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Internal Communication

Internal Communication (IC)is a means of sending information from one ECS user to another,
whetheritis inthe form of a memo being sentmanually bythe user, or by having a message
or areport automatically sentto a user or user group. Forexample, if a resident falls, the “fall”
word can be set up to send a message automatically to the Administratorand DON. When
there is a new admission, it can be set up to send outthe Face Sheetreportto the appropriate
staff members. Ifaresidenthasan infection, a Notify Infection Control word can be setupto

notify the Infection Control nurse immediately.

Write an Internal Memo

1. From your access screen (MDS, Nurse, etc.), click on the Write Internal Memo button.

2. Once you flip into the Internal Memo topicto do your documenting, you may be
presented with a pop up thatstates, “Thistask has clients associated withit. Do you
want to override your currently selected clients?” You always want to answer Yes.
(*The reason isthat messages written in this topic most likely will not have anything to
do with real residents and do not belong in their medical records, which is why we
create a fake client to attach to this Internal Memo task so that all the messages written

are on the fake client’s record.)

a. TIP:You will only get this pop-up if you have another client’'s name selected
when you load the Internal Memo task, which should be quite infrequent now

thatthe name panel is hidden.

selected clients?

This task has clients associated with it. Do you want to override your currently

Yes

MNo

3. Documentthe message you would like to send.
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4. Make sure to select to whom you want to send your message. You can choose a user
group(s), or “(pick user(s) on Save)” for a user list to pop up once you save your entry;
you can then select the individual(s) to whom you would like to send your message.

< b

‘ Name(s) 4 B **nternal, Memo (NH) Topic(s) | 4 Memo [ Internal Memo | All - b

Internal Memo

= SEND TO:
; (pick use_r(_s) on Save) ¥
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MESSAGE REGARDING:
SEND TO:

Care Plan Meeting with family at 3pm on Tuesday April 9th.
individual users selected

How to Check Messages
When a message is received, the user will see a red circle with a number appear on the small
envelope nextto hisorher name in the bottom left of the screen.

3] 5 [ [2] Knull JenniferE

Once the number reaches beyond nine, the red circle will then contain an exclamation point. (

/I!Il)
|[B] 5] [ [A] Knul, lenniferE

Once the user has gone into theirinbox, whether or not they read all of their messages, the
symbol overtheir envelope will then turn yellow and stay that way until all new messages have
been read or deleted. Any new messages received after viewing or refreshing the inbox will
restart the red number symbols again.

' FG@] l@ @ Knull, Jennifer E

There is also an option of having a red box appearin the middle of the screeneach time a
new message isreceived. This isenabled or disabled by selecting American Data-ECS and
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the Window menu option and then clicking Message Popup. Thisis usefulifthe userisin
multiple systems at one time and may have ECS minimized.

Mew Pdessage )

If you currently get this pop-up and wish to turn it off, you can follow the same steps used to
turn it on, follow the path: American Data - ECS > Window > Message Popup. You will see a
checkmark next to Message Popup ifitis turned on, and you simply click on it again to remove
the check.

Toolbar Easy - [MDS/Resider

Write 4 *Internal, Memo (Res Care) = B T
Wiewy 2

Print

Locate

| MESSAGE REGARDING:

Set »

S Confidential Information
hdaintenance 2
Wi o 4 |v’| Message Popup

Help 4 hessage

Hide ECS Chat

Exit Easy L

Tile Side by Side -
Tile Top and Bottom o
Cascade r
Close All i

To check messages inthe Inbox, the user will simply double-click on the envelope in the lower
left corner of ECS, by the user’'s name. User will need to double-click on the message(s) they
wish to read.

| 4 box (10) Subject Client From Date/Time ¥
| 1 Admits (1) Memo / Internal Memo / all **Internal, Memo {(Res Care) Knull, Jennifer E 04/07/2019 21:29:49
| Transfers Memo / Internal Memo / All **Internal, Memo (Res Care) Knull, Jennifer E 04/07/2019 21:29:44
[ ] Meeting notes (2) B Memo / Internal Memo / All **Internal, Memo {Res Care) Knull, Jennifer E 04/07/2019 21:29:39
|| Conference notes (1) Nurse Charting / Discharge/Transfer/LOA / All Dube, Daniel R Swift, James 03/20/2019 11:00:54
L1 Evals (1) Storey, James M | Swift, James | 03/20/2019 09:57:00 ||
1 Falls Physician Orders / Medications / All Wight, Donald Sprague, Elisabeth  03/18/2019 04:28:36
Physician Orders / Medications / all Wight, Donald Sprague, Elisabeth 03/18/2019 04:27:47
! AL (RAs) / Discharge/Transfer/Note / all Eaton, Sandra Alley, Rebekah M 03/17/2019 10:40:02
@ AL (RAs) / Discharge/Transfer/Note / All Allen, Lawrence E Alley, Rebekah M 03/17/2019 10:11:25
Face Sheet Island MH *Pitt, Brad alexander 03/12§2019 13:52:16
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Subject column displays the path of the entry sentorthe report name (reports or entries are
sentviainternal communication).

Clientcolumn displays the client/provider for whom the entry/report was written.

From column displays the user who sent the message.

Date/Time column displays the date and time the message was sent.

Site column displays the name of the site to which the client/provider is assigned.

e Double-clicka message toreadit. The user may alsohighlightthe message, and click
View Messages.

e Ifthe messageis areport, the report previews on the screen.

e Ifthe message was anentry,a View screen opens displaying the message.

e ToreplytoanlIC, whileinthe Viewscreen of the message, click Edit and then Append.
Document the reply. Click (pick user(s) on Save)to send it back to the personthatsent
it.

e Highlighta message, and click Delete Messages to delete it. Messages can be deleted
multiples at a time by holding CTRL key and clicking on desired messages to highlight
them first, and then click Delete Messages.

How to Organize Messages

e Ausercan create folders in the left column to organize saved messages. Each user
defines his or herfolders. To create a folder, right-clickin the area, and choose New
Folder. Thennamethe folder, and click OK.

e Messages may be moved to folders by highlighting the message, then right-clicking,
and selecting Send To, to select the destination folder. Another method is to dragitto
the desired folder. Anumberappears behind the folder showing how many saved
messages are inthe folder.

e Users can alsotag messages according to a personalized color system. Highlighta
message, then right-click, and select Tag. Then choose with which coloricon you
would like to tag your message.

Subject Client
Memo / Internal Memo [/ All *Internal
Memo / Internal Men et m

B Memo / Internal Me = Internal

Murse Charting / Disc A S Al Dube, Dani

Murse Charting [ Dischar T Unt !
Physician Orders ;/ M 4 ntag n
Physician Orders / Medications / All ! Important n
! AL (RAs) / Discharge,/ Transfer/Mote B Red n
B AL {(RAs) / Discharge, Transfer/Mote / n
Face Sheet Island MH @ EBlue a
B [Green
M Orange
B Furple
B Gray
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Alarms

Alarms can be sentto remind users of events (such as labs or assessments due), follow-ups
(such as PRN medications orincidents), or to notify other users of clinical data (such as alerting
dietary of a need for a nutritional evaluation ora CNA of an upcoming residentappointment).
Any word in ECS may have the alarm property. Alarms can be pre-setby the system
supervisor or manually setby the user.

Documenting Alarms
e Ifthe alarm word is setto a specific time (e.g., Follow up after 30 minutes), the
documenting screen will show the date and time the alarm is set to pop up and will
activate once the entry is saved.

Follow Up Results
[FOLLOW UP AFTER 30 MINUTES PRN MED RESULT: |  ACTIONS:
( I X | FOLLOW UP AFTER 1 HOUR

Clear _:[ left Iabdominal area]: LIS FOLLOW UP AFTER 2 HOURS [ pain reduced [ physician notified, _,‘
i _‘I right I ankle(s) l jaw || FOLLOW UP AFTER 4 HOURS [ pain unchanged I orders received, ‘
MI' upper I arm(s) T knee(s) ‘\ [ pain is worse I cont. to obhserve, ;
il lower I back i leg(s) 1 alarm {2 min) ] { med effective Iencouraged to res1,:j
_I radiating to I chest T neck | [ med ineffective I repositioned, J

_I radiating from | ear(s) | quadrant(s) | { resolved ]

bj hoth T elbow(s) Ishnulder(s) ] [ no further complaints |

J [ eyels) | wriste) | ( relieved )

) [ fingerfs) | ( resting i)

] foot(s) | ( continues to c/o |

) [ handi | | able to tolerate PT ]

[ slepning 1

| n
FOLLOW UP AFTER 30 MINUTES 05/02/2019 09:32PM
Exit Mamef{s) | v Topic Tasks Date From Date To Control Go Edit MNext Full More. ..
“CAdams, Suzanne © 03/26/1923  96¥rs  F Sitel  West 2121 : :
05/23/2018 11:13AM HDC  PRN MED GIVEN: [Phillips Milk of Magnesia]Magnesium Hydroxide 7.75% Suspension (30 ml / 232.5mg) given for constipation
M 05/16/2018 02:03PM JEK  PRM MED GIVEN: PRN nebulizer administered.
B cmtarmtmma= ammrmea en R A AT e LENE S AR _SS e 7 S S RS e

e Ifthe alarm word was not specified with a specific number of minutes (e.g. "Alarm (Pick
User)” in the Internal Memo topicis meantto be a custom alarm), then a calendar and
clock will pop up forthem to specify the date and time they want the alarm to occur.

e Ifanalarmisbeingsentto aspecificuser, such as in the Internal Memo topic, a
calendarand clock will pop up to specify date and time of the alarm. Oncethe entry is
saved, a user list will also pop up to select the user(s) to whom to send the alarm.
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Name(s) | 4 A =Facility Services, ADS < b | Topic(s) |4 Memo / Internal Memo / All - b
MoPickure = —— o —
= Internal Memo
Save MESSAGE REGARDING: |MESSAGE: | SEND TO: T| Alarm (Pick User)
Sign Employee Benefits ] (pick user(s) on Save) |
Clear, [ Meeting | Activities | Med Records 7
Employee Review [ Administration r Med Techs ]
frore: Time Off Schedule | ( Admissi | Nurse Managers j
Disciplinary Action | ( Business Office | Nurses |
[ Employee Appraisal | CNAs | Pastoral |
e e e e
| Confidential Information | || User Selection for Alarm 7 =]
9(!“2[7J b [ aschmann, Paula R Cknull, Jennifer E
1 [ ash, Ken C [OMcDonald, Kara M
[ atwood, Sabrina K Omeier, Megen M
! |Oealweg, Darin M Operepel, Serge G
| Mq | dereunig, Kevin C [ schaack, Charles C
| | ABurk, Heike E [ suhr, Karen M
“| Oeurlage, April & Orost, Bryce H
[ ceaser, Heather D Owaedekin, Jacquelyn M
CEderer, John E O walters, Aaron James
CEderer, MarkE. [vang, Xiong
[CJEngel, Shannon E O zirbel, Richard A
CEsser, JeriJ
O Greene, Megen M
‘Harrison, Tracy L
OHovde, Becky L
[ 30hnny, Ederer C
[ Johnson, Robert 3
[ Juedes, Rebecca M
[Ckatzman, Tiffany M
<
Alarm (Pick User) 05/03/2019 03:00 AM Select Al Fiter | [YActive ok Caral
L__| Inactive —_— =

Responding to Alarms
When itis time for the alarm to pop up, an alarm box will appear on the screen for the user to

respond. _ _ ) o ' ] .
& £cs Alarm S

Alarm DatefTime: 05/02/2019 09:24 pm -
Client: Suzanne C Adams
User: Knull, Jennifer E Clinical Training Supervi

alarm (2 min) 05/02/2019 09:24PM

Alarms: 1 Refresh Append Reschedule Snooze Confirm

800.464.9942 | www.american-data.com




AMERICAN
DATA

This alarm box can contain multiple alarms on one screen and you can see the total number of
alarms to be resolved inthe bottom left corner. Users also have a bell symbol next to their
name at the bottom left-hand side of the screen. Thisbell will be red and flashing if there are
any outstanding alarms still waiting to be addressed. A user cannot log out of ECS until all
alarms have been addressed, or at least snoozed so the bellis nolongerred.

a. ClickRescheduleto have a calendarand a clock pop up to seta new date and time for
the alarm.

b. ClickSnoozeto reset the time for the alarm, to be notified later (for example, 5
minutes, 5 hours, 5 days).

c. Click Confirm to cancelthe alarm for yourself.

d. Click Append to append onto the sending entry (e.g., the result of a PRN medication).
This act officially resolves the alarm and will cancel it for all other users that may receive
it.

e. ClickRefresh torefreshthe alarmlist so anything thathas possibly been appended by
another user will fall off the list.

*When an alarm is received by multiple users, if you click Append, the alarm is resolved and
otherusers will NOT get the alarm. Ifyou click Confirm, you cancel the alarm for yourself but
otherusers set-up to receive the alarm will still receive it

ECS Chat

The chat feature is something that people can use to communicate back and forth with each
other when they are logged into ECS. Thisfeature does notrequire much setup, and the
rights for this feature are determined under each user group. The informationthatis typed
into the chat feature isnot recorded anywhere in ECS, and messages cannot be sentto users
who are not logged into ECS. Many facilities use the chat feature to decrease the amount of
overhead paging of employees and instantcommunication within ECS.

1. Click American Data-ECS, and follow the path Window > Chat.

2. The chatscreen appears.

3. Allusers who have access to Chat and are signedinto ECS appearin theright column
of the screen.

4. Inthe text box at the bottom ofthe screen, start typing a message.

5. Clickone or more user names (more than one can be highlighted by holding CTRL).
SendAllcan also be usedto send to allthe users in the list.

6. ClickSend. The message and whoit was sentto will appearinthe main partofthe
screen.

7. Use Hide to make the chat window disappear; it will reappear if someone sendsyou a
message. You can also hide the ECS Chat window by simply launching any ECS
modules.

8. IfyouclickPopup (soitisnolongerselected), the ECS Chatwindow will notpop up
while you are working in ECS. Ifyou receive a message, the ECStask baricon will flash.

9. Clicking Exit will disconnectyou from Chat, and you will be unable to receive
messages.
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ECS Chat =

Clear | Hide | Exit

. Mame
Ot ke 21:55:58
To  Smith, Mary J Knull, Jennifer E
Resident in Room 305 has some guests here that will be heading Smith, Mary J

d toh .
own ko Rer room Johnzon, Sarah A

Send

Send All

Send Property Inquiry

ECS has many features that enhance communication among staff between departments and
throughout the facility. Messages may be sent using alarms or reminders, internal
communication, or e-mail. All communication setup occurs at the topic or word propertylevel.
It may become easy to lose track of all your communication settings. The Send Property
Inquiry assists you with managing your communication setups.

Howto Use Send Property Inquiry

e Toseewhoisbeingsentwhat messages, followthe path American Data-ECS >
Maintenance >Send PropertyInquiry. There may be a slight delay as the computer
searches. Once the screen loads, you can see who isreceiving what messagesin the
system, the type of message, and where itis setup to send from. Messages can be sent
to both user groups and/or individual users. Facilities that setup users by name to
receive messages, must always update these items with new staff. Sending messages
based on user groupswill require little upkeep, however users are not always in the
user group that one might think they are in (such as many DONs are often in an ECS
System Supervisor group)

e Sortdata by clickingthe column heading. All columns may be sorted.

Print by clicking onto the Print button inthe lower righthand corner of the screen. Or
exportthe entirefile by clicking onto the Export button.
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Section Topic ‘whord Group/User/bdanual - Name Type Sending Location
Murse Charting Skin Breakdown Rigk Assess. 9 or less = severe risk, Group MH - Murge Manager Ic enty 20008/2
Murse Charting Skin Breakdown Risk Assess. 9 or less = severe rigk, Group NH - DON IC entry 2000842
Murse Charting Fall Rigk Assessment »1 point, refer b therapy Group MH - Therapy Director Ic ety 2000842
Murse Charting Admiszion/Return ADMISSION DATE: Group MNH - Financial System Supervisor IC ehtry 2000842
Murse Charting AdmiszionAeturn ADMISSION DATE: Group Financial System Supervisor [SNF/ALAL] 1T entry 2000842
Murse Charting Digcharge/ Transfer/LO0A DATE: Group [Dremao] Tim George Ic enty 20008/2
Murse Charting Digcharge/ Transfer/LO0A DATE: Group ECS Spstem Supervizor Ic enty 20008/2

Note: The Send Property Inquiry is a great tool that can be referred to for adjusting send properties already in
place throughoutthe system, however changes cannot be made from this area.

ECS Services

ECS Servicesis a service withinthe ECS database thatruns behind the scenes and without it;
several features will not function. ECS Services controls: message alert pop-ups, ECS Chat,

alarms, scheduler, calendar, and the Date and Time Stamp from server options. Ifyou see a
caution triangle over the computericon in the bottom left corner of your screen,

[ =] (&) this will be an indication that your ECS Services are no longer
connected and willneed to be restarted on the server, mostlikely by your IT department.
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