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Course Overview 

Use the Dental Visits Due button to access patients waiting to be seen by a dental provider. Complete 

the workflow to document the visit, record dental findings, plan follow-up care, and close the patient 

task. This guide also explains how to document when a visit cannot be complete 

This guide explains how to follow the workflow, complete required tasks, and document visits. 

Use This Guide When 

• Managing patients waiting for dental care  

• Documenting a dental visit  

• Recording findings and planned treatment  

• Completing or closing a patient task  

• Documenting when a visit cannot be completed 

What You’ll Be Able to Do 

• Access the Dental Visits Due workflow  

• Document a dental visit using templates and the graphic chart  

• Record findings and planned treatment  

• Sign and complete the visit  

• Document when a visit cannot be completed 
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Spark Desktop 

From the Spark Desktop, click Dental Visits Due. 

 

A list of all patients waiting to be seen by a dental provider opens. 
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To document the visit, highlight a patient.  

Click Complete Task. 

| Tip: Review the details for visit information. 

 

| Tip: When a patient appears in the Current Patient window, you can access their MAR, Timeline, Registration and 

Reports. 

For more information on workflow buttons, see the Workflow Buttons reference. 

Document a Visit 
The Dental Encounter/Graphic Chart displays.  
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Use the Dental View drop-down to change the view: 

• Dental Charts – Displays the graphic chart for documenting. 

• Dictation – Contains the Dictation, Treatment Plan, and Current Problems tabs for viewing 

and documenting information. 

• Both – Displays both the dictation and Dental Charts. 

 

SOAPE Note 

To document a SOAPE note, select the option from the Phrases column. 
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Proceed by selecting an option to begin documentation. 

In this example, Subjective is selected. 

 

Each selection adds to the Dictation. 

For more information, see the 

 

Print Report: Prints the list. 

Run With New Dates: Run the report using a different date range. 

Details: Opens the details. 

Details Buttons 

 

Zoom: Opens the details in a new window. 
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T+: Increases the font size. 

T-: Decreases the font size. 

Print: Opens print options. 

Complete Task: Opens the selected visit to be completed. 

Unable to Complete Task: Marks the selected visit as not being completed. 

Refresh: Refreshes the list and removes completed items. 

Show Less/More: Displays or hides additional buttons. 

Help: Opens a help document. 

Find: Searches the list for a keyword. 

Previous: Finds the previous matching keyword. 

Next: Finds the next matching keyword. 

T+: Increases the font size. 

T-: Decreases the font size. 

Grid Options: Adjusts column size and word wrap. 

Return to Document a Visit. 

Templates and Return to Document a Visit. 

Phrases Column references. 
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For more information on this section, see Return to Document a Visit. 

Dictation Column. 

Select all options to document the subjective. 

Use the Onto and Return to options as the bottom to navigate, as necessary. 
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Continue documenting the visit by selecting items on the left.  

 

Initiate Follow-Up Care 

Based on the visit, some template selections can initiate orders or prescriptions for follow-up care.  

Select the appropriate prompt to begin the process. 
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Sign the Dictation  

Click Electronic Signature.  

 

Select the signature type, then click Select. 

 

| Tip: Sign off types that include ‘locking’ prevent further changes to the dictation. 

Enter your Spark password, then click OK. 



Dental Visits Due 
 

 

 

CTK_102_v8_pdf ©CorrecTek, Inc. 2026  |  All rights reserved Page 11 of 34 

 

 

Graphic Chart 

To document using the graphic chart, click a tooth. 

With the tooth selected, select the applicable option from the Main Menu. 

In this example, Existing Treatments is selected. 
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| Tip: To make the tooth images larger or smaller, use the Image Size drop-down. 

 

 

 

 

 

 

Select the type of existing treatment. 
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As selections are made, more options are presented based on the tooth selected.  

Continue making the appropriate selections. 

 

 

Once all selections are made, the tooth image updates to reflect the documentation. 
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Use the Return to option to navigate and document more items. 

 

When all findings have been documented within a category (e.g.; Existing Conditions), click Return to 

Main Menu. 

 

 

 

 

To document another finding, click a tooth then select the desired option from the menu. 
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After selecting an option, the menu updates to reflect available choices. 

 

Continue navigating the template to document findings. 

 

 

Adding a Diagnosis 

To add a diagnosis to a tooth while documenting,  
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Free Form Image 

If an image is not available, users may free form an image. 

Select a tooth then click Edit Selected Tooth. 

 

The tooth image opens. Alter the image as needed then click Save and Close. 
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Changes are reflected in the chart. 

 

Planning for Multiple Teeth 

To plan for multiple teeth, click Planned. 
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Select the planned item from the list (e.g.; Exams and X-rays). 

 

Select the item. In this example, 1 Bitewing X-ray is selected. 
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Planned items populate in the Dental Dictation. 

 

For more information, please see Graphic Chart reference. 
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Add Comments to Planned Treatments 

To add comments to planned treatments, select the Treatment Plan tab. 

Highlight a treatment then click Edit. 

 

For more information, see the Treatment Plan reference. 

Enter comments then click Save and Close. 

 

| Tip: A diagnosis and priority may be assigned from this screen. 
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Complete the Visit 

Click Save and Close to finish the visit. 

 

Add Treatment 

The Add Treatment dialog box confirms the user was able to complete the item as expected. 

Click Save and Close to return to the Dental Visits Due list. 
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Returning to Desktop 

Click Spark Desktop. 

 

Unable to Complete Task 

Select the patient, then click Unable to Complete Task. 
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Unable to Perform Order 

The Unable to Perform Order screen opens. 

Click If ‘No,’ Select Reason. 

 

 

Highlight the Reason. 

Click Select to return to the Unable to Perform screen. 
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Click Save and Close to return to the Dental Visits Due list. 

 

Refusal Form 

If the patient refuses, the Refusal Form prompts open. Enter the type of service being refused. The 

field name will appear at the top of the window as you move through each step. 

 

Complete each field using Save and Close to move forward. 
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Signature Capture 

The Refusal Form opens. Click Start Signature. 
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Using a signature pad, obtain the patient’s signature. If an additional signature is required, e.g., 

witness, click Next. 
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After all signatures are obtained, click Finish. 

| Tip: You must click Finish to apply the signature(s) to the form. 
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Click Save and Close. 
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Related Courses 

• Document New Note 

• Patient Chart 

• Initiate Order 

• Create Prescription 

• Create Patient Document 
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Reference Page 

Workflow Buttons 

 

Print Report: Prints the list. 

Run With New Dates: Run the report using a different date range. 

Details: Opens the details. 

Details Buttons 

 

Zoom: Opens the details in a new window. 

T+: Increases the font size. 

T-: Decreases the font size. 

Print: Opens print options. 

Complete Task: Opens the selected visit to be completed. 

Unable to Complete Task: Marks the selected visit as not being completed. 

Refresh: Refreshes the list and removes completed items. 

Show Less/More: Displays or hides additional buttons. 

Help: Opens a help document. 

Find: Searches the list for a keyword. 

Previous: Finds the previous matching keyword. 
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Next: Finds the next matching keyword. 

T+: Increases the font size. 

T-: Decreases the font size. 

Grid Options: Adjusts column size and word wrap. 

Return to Document a Visit. 

Templates 

Templates provide a structured format for documenting patient information during an encounter. 

The documentation process is consistent across departments, though the information recorded 

may vary. 

Return to Document a Visit. 

Phrases Column 

Headers or additional instructions: Highlighted in gray. 

Questions/prompts: Displayed in blue text. 

Responses: Displayed in black text. 

Undo: Removes the most recent answer. 

Redo: Restores a removed answer. 

T+: Increases text size. 

T-: Decreases text size. 

Onto: Moves to the next section. 

Return to: Returns to a previous section. 

Return to Document a Visit. 
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Dictation Column 

Dictation: Updates as responses are selected in the Phrases column. 

T+: Increases text size. 

T-: Decreases text size. 

Dictation Buttons 

The following buttons appear near the top of the Dictation Column (left to right): 

 

Add a New Timeline Entry: Adds a timeline item and inserts it into dictation. 

Assign a New Diagnosis: Adds a current problem to the patient’s chart and dictation. 

Assign a New Procedure: Adds a procedure to the current encounter.  

Add a New Prescription: Adds a prescription to the patient’s MAR and inserts it into dictation. 

Display Patient Report: Displays a patient report and optionally inserts it into dictation. 

Audit the Dictation: Checks dictation for required audit information.  

Insert Medical Information: Displays patient information from previous days and optionally inserts 

it into dictation. 

Date and Time: Inserts the current date and time. 

Spell Check: Checks spelling in the dictation. 

CorrecTek Remote Support: Opens the CorrecTek Remote Support window. 

Review Button: Use the drop-down menu to review Allergies, Problems, or Prescriptions. 

Image: Adds an image to the encounter. 

Return to Document a Visit. 
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Graphic Chart 

 

Dental View: Displays the dictation, dental chart, or both. 

Keypad: Opens the Keypad for adding diagnoses. 

Graphic Chart: Displays the dental graphic chart. 

Perio Chart: Opens the periodontal chart. 

Primary/Permanent: Sets a tooth or multiple teeth as primary or permanent. 

Default Teeth: Sets a tooth or all teeth to default. Also allows viewing of tooth history. 

Edit Selected Tooth: Free forms a drawing on a tooth. 

Image Size: Changes the tooth image size. 

Multi-Select: Allows the selection of multiple teeth for documentation. 

Treatment Plan 

 

Status: Sets the status to All, Planned, Completed, Existing, Canceled, or Condition. 

Tooth/Teeth: Sets the Treatment Plan view to a section of teeth or a single tooth. 

Add: Adds a treatment directly from the Treatment Plan. 

Edit: Edits the selected item. 

Update Status: Updates the status of planned items to complete or cancelled. 

Set Tooth: Resets to default image. 
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Set Priority: Sets a priority of High, Medium, or Low. 

Schedule: Schedules a visit via the appointment grid. 

XDR: Accesses XDR Radiology images when enabled. 
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