
• Before Cleft Palate Speech evaluation forms can be added for a cleft case, form status for both TOPS Intake and Outcome
case forms must be saved as Complete. 

• From TOPS > My Cases, the INTAKE STATUS and OUTCOME STATUS column display the status for the case forms (either 
Incomplete (red text) or Complete (Green text)). If the form status is Incomplete, you can click directly on the Incomplete 
or Outcome Form Overdue link for the case and complete the required data fields for the form status to be saved as 
Complete. 
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• After your cleft case has been saved as complete, from the patient grid click on the “Add Follow Up” link 
underneath the column labeled CASE ACTION to enter a new follow-up visit beyond the 30-day Post Op.  

(Note: Add Follow Up link becomes active after both TOPS Intake and Outcome case forms have been saved as 
complete)
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• Enter the Follow Up Date and click the Submit button at the bottom of the page to save as complete and go to 
the Follow-Up Outcome form. (Note: Only follow up date is required on this page.)
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• Enter the Follow Up Outcome and click the Submit button at the bottom of the page to save as the follow up 
visit as Complete. (Note: If “Adverse Events”, select the complication and then click Submit button.)
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• After submitting the Follow Up for your cleft case, the Cleft Palate Speech Evaluation Overdue link will be 
displayed on the patient grid under the “Case Action” column. Click the Speech Evaluation Overdue link to 
complete the form and repeat this process annually thereafter.

• If patient age < 3 years, Speech Evaluation links will not be displayed on patient grid. 

• Surgical Management of VPI form to be completed only if surgery is performed to correct speech.
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• Click “Add New Form” button
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• Complete the speech evaluation form and click the “Save” button.
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• Click “Exit Form” to return to the patient grid.
o If you need to edit or view the form, click the pencil icon.
o If you need to remove the form, click the garbage can icon
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• Speech Evaluation form is now complete (Outcome Form Overdue no longer appears underneath Case Action) 
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