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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

e Starting a visit outside of a workflow

e Entering a visit that already occurred

What You'll Be Able to Do

e Create and complete a visit note manually
e Document patient information using the encounter template
e Initiate follow-up care or tasks from the visit

e Electronically sign the encounter
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Spark Desktop

From the Spark desktop, click Document New Note.

| TODAY COMMUNICATION SUPPORT

7~ CorrecTek g A
I_JSpal' B88) e cmu{%s Logout L@‘ R%‘

L1 [ Chare = Technical

Spark Desktop View Options  TESTNURSE Support

] asks

v
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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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[3] Select a Patient a =

~ Show More

: g‘j Select Highlighted @ Tiles | O Grid

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.

F

—Hesulis:

[] cotect & Patient a x

Please enter a Name, ID Mumber, or Birth Date, and then press ‘Search’ “~ Show Maore

Search Key: doe, |

2 Search | [P Help On Search

" select Highlighted: : )
elect Highlighte % Tiles | 7 Grid
Doe, Jameson E

Jameson E Doe
DO D1-D1-1883 ‘? ID: 098
trl-;u;.wilr -BED 1 Gender: Male
WIQUE T8 DORB: 01-01-1989 Sun
IEE]
L DEMOGRAPHICS

Account Number 098

Address Unknown Address
3 S— " Birthdate 01-01-1989
> Sex Male
— CONTACT INFORMATION
E-Mail Address

[~ fa s e Ll alan ] et
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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.

o =
TOD&Y | COMMUMICATION  SUPRORT

I Preview gy Doe, Jameson E, 4098 & O O

| CEI'I'E\‘.'Tﬂk [=]=]= - Leszation: INFIRMARY - DED 1 [ ] e
I = [=]=] [1 Maragabean Mala, 37 yesrs oid, 0B 171719680 2 « R B
Par o [ chart Phaw Classes. Patien, Actve, Inmale, Patienl, - a o Ur'll':"“ Loapat Lock Faquact

lochinical
Optiors  TESTMURSE Support

Spark Desitop
H'IIH‘.EE MAIN MENT - Doe, Jameson E #0988

B Broemos o ———

~Phroges

Current Patient

e A e ow LT -‘.'“""

—y CR -

ow= C= TN T E R *BHO0CQSGeBR-3 T.
Murse Maln Menu - Encounters = ( Povmn e ) E-.— @
Select below to begin decumentation.

Sick Call:
Scheduled
Walk-In
Follaw-Up

Health Azgessment:
Annual
Initial

=
1 | *

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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NURSE MAIN MENU - Doe, Jameson E #098
Bb- 5\--— - . - e I e e R LR
o= C~= D T ERe¢BHO0a9GgeoeBR ¥ T
_'- ] - ( Povme - ) e . e
e e Fesie Seew b ] ’ —————
oo B e o ptits [{INTAKE RECEIVING AND SCREENING
* |
P - |[Name: Jameson E Doe
|IID#: 098
Additional ID#:
DOB: 01-01-1989
Gender: Male
Race:
Classification: Active, Inmate, Patient,
Date/Time: 03-03-2026 Tue / 10:11
Able To Complete Intake:
‘ Yes
‘ J
7 I— 2
For more information on this section, see Dictation Column.
Recording Vitals
Click Record Vital Signs.
NURSE MAIN MENU - Doc, Jamcson E #0598 @ =y -— LAo- N e - -.-—-
BI.- sl.‘—— .-. ——— - — - W Ve SRR
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Intake Screening - Vital Signs - C Pome = ) a-ﬁ Q e L — o
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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.
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The recorded vital signs appear in the Dictation.

NURSE MAIN MENU - Dor, Jamason E #0498
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VITAL SIGNS:
Weight 221 1bs 4 oz
Height 5 £t: 9 in.
BMI 32.6
BSA (Mosteller) 2.21
BSA (DuBois) 2.16
Blood Pressure 123/82 mmHg
Temperature 98:8.°F -/ 3T:1l:°¢C
Pulse €3 /minute
R e g Pulse Oxygen 98%
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Allergies

Click Allergies — Review and Insert.

NURSE MAIN MENU - Doe, Jameson E #098

8'04 }‘ - o - ° - baws ca ean o age. @y - e o

*) - v ~— Tx T = B ’ " 4 c ) g ¥ 8 ™ <
Intake Screening - Allergies - ® Gontn - % B..- [ —
rs:yl:iwlﬁ'lel w‘“hpa:m NTAEE PRIV AN PEENIN
8"&'9‘“. N a4 . ' -

VAIIerrgAies - Review and Insert 1E

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.

[Z] Anergies O x
Patient [Doa Jameson E (37) 1M/1980, § 098 e
Allerg |
. I\ -
qpAdd /P Edit  sTopStop |« B B |
.....n.,,.h T —— T— ' whntinue S1atus | Comments
Ha Enswn Diug Allergies H026-01-29 ArThe |

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

For details about moving through prompts, see Using Prompts.

CTK_105_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 8 of 17



r,})
Document New Note E‘M

CorrecTek
elLearning

Reported Medications

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

NURSE MAIN MENU - Doe, Jameson E #0938 ™ o e — - S —-— ' .
8 .. }‘ oo 0nr - ° - i R ] s -
Plusears Dt eon

o= C= T T E R oe¢DHOadaeoeBr T 1.
Intake Screening - Pre-Admission Medication e g aian il Bleew | @

Select phrase to document one medication.
Select phrase as often as needed.

Add ONE Medication

Medication in Bottle...

«! | ' Ve o S
@Onto Patient History Are ¥ taking e e
@ Return to Pre-Admussion Medication ' . thely

Type or select the Medication Name and Dose. The field name appears at the top of the window as
you move through each step.

[I".f Field Value for: Medication - N
Presous Faeld Cancel Edil el Field « | Finigh
: 0 >

Medication - Name / Dose:

Tl

ca MHame § Dose L

Dptiznal - Chooss @ welue below (will advance 10 nesn field upen selection)

™' History of Recant Chalces:
Witamar K 30 mg

Wiramman 0 1000 1L
prozac 20 myg

metformin

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.
NURSE MAIN MENU - Do¢, Jameson E #0958 < - . —
B Bocmon i p— ey —
owe Ce» T T B R B O0QSGeBR-% T T

MM-.MWW - ( "o - ) B~~ @ — | Sees et o gt
Select the phrase below to review and ’
insert past medical history. - ;'*-" Bave OFf wae any physicel ald

Review Past Medical History |-
ol | s N MEDICATION

() onto Militery Experience Are you taking —

@ Return ta Pre Admizalon Medication »

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.

F_g.ll.ll: et

o~ e Breeie. :{Esc'lveandmm } O S o S
ﬁ-ﬂ _I-n 3!_ ."‘ — :'I-q.-ln lm-—-l.'---.m A i -I"l T .
03-08-2018 Thu 07:34:3% PM Hyx of Suicide Attemnpts

03-08-2018 Thu 01:35:21 PM by of medication hoarding
01-29-2026 Thu 01:11:25 PM Hx of cancer in family

FAMILY HISTORY:
Mother
Cancer -
Colon

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.

NURSE MXIN MENU - Doe, Jameson E #093

>
ﬁ‘.. "".4-4 - . P P e L e ——- -
Shrasa

Intake Screening - Follow-UpCare || '+ & = = © o , = [ ¢ - T T
Select all necessary follow-up care el - LT
order(s) below.

e e

Initial History and Physical tential Perpet

Chronic Disease Initial Visit -
Dental Assessment
Mental Health QMHP . .
Nurse Sick Call s .
Provider Sick Call
Psychiatrist - Med Mgmt

S

P e | ees WA gfes

L

Sign the Dictation

Click Electronic Signature.

NURSE MAIN MENU - Doe, Jame=on E #098

B Brocwon o U — —— —
Shrasac . - -
") - Ce T T E P 50 e 3 » 8 " - T T

Intake Screening - Electronic Signature - — - > B..- " — Coa s net

_sg!!?'_?!g?'bﬂm """""""" L a8 Y 8 . . » AN PEEN IS

N et - '

Electronic Signature | *

. | o ' .
i Mon o~ v eeh grn v ~
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Click to highlight the signature type, then click Select.

Sign Off Types

Flease select a sign off type:

|gjse|ect

e —-

Murse Locking

RM Review

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

Enter your Spark password, then click OK.

Electronic Signature

Nancy Murse

Type: Murse Z:f Select

Enter your user name and password to electronically sign:

& Clear

USERMAME: |T ESTNURSE ﬁ
PASSWORD: |-"
—Comments
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Create Form
Some templates include a form at the end of the visit.
Click Create Intake Form.
NURSE MAIN MENU - Doc, Jamcson E #098 ® e - - » . w B e
.l e OS p— — —
Plonaes Outaren
b c= IT EREDOQOSGOBE 2 T,
Intake Screening - Create Form T — - B-.n- D "

Select phrase to create form for
inmate signature on intake form.

Create Intake Form T 1P CAT TN

4 | » )

() Retum to Electronic Signature : 0 ™

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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Clearview Health Group
2901 Medical Park Drive
WATER VALLEY, KY 42085
Phone: 270-555-0404 | Fax: 270-555-0606

s

CLEARVIEW

HEALTH GROUP

INTAKE RECORD

INTAKE RECEIVING AND SCREENING

Hame: Jameson E Doe
[[iE i1}

Additional 1D#:

DOB: 01-01-1989
Gender: Male

4

/ Start Signature -",.2!1 PR — i) O

—Patient Signatura:

Jameson Doe

Finigh

Click Save and Close.

Complete the Visit

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

NURSE MAIN MENU - Doe, Jameson E #0938

You have completed the Intake
Roccivingand Screeningl

Select "Save and Close’ to exit screen.

CorrecTek
elLearning
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Related Courses

e View Chart
e (Create Patient Document
e I|nitiate Order

e 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).

G B+ B O @B AQE EBE-a&-

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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