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Course Overview 

Visit notes are used to record patient care and complete the encounter. Most visits begin within a 

workflow, but sometimes a visit needs to be entered manually. In those situations, you will document 

a new note to capture the visit from start to finish.  

This guide walks you through how to complete the visit note and electronically sign the encounter. 

 

Use This Guide When 

• Starting a visit outside of a workflow 

• Entering a visit that already occurred 

 

What You’ll Be Able to Do 

• Create and complete a visit note manually 

• Document patient information using the encounter template 

• Initiate follow-up care or tasks from the visit 

• Electronically sign the encounter 
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Spark Desktop 

From the Spark desktop, click Document New Note. 

 

Select a Patient 

Once initiated, the Select a Patient dialog box opens. 

Search Patient 

Use the Search Key field to type identifiable information to locate a patient. Then, click Search. 

| Tip: Identifiable information could include first and/or last name, ID number, or DOB. 
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Select Patient 

Locate and select the correct patient in the search results. Click Select Highlighted to open the 

template screen. 

| Tip: Demographic and Contact Information displays to the right when a patient is highlighted. 
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Document a Visit 

The template screen opens. Select a visit type from the Phrases column to begin documentation. 

In this example, Intake is selected. 

 

| Tip: Prompts display in blue. Click a response in black to add it to the note. 

Each selection adds to the Dictation. 

For more information, see the Templates and Phrases Column references. 
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For more information on this section, see Dictation Column. 

Recording Vitals 

Click Record Vital Signs. 
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The Vital Signs window opens. 

Enter the required vital signs in the fields or select Values from the list. 

Click Save and Close to return to the template. 

 

The recorded vital signs appear in the Dictation. 
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Allergies 

Click Allergies – Review and Insert. 

 

The patient’s recorded allergies will display.  

If no changes are needed, click X to close the window and insert the list into the Dictation.  

If updates are needed, select Add, Edit, or Stop as appropriate. 

 

Continue selecting responses in the Phrases column as the template advances. 

For details about moving through prompts, see Using Prompts. 
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Reported Medications 

To document, click Add ONE Medication in the Phrases column. 

 

Type or select the Medication Name and Dose. The field name appears at the top of the window as 

you move through each step. 

 

Complete each section using Next Field or Finish to move forward. 

After completing the medication entry, you are returned to the template. 

Repeat as needed to document additional medications, otherwise click Onto Patient History. 
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Patient History 

Click Review Past Medical History. 

 

The Edit Text window opens. 

Review the information and update as needed by typing directly in the text field. 

Click Save and Close to return to the template. 

 

Additional questions may appear as you progress through the template. 

Continue responding as prompted.  
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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. 

 

Sign the Dictation  

Click Electronic Signature.  
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Click to highlight 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. 
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Create Form 

Some templates include a form at the end of the visit.  

Click Create Intake Form. 

 

The form opens. Click Start Signature. 

Using a signature pad, obtain the patient’s signature. If an additional signature is required, e.g., 

witness, click Next. 

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. 

Complete the Visit 

Click Save and Close to finish the visit and return to the Spark desktop. 
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Related Courses 

• View Chart 

• Create Patient Document 

• Initiate Order 

• Encounter Image 
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Reference Page 

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 section. 

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. 

Return to Document a Visit section. 

Dictation Column 

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

T+: Increases text size. 

T-: Decreases text size. 

(Continued…) 
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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 section. 

Using Prompts 

Onto: Moves to the next section. 

Return to: Returns to a previous section. 

Return to Allergies section. 
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