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Course Overview

Use Maintain Users to add or update users who log in to CorrecTek Spark.

This guide explains how to add or edit users using the CorrecTek Spark EHR software.

Use This Guide When

e Adding a new user
e Updating users

What You'll Be Able to Do

e Access Maintain Users
e Add anew user
e Update an existing user

CTK_116_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 1 of 12



%)

Maintain Users o~

CorrecTek
elLearning
Topics Covered
COUISE DVEIVIBW ...ttt ettt a e ettt e h e et esab e e bt e e bt e s et e e sbe e e bt e sabeesabeebeesabeesaeeebeesabeesanean 1
USE THiS GUIAE WREN ...ttt sttt ae e h et e e b s bt e st et e sesbeeneeneeneens 1
What YOU'll BE ADIE 10 DO ...ttt sttt eesaeene e eeens 1
Y0 L= 11 D L=E] [y (o] o ISP 3
B IIES ettt ettt ettt e b e a e e st e bt e bt eh e e a e et e he e h e en e et e bt bt ene et e neeneeneeneeeen 3
REtUIN 10 SPArK DESKIOP ...ttt et e e et e et e e et e e e etee e eetaeeeeaaeeennas 9
REIATEA COUISES ...ttt ettt a ettt b e s bt e a et e bt s bt e ae et et e st e sbe e e e e 9
REFEIENCES ...ttt ettt et e st et et e e bt eae e e e e e eaeeaeene e s e eteeneeneeneeneas 11

CTK_116_v8_pdf

©CorrecTek, Inc. 2026 | All rights reserved Page 2 of 12



Maintain Users

%)

A

El

TODAY

CorrecTek
elLearning
Spark Desktop
From the Spark Desktop, click Utilities.
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Utilities

Select Categories and Utilities.

[5i = B R
TODAY - - T g B B Ty UTILITIES a4l
(1] Categories] (7}
)
[ Utilities Soguas
View
@ 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
o selected, checking this box will
Utilities display all Utilities available
within this Categary.
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Select Administrative, then Maintain Users.
Click Select.
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‘ Maintain Users
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Add a New User

Click Add.

@ Maintain Users
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Complete the following fields:

e Login Name - Most facilities use first intial and last name (FLast).

e User Name - Generally the same as the login name. This field cannot be modified once
created.

e Password — No requirements unless specified by the facility.

e Confirm Password — Ensures the correct password is typed in.

IZ] Add User O %
[ ecesonn Bocwn W —
Login Name: ILSanders This is the name used by the user to login to the applicatior
- e s -
User Name: |LSANDERS —

e P oteern = .
Password: |‘*“ P .: _LJ d P

- - - . - -

A - - - -
Confirm Password: l*“| r — - —

Select Contact
Click Select.
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Confirm Password:
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Add User O X
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Login Name: ILSarrders This is the name used by the user to login to the application
E O L
User Mame: ILSANDERS .LJ N
L L = b o W
Password: LLL - = —-tj -

E=Dw oo

| Tip: If the user has not been added to the system, click Add.

Enter identifiable information in the Search Key, then click Search.
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[F] Select a Contact O x

—Search Options:

Search Key: [sanders| ;lﬁi Search farch on: ILastname "I Sort By: [Lastname ~| I show Deleted

Classes: I v Filters & Clear Phone Mumber to Include: IHDme ;I

—Search Results:

)] -— e . |-
»ﬂ

Select the correct contact in the search results. Click Select to return to the Add User screen.

Select a Contact 0 %
—5earch Options:

Search Key: IEEI'I'EIEFS,LEFDY ;I Q Search  Search On: ILastname vl Saort By: ILastname LI [~ Show Deleted
Classes: I 5/ Filters @ Clear Phone Number to Include: IHDme LI

—Search Raesults:

5./ Select ]Add -fwm Ben Bemen Owes B - [l e i
ST SiName | Middle | Company | Address 1 | city | State | Zip | Location

Sanders Leroy

Tip: If the user cannot be located, click Add.

Select all departments the user should be a member of. Departments control user access and what
displays on their desktop.

Click Save and Close.
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Add User O x

r -‘ . .
Save and Close [Fave and New L'@'J Enroll Fingerprints

Login Name: This is the name used by the user to login to the application
Copy From User, ———————— I Photo:

User Name: [LSANDERS | lect - 57 selectFile
User Preferences and lear

Password: I‘*‘ Departments will be &_I (8] Capture
copied from the above = -

Confirm Password: I‘"‘“ Efe_rﬁ:_rjhe LEErE LT H @ 1z sz

Contact: ISanders, Leroy ﬂ Select ab Add & Clear

Departments Provider Info

Check All & Clear All

Select | Department -
[T |eRx Prescriber

v | Medical
[T | Medical Director

v edical Frovide I

[T |Mental Health
[T |MH Professicnal
r

MH Psychiatrist -

The system returns to the list of users. Continue adding users.

Click X to close the screen.

Update a User

Select the user in the list and select the applicable item to edit.

CTK_116_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 8 of 12



. . ‘|
Maintain Users E"A

CorrecTek
elLearning
[Z] Maintain Users a X
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5 v — .
g’UAssign Contact {QQ Edit Contact (Q Clear Contact WS 'S D TEINEER gy - . Colnt 17
Vg ey =) -y ey 1S IN EFFECT @ Help on User Names g.Fix Missing Users
Display Name 4 ‘ Login Name ‘ L Deleted/ ‘ g;:ted g;eated gire‘%lf.ogin ‘ Contact Er:eerrqency ‘ =
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For more information, see Maintain Users reference.

Return to Spark Desktop

Click TODAY to return to the Spark Desktop.
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Related Courses

e Add a Contact
e Manage Display/Login Names
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¢ Maintain Departments
e Managing Departments
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cﬂ:l Add Edit Login Name :: Manage Display Names Delete Copy @] Set Password Efj\i Enroll Fingerprints @ Suspend %ﬁg Assign Departments D Show Departments
%fiu Assign Contact Edit Contact Q Clear Contact @ Print List R_ Single Step Login G% Log @ Emergency Access  {(Jf User Preferences 03, View Count: 17

Add: Adds a new user.
Edit Login Name: Edits the user’s login name.

Manage Display Names: Manages the name that displays in CorrecTek and allows users to select a
time frame for each name. This should only be done when a user is entered in error or cannot be
modified.

Delete: Deletes the selected user.

Copy: Copies the selected user.

Set Password: Resets the password.

Enroll Fingerprints: Enrolls the user’s fingerprints.

Suspend: Suspends the user from the system. This is the best practice to use when a user leaves
the facility.

Assign Departments: Assigns departments to a user.

Show Departments: Displays a list of departments each user is assigned to.
Assign Contact: Assigns a contact.

Edit Contact: Edits the associated contact record.

Clear Contact: Removes the contact associated with the user.

Print List: Prints the list of users.

Single Step Login: Creates a Single Step Login that is used in conjunction with the user's Windows
username.

Log: Displays the user's activity log.

Emergency Access: Grants emergency access to a user.
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User Preferences: Sets the user’s preferences.

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