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Introduction 

 This module is designed for those using the ‘direct data 

entry’ method of recording TOMs in the ROOT 

 

 

 

 

 This means that you will be entering TOMs for each 

service user directly into the ROOT 

 If your service is using the ‘data upload’ method,  

you should turn to Module 3 
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• Data is entered directly into the ROOT 
 

Direct data entry 

• Data collected in local electronic systems is 
exported and uploaded to the ROOT 

Data upload 



ADDING A TOMS FOR A 

SERVICE USER 
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Adding a TOMs for a new service user 
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Adding a TOMs for a new service user 
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Click ‘Add patient’ 



The ROOT collects information  

about the service user’s gender 

and year of birth only to minimise 

the risks associated with individuals 

being identifiable from the data 

Click ‘Save and Add Identifiers’ to 

add a unique ID number for the 

service user 

Adding a TOMs for a new service user: 

select gender and year of birth 
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Select + Add new identifier to 

record an identifier 

Adding a TOMs for a new service user: 

adding identifiers 
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Enter a unique identifier 

and click Save 

Click Continue and Add Episode to 

enter TOMs data for the service user 

Adding a TOMs for a new service user: 
adding identifiers 
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Alternatively, you can Add Another 

Patient or Return to Patient Search 



Click Add New Episode or Add 

New AAC Episode as appropriate 

Adding a TOMs for a new service user: 
adding identifiers 
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Adding a TOMs for a new service user : 

selecting diagnostic codes and TOMs scales 
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Select Communication and 

Swallowing Disorder Descriptor(s) for 

the service user using the drop-down 

lists 

Adding a TOMs for a new service user : 

selecting diagnostic codes and TOMs scales 
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 Click ‘remove’ to 

make a change 

Check this box to indicate 

a progressive condition 

The ROOT uses ICD10 codes. For more 

information, following the link to the World 

Health Organisation webpages.  



Search for any relevant Medical Diagnoses 

(where appropriate) for the service user 

Adding a TOMs for a new service user : 

selecting diagnostic codes and TOMs scales 
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The ‘Help on this page section’ contains some 

frequently used ICD10 codes to assist you with this 

Select TOMs Scale(s) 

that you will be using 



Adding a TOMs for a new service user : 

selecting diagnostic codes and TOMs scales 
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When complete, click 

Save Episode Details 



Select rating type: 

Start of episode 

Interim 

End of Episode 

 

When adding a new service user, 

this defaults to ‘start of episode’ 

Select date of rating 

Adding a rating 
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Enter TOMs score for 

Impairment by selecting 

relevant score.  

Click Save and Next. 

The associated descriptors 

appear next to the scale 

Adding a rating: start of episode  
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Enter TOMs score for Activity, 

Participation, Wellbeing and 

Carer Wellbeing (where 

applicable). 
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Click ‘Save’ to save the TOMs ratings, 

or ‘Save as draft’ to return later 

Adding a rating: start of episode  

 



TOMs scores are summarised in a 

table for each service user 

Summary of ratings  
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ADDING A TOMS FOR A  SERVICE 

USER ALREADY ON THE ROOT 
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Searching for a service user 
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Searching for a service user 
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Search for a service user already 

entered into the system using the 

unique ID number 

Your most recently viewed 

patients will appear here 



Searching for a service user 
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Service users matching the ID 

number will be displayed. 

Click on them to view, add or edit. 



Searching for a service user 
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Service user’s details  

List of current and previous 

episodes of care  



Searching for a service user 
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Click Open to view, add or 

edit TOMs ratings 



ADDING A NEW RATING 
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Adding a new rating 
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Click Add new rating to add scores for 

an ‘Interim’ or ‘End of Episode’ 
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Adding a rating – end of episode 

Select rating type 

– interim or end 

of episode  
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Adding a rating – end of episode 

When adding an end of 

episode TOMs, you have the 

option of selecting the end of 

episode status. The default 

option is Unknown/other but 

other options include Therapy 

complete (discharged) and 

Transferred to another 

service.  

Guidance to support 

use of these code is 

available here 



Adding a rating 
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A new instance cannot be added if the 

previous instance was saved as draft 



COMPLETING A DRAFT 

RATING 
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Completing a draft rating 
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To complete a draft rating, click View 
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Verify the TOMs ratings and click 

‘Save’ to complete 

Completing a draft rating 



EDITING A RATING 
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Editing a rating 
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To edit a rating, 

click View  



Editing a rating 

To amend a 

rating, click Edit 

To cancel, click Back 

to Episode of Care 34 



Editing a rating 

Select the 

correct score(s) 

You will be required to 

provide a reason for 

making the change, then 

click Save and Close 
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Editing a rating 

Any changes are highlighted 

in the summary table. Click 

View Changes for more 

information 
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AMENDING A TOMS SCALE 
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If using the Core Scale, you can 

amend this to an Adapted Scale  

Amending the TOMs scale 
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Select the adapted scale required 

and provide a reason for changing 

the scale. Then click confirm. 

Amending the TOMs scale 
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ADDING A NEW EPISODE OF 

CARE 
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Adding a new episode of care 
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After the end-of-episode rating has 

been recorded, users are given the 

option to Add New Episode 



REMOVING AN EPISODE OF 

CARE 
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Removing an episode of care  
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Click Delete and explain the 

reason for removing the episode 



Removing an episode of care  

The deleted episode is recorded 

here. Click Show deleted 

episodes for further details 
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Removing an episode of care  

The deleted episode will appear in 

the table  
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EDITING INFORMATION 

ABOUT A SERVICE USER 
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Editing information about a service user 
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Search for a service user already 

entered into the system using the 

unique ID number 



Editing information about a service user 
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Click Edit Patient Details 



Editing information about a service user 

To change or add an 

identifier click Edit 

Check that the gender and 

year of birth are correct, or 

amend as required.  
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Enter new identifier 

and then click Save 

Editing information about a service user: 

adding or amending an identifier 
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REMOVING A SERVICE USER  
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Removing a service user 
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Click Remove patient 



Removing a service user 
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Provide the reason and 

click Confirm 



Removing a service user 
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NEXT STEPS 
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Next steps 

 Proceed to Module 4 for more information about generating 

reports using the ROOT 

 

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

questions. Alternatively, use the ‘Leave Feedback’ button on 

the ROOT. 
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