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Maintain Departments

Course Overview

Use Maintain Departments to add, update, or manage departments in CorrecTek Spark. Departments
determine user access and privileges within the software. A user's permissions are based on the
department(s) to which they are assigned.

This guide explains how to add, update, or manage departments using the CorrecTek Spark EHR
software.

Use This Guide When

e Adding a new department
e Altering department privileges

What You'll Be Able to Do

e Access Maintain Departments
e Add a new department

e Update an existing department
e Set department privileges
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From the Spark Desktop, click Utilities.
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Utilities

Select Categories and Utilities from the View.
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(1] Categories] (7} .

[ Utilities .
View
{C:)} TUtilities Ribbon
Overview The Utilities Ribbon is used manage Administrative Utilities and Tasks.
To begin managing your Dictionary entries, use the "Categories’, 'Utilities', and ‘Description’ check boxes in the ribbon above.
Check Boxes Check Box Usage

Displays a Category list of
Utilities available within the

Categories application from an
Administrative point-of-view.
Once a Utility Category is

Utilities selected, checking this box will

display all Utilities available
within this Categary.

In the Utility Categories on the left, highlight Administrative. In the Utility list on the right, highlight
Maintain Departments, then click Select.
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Add a New Department

The Maintain Departments screen opens. To add a department, click Add.
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For more information, see Maintain Departments reference.

Enter a description for the department and optional comments then click OK.
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[S] Edit Department >
03a

Drescription: IMedicaI Records

[T Spstemn Defined - Frivieges cannot be changed for the Department.
[T Solo tMembership - Users cannot be members of any other Department.

Comments

Thiz department haz medical records privileges and is uzed for medical records A
varkflaws.

Timeline | I:anl:ell

The department is added to the list. To assign privileges, highlight the department then click
Privileges.
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Check each privilege to enable then click Save and Close.
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Privilege Enable? -
Status Screen - Invoke the ‘Copy” Encounter Routines r
Timeline - Lock Records r
Timeline - Unleck a Locked Record
Contacts - Add a New Contact
Contacts - Delete an Existing Contact
Contacts - Edit an Existing Contact IF
Contacts - View, but not Modify an Existing Contact
Contacts - Charges Tab - Display Totals -
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Contacts - Access Ins Co Info Tab r
Contacts - Access Timeline Tab v
To assign users to the selected department, click Assign User to Dept.
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Check each user to assign to the department then click Select.
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[v  Christa CorrecTek Christa CorrecTek
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Lee Spark, MD Lee Spark, MD
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Edit a Department

Highlight the department in the list, then click Edit to edit the name or comments. Click Privileges to
enable or disable privileges.
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Click TODAY to return to the Spark Desktop.
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cﬂ:\ Add Edit Copy @ Delete .b Privileges Eil Department Workflows %D Assign User to Dept. T@] Remove Users from Dept. :EIj View

Print List Q Log 7 Export Configure Select Category List Copy Paste Category List Users In Selected Dept. Show Users Only Show Suspended/Deleted Users
Y

Add: Adds a new department.

Edit: Edits the selected department.

Copy: Copies the selected department.

Delete: Deletes the selected department.

Privileges: Enables or disables privileges.

Department Workflows: Displays a list of workflows assigned to the selected department.
Assign User to Dept: Assigns users to the selected department.

Remove Users from Dept: Removes users from the selected department.

View: Opens a record of the department’s information.

Print List: Prints the list of departments.

Log: Displays the department’s activity log.

Export: Used by CorrecTek staff.

Configure Select Category List: Assigns timeline categories to the department.

Copy Paste Category List: Copies Timeline Categories from a selected department, allowing them to
be pasted into another department. This feature helps quickly duplicate Timeline Category
configurations without manually recreating them.

Users in Selected Dept: Displays a list of users assigned to the department.
Show Users: Shows a list of users assigned to each department.

Only Show Suspended/Deleted Users: Shows suspended or deleted users assigned to each
department.

Return to Add a New Department.
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