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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 

• Adding a new provider 

• Updating existing provider information 

What You’ll Be Able to Do 

• Access the Maintain Providers menu 

• Add a new provider 

• Update an existing provider 
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Spark Desktop 

From the Spark Desktop, click Dictionaries. 

 

Dictionaries 

Select Categories and Dictionaries in the View. 

 

Select Setup, then Maintain Providers. 
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Click Select. 

 

Add a New Provider 

To create a new entry, click Add. 

 

| Tip: To update an existing provider, select the provider from the list and click Edit. 
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Click Select Provider. 

 

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. 

 

| 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. 

 

| 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. 

 

Related Courses 

• Add a Contact 
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