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Word Properties 

Text Control Tab 
The Text Control tab allows words in the system to provide prompts for the end user and to 
format text in particular ways. For example, this is how calendars are linked to words to pop up 
for capturing dates. There are several items that may be linked to a word. For example, if staff 
is using touch-screen technology a number pad pop up might be desired when users click on 
the ‘BLOOD PRESSURE’ word. Prompts may be added to all pop-ups, which can provide more 
instructional information. 
 

 
 

Text Format Required  
When words are created, they are given properties to define how the word functions in ECS. 
The "Text Format Required" property requires that information be formatted a way. For 
example, if the user is to specify a date of service when documenting a word, the word could 
have the properties "Text Format Required" and "Date." Only when this property is selected, 
the formatting options become active. 
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Prompt: The prompt may be used in conjunction with any of the options. Information listed 
here appears in the title bar of the text box explaining to the user what information is desired. 

• Date:  Select this option to have a Calendar appear when documenting. This allows 

users to select date(s). The date is formatted to appear [mm/dd/yyyy], which is the 

format required for dates to flow to the calendar.  

 
 

o Required. Select this checkbox to ensure that the user uses the correct date 

format. If for some reason the user changes the date that is selected from the 

calendar prompt, upon saving, ECS will present an error pop-up letting the user 

know the date format is invalid. 

 
• Date Auto-Write: Select this for today's date to automatically document right after the 

word that is clicked. (Rather than having a calendar pops up to pick a date.) This is 

useful for words that always need the current date attached, so there is no room for 

user error. 

• Time: Select this to have a Clock pop up when documenting. This allows users to select 

time(s). The time is formatted to appear hh:mm AM/PM or hh:mm (for military time).                            

• Time Auto-Write: Select this 

option for the current time to 

automatically document right 

after the word that is clicked 

(rather than having a clock 

pop up to pick a time). This is 

useful for words that will 

always need the current time 

Not in 
mm/dd/yyyy 

format. 
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attached, so there is no room for user error.                           

• Dollar Amount: Select this to have an accounting (dollar) format required when 

documenting. This is useful when dollar amounts are to be entered and formatting of 

00.00 is desired.  

                    
• Locate: Select this checkbox so that when a user clicks on the word in the documenting 

screen, the Locate screen appears. This allows the user to make changes to a resident 

status or unit filter directly from the documenting screen. For example, this property 

could be setup on the RESIDENT DISCHARGED TO: word in the LOA/Rm 

Change/DC/Transfer topic and the Locate screen will appear prompting the user to 

change the resident’s new status.  
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• Demographics: Select this option to have the client's demographic screen appear 

when documenting. This may be set on words that require a change or verification in 

demographic data, for example "Demographic Check Complete" may have this 

property, so when a facility using a Script interface (to send orders to the pharmacy 

electronically) admits a new resident, the user inputting the admission note can verify 

and update the resident demographics. 

 
 

• Other: This option will pop up a box where a user can enter in text so something can 

be further specified or be formatted in a certain way, such as a phone number, zip 

code, or a state abbreviation. The prompt screen may be formatted using characters 

and can be used when free-typed data needs to be entered in a way. An example of 

this is formatting for a telephone number: (P) ddd-ddd-dddd.  
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The Other option can also be used in conjunction with a Keyboard, Number Pad, or 

Calculator pop-up, so that desired number input formatting can be required. A prompt 

could also be entered to provide instructions to the user. For example, weights may be 

required to be obtained to the nearest hundredth, so entering in a (ddd.dd) format 

would always require two digits after the decimal. 

                    
 

• Reminder: Select this to show the prompt in the form of a pop-up. An example of this 

can be found in the McGeer Infection Criteria topic, where if a resident meets the 

criteria for possible infection, they can click on a word that will pop up further 

information to direct them further. 

         
• Difference: Select this property to calculate the difference between the values of 

words. This word first looks for starting and ending words in the current entry being 
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written. If one or both words are not found, it will search past records and use the last 
entry documented for each. This can be one of three things: 

o A time interval (the difference, in minutes, between a start time and an end 

time).  For example, if a user wanted to calculate the total minutes a particular 

event was attended, words could be setup to document a date and time of 

arrival, then to document the date and time of departure, along with a word to 

calculate the total minutes using this “difference” option. 

                                                      
 

o A difference in value (the value of one word subtracted from the value of 

another word) 

o A date interval (the number of days between one date and another date)  

For example, if a user wants to calculate the total number of days of a resident’s 
stay, the difference feature can be setup to look at ADMISSION DATE: and 
READMISSION DATE: words as the starting events and then the DISCHARGE 
DATE: and TRANSFER DATE: words can be the ending events. Once the discharge 
or transfer is documented, the word setup to calculate total days using the 
difference option will search for the admission/readmission date word and 
calculate the total of days between dates, once the discharge/transfer date is 
documented. 
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• Sign Pattern: Select this to have the Establish Pattern box appear when documenting. 
This allows users to create unique patterns for the Electronic Sign when documenting. 
There may be times when a physician orders a medication to be given in such a pattern 
that there is not a word on the screen that will create such a pattern. This Sign Pattern 
allows the user to define the pattern. There are three options for patterning. 

o Special Pattern: Select the total number of days for the patterning and then 
select the days “on.”  For example, a med order that is to be given for 14 days 
with some days on and some days off. 
 

                               
                   

 
 

o Day(s) of Month: To select a specific day(s) of the month, such as the 15th or the 

10th and 20th, use this option. Simply selecting 1x/month or 2x/month, will only 

allow a user to select a weekday such as 1st Thursday. 

                                                     
                                                      
 

o Days On/Days Off: For example, a pattern of 3 days on/2 days off is ordered for 

a medication. The user can select “Days On/Days Off” and enter in the pattern.  

It will follow the pattern until it hits a “0” and then it will start at the beginning 

again. If the pattern is entered as follows: 

Total days of stay 
will not calculate 
until the entry is 
saved. 
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• Unique Number/Entry: Select this to generate a "Unique Number" when documenting. 
Every time the word is documented, a new "unique" number is documented in 
progression starting from "1". For example, this can be used to specify an invoice or 
work order number. The benefits to this include guaranteeing no duplicate numbers 
and increasing efficiency in assigning numbers.  When this property is assigned, the 
program automatically documents the number.  

                                    
• Unique Number/Screen: This property is maintained by American Data’s financial 

department. 

• Chart of Accounts Adjustment: This property is maintained by American Data’s 

financial department. 

• Chart of Accounts Journal Entry: This property is maintained by American Data’s 

financial department.  

• Screen Total: Select this Screen Total option to see the total score of an 

assessment/tool that adds up scores, before saving the entry. For example, when 

documenting a fall risk assessment, the user can calculate the total score and then can 

distinguish the appropriate risk category to document for the client selected. To set  

this screen total feature up, the items you are scoring must have a value set up on them 

on the Values tab of those word’s properties. Then on the word set up to do the screen 

total, you must set up the value field. 

 

 

                          
 

Set-up of the 
scored items in 

the 
assessment. 

This pattern will be open on the 
MAR to be given for 3 days, closed 

for 2 days, and then it starts over 
with 3 days open, since there are 

no other values entered. 
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• Prescriber Search: This option will allow a list of physicians to pop up when writing 

medication orders. 

• Pharmacy Search: This option will allow a list of pharmacies to pop up when writing 

medication orders. 

Staff at Script facilities can use these text controls to combine pharmacy and prescriber 

search screens. This will help you avoid the need for two separate pharmacy/prescriber 

screens - one for eRx and one for non-eRx - when using Script v2017071 via the 

Prescribers’ Connection interface. These types of setups will most likely be completed 

by American Data staff. 

 

      
 

• Word Grid: This option allows for a section of the screen to pop up for users to select 

words from.  This can be seen when entering in medication orders using templates. 

 

Setups on the 
TOTAL SCORE: 

word 
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To set this up, a user needs to click the picklist box next to the Word Grid field, 

navigate to the desired tab, double-click into desired topic, click on upper most word 

you wish to be included (CC,AA) and then hold the Shift key and click on the lower 

most word (CE,AL).  This will highlight your entire section.  Bear in mind if you need to 

add an additional frequency word, you will also need to readjust your word grid setup 

to accommodate the new addition. 

 

Note: Words within a grid setup may not be moved to a different area of the screen 

without being re-linked.   

                     

                                                                                                   
 
 

Sample of writing a 
medication order 
and receiving a 
Frequency word 
grid pop-up. 
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• Reference: This is used to link other areas of the chart to a word in a different topic, in 

the form of a pop-up list. An example of how this is used is within the Physician Orders 

section. Facilities are required to document the physician who ordered the medication 

in every order and may wish to include the ordering physician in other orders such as 

labs so that staff can know who to notify with results. The list of  

attending/primary physicians can be linked to an “Ordered by:” word and it will  

provide the end user with the already documented primary care physician, or users can 

search through the list if the ordering physician is different from the primary. To do so, 

click Add and add the appropriate words.  

               
 
After setting up the reference word for the physician and clicking the “Ordered by:” 
word, the following Reference Word Search window appears. By default, the primary 
physician already documented will show up highlighted in the list (if the Consult topic 
physicians were also linked to the Reference pop-up, there may be multiple physicians 
highlighted in the list to select from), and the user can just click OK. 
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If a different doctor is needed, or no match was found, you can start typing in the name 
of the doctor (ex.: an outside consult) and a list will appear OR the text that was just 
typed in can be used if that particular physician name word is not in ECS.  

           

 

User can select a physician name 
from list and click OK. If the physician 
does not appear in the list of words, 

the name can be completely free 
texted in the search field and then 
when the user clicks OK, it will be 

inserted into the order. 
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• Words: Use this area to link a set of "words" that you would like to prompt the user to 

pick from when this word is used. For example, a “bank” of words can be created, and 

a user can determine which words need to pop up for certain questions, thus helping 

to eliminate screen clutter. In the example picture below, answers to the question 

“CONFUSED AT NIGHT:” can be set to pop up in the form of a list when a user 

documents that word: 

               
 

Select the Words options and then click Add next to the Words box to add the 
appropriate words.  The answer words that will now pop up in list format could then be 
moved away from a user’s view to declutter the screen or make space for other words: 
 

                                                                
 
 
 
 
 
 
 
 
 

Primary (auto highlight) 
Selected from list 
Free texted from Search 
box 

Can 
move 
away 
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Another option when seting up a Words list, is to place a checkmark in the box next to 
“Show only words that have this word set to precede” so instead of pulling in all of the 
possible options to the list, just the header word can be pulled in and the list will show 
any words that are set to Precede that header (see Word Properties – Word Control 
handout for setting up precedes).  The purpose of this is so if more words need to be 
created for possible answer options, as long as those new words are copied and 
pasted from the existing list of words, they will automatically show up in the pop-up list: 
 

                                                                                      
 
 
 

                                            
 
 
 

Copied and pasted, 
to keep the same 
Word Control tab 

properties. 

The new word (**new 
word**) that was 

copied, shows up in list 
automatically because it 

is set to precede the 
question word. 
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• Form: This area can be used to link a form to a word. For example, in a wound charting 

topic, an “area” word can be set to pop up a wound assessment form, such as the On-

Time Wound form.  Another example may be within the Contacts topic, clicking on the 

CONTACT word could pop up a form to be filled out for each contact instead of 

clicking on words in the screen. 

 

                  
In the example image below, when AREA 1: was documented, it popped up a form 

that prepopulates with charting it finds (vital signs & demographics) and the user can 

then continue filling out the form. Once the user clicks OK, the form will write back into 

charting and the user can continue documenting other items in the screen that may not 

be associated with the form. 
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• No Duplicates:  When this box is checked in conjunction with "Other," ECS does not 

allow free typing of duplicate information. Example: For accounts payable, when this 

checkbox is selected, it does not allow duplicate invoice numbers to be paid or 

documented. 

• Keyboard: When this setting is selected for a word, a "keyboard" will automatically 

appear on the screen for the user. This is used with devices that do not have keyboards 

or number pads and 

information needs to be 

typed into a record, for 

example, in the CNA 

charting area, a keyboard 

will pop up if a reason is 

needed to be documented: 

• Number Pad: When this 

setting is selected for a 

word, a "Number Pad" will 

automatically appear on the 

screen for the user. This is 
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used with devices that do not have keyboards or number pads and information needs 

to be typed into a record, or for user prompting or convenience.  For example, 

entering in an amount on a MAR or documenting a weight: 

 

                       
 

• Calculator: When this setting is selected for a word, a "Calculator" will automatically 

appear on the screen for the user. This is used when users must calculate a value, such 

as converting pounds to kilograms for a dietary assessment.  A prompt can also be 

included to provide instructions to users as to what needs to be done for a calculation.  

In the example image below, the user needs to type in the resident weight in pounds, 

then click “/” to divide, then 

enter in the value of “2.2,” 

and then click “=” and click 

OK to have that value write 

into charting: 

 

                  

                                                         
 


