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Course Overview

Use the Maintain Providers Dictionary to add or update provider information in CorrecTek Spark.

This guide explains how to add providers to the dictionary.

Use This Guide When

e Adding a new provider

e Updating existing provider information

What You'll Be Able to Do

e Access the Maintain Providers menu
e Add a new provider

e Update an existing provider
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Spark Desktop

From the Spark Desktop, click Dictionaries.
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Dictionaries

Select Categories and Dictionaries in the View.

Dictionaries Ribbon

Overview The Dictionary Ribbon is used manage all Dictionary items within the application.

To begin managing your Dictionary entries, use the 'Categories', 'Dictionaries’, and 'Description’ check boxes in the ribbon above.

Check Boxes Check Box Usage

Displays a list of Dictionary
Categories available for you to
manage on behalf of this
application.

Categories

Once a Category is selected,
checking this box will display all

Dictionaries of the corresponding
Dictionaries in the selected
Category.
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Select Setup, then Maintain Providers.
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Click Select.
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Add a New Provider

To create a new entry, click Add.

@ Maintain Providers

Search Key: |
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E: P pe—— g R ® Gn-—- @--- &;’- Count: 4
| Middle | Title | Company | UPIN | DEA # | State Lic # | DM #
| Tip: To update an existing provider, select the provider from the list and click Edit.
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Click Select Provider.
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Search Contact
In the Search Contact window, enter identifiable information into the Search Key field.

Click Search.

| Tip: Identifiable information could include provider last name, provider first name or phone number.
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Select Contact

Locate and select the correct contact in the search results. Click Select to return to the Edit Provider

screen.

Search Contacts
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ROOM 204

| Tip: If the provider is not listed, you must first add them as a contact.

Enter or update the provider’s information.

For facility providers, select the checkbox ‘Include in provider quick access list.’
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Click OK to save the changes and return to Maintain Providers.

[S) Edit Provider X |

133
Provider Type: J

Edit |

Mew Appointment Grid [Office Calendar] Meszage I

Digital Signature Image on File? |NO

Pharmacy D: |
NP # 1010245 HE Line: |James CanecTek, NP
UPIN # ""': —
Lab PIN # -
DEA # M4158 —
DM # — - S -
tate License # |KY |1 4520 .

£oom | |nternet | Statuz Log Dictation Defaults Electronic Billing Information |

Tip: Always select ‘Include in provider quick access list.’

Click X to close the Maintain Providers screen.
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Return to Spark Desktop
Click TODAY to return to the Spark Desktop.
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Related Courses

e Add a Contact
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