
Changing or Adding Information to Signed Out 
Reports 

An addendum or an amendment can be added to a report by going to “Case status” and 
check the “Progress status” checkbox.   Two options will appear in the dropdown list:  
addendum and amendment.  Select the one you want and click OK.   Another window 
will appear and for you to select a reason from a drop-down list.  A box for free text entry 
is also present.   
 

 
 
If you choose addendum, the original report remained locked and can not be altered in 
any way.  So you should use addendum to report additional information that is missing 
from the original report.  The system will add a heading “ADDENDED REPORT” at the 
top of the report.  Because the original report is locked, therefore the addendum can only 
be added at then bottom of the original report.  It is very important to begin your 
addendum by a heading “ADDENDUM:”.   Failure to do so will cause the addended text 
not appearing in many screen and report. 
 
If “Amendment” is chosen, the original report is unsigned and unlocked.  This 
option should only be used in situations where the text of the original report 
needs to be altered.  The departmental guidelines for modifying a report should 
be followed (see “The Surgical Pathology Report”, “Modification of an existing 
report”).  The added or changed information must be clearly indicated.  The 
system will add a heading to the top of the report that reads  “Revised Report”. 
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