episodes: (1174) 
Patients: (1165)  

Down 1 0.09% 4 0.34% 6 0.51% 19 1.62% 61 5.2% 1083 92.25% 

Same 9 0.77% 142 12.1% 71 6.05% 144 12.27% 238 20.27% 570 48.55% 

Up 11 0.94% 481 40.97% 233 19.85% 185 15.76% 76 6.47% 188 16.01% 

 

 



 

Sample data report R03: Change in TOMs scores 

between initial and final ratings across each domain  
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Key 

Down 

Same 

Up 
 

Impairment 
(E =283) 

Activity 
(E = 283) 

Participation 
(E = 283) 

Wellbeing 
(E = 283) 

Carer Wellbeing 
(E = 9) 
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Sample data report R04: Distribution of change in TOMs 

scores between initial and final rating across each domain 
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Sample data report R05: Average change in TOMs scores 

between initial and final rating across each domain 
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Impairment Activity Participation Wellbeing 
Carer 

Wellbeing 

 Service A 
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All Toms Scales 
Episodes: (2551) 
Patients: (2551) 

Mean 2.66 3.58 0.92 2.72 3.57 0.85 2.87 3.27 0.4 3.18 3.74 0.55 2.99 4.13 1.15 

Median 2.5 2.5 1 2.5 2.5 1 2.5 3 1 2.5 3 1 2.5 3 1 

 5.49 7.13  

Aphasia/Dysphasia 
Episodes: (221) 
Patients: (221) 

Mean 2.22 2.98 0.75 2.39 3.16 0.77 2.32 3.07 0.76 2.76 3.49 0.73 2.43 3.35 1 

Median 2.5 2.5 1.5 2.5 2.5 1.5 2.5 2.5 1.5 2.5 2.5 0.75 2.5 2.5 0.75 

 4.93 5.85  

Cognition 
Episodes: (7) 
Patients: (7) 

Mean 2.64 2.57 -0.07 2.43 2.21 -0.21 2 1.79 -0.21 3 3 0 3.5 4 0.5 

Median 2.5 2.5 0.25 2 2.25 0 2 2 0 2 2 0 2 2 0 

 5.5 6  

Core Scale 
Episodes: (31) 
Patients: (31) 

Mean 2.52 3 0.48 2.81 3.19 0.39 3.06 3.31 0.24 2.84 3.37 0.53 3.11 3.33 0.17 

Median 2.5 2.5 1 2.25 3 0.75 2.5 3 0.75 2.75 2.75 1 2.75 2.75 1 

 5.86 6.08  

Dysarthria 
Episodes: (190) 
Patients: (190) 

Mean 3.45 3.81 0.36 3.77 4.12 0.35 3.59 4.03 0.43 3.59 4.08 0.49 3.16 3.78 0.5 

Median 2.5 2.5 0.5 2.75 3 0.5 2.5 3 1.25 2.75 2.75 1.25 2.75 2.75 1.25 

 5.91 6.53  

Dysfluency 
Episodes: (15) 
Patients: (15) 

Mean 2.73 3.2 0.47 2.4 3.13 0.73 3.13 3.73 0.6 2.67 3.47 0.8    

Median 2.5 3 1 2.25 3.25 1.25 2.5 3.5 1 2.5 4 1.25 2.5 4 1.25 

 2.5 4  

Dysphagia 
Episodes: (1804) 
Patients: (1804) 

Mean 2.64 3.68 1.04 2.65 3.58 0.93 2.69 3.05 0.36 3.14 3.66 0.52 2.99 4.21 1.25 

Median 2.5 2.5 0.75 2.75 2.5 0.5 2.5 2.5 0.5 2.25 2.25 0.25 2.25 2.25 0.25 

 5.24 6.46  

Dysphonia 
Episodes: (283) 
Patients: (283) 

Mean 2.64 3.41 0.78 2.73 3.54 0.81 3.95 4.37 0.42 3.59 4.27 0.68 3.87 4.22 0.11 

Median 2.5 2.75 1.25 2.5 2.5 2 3.25 3.25 1 2.75 3.25 0.75 2.75 3.25 0.75 

 6.62 7.47  

 


