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Course Overview

Use Maintaining Sealed Contacts to seal, view or unseal a contact record. Sealing a contact removes
it from public visibility while allowing authorized users to manage it.

This guide explains how to maintain sealed contacts using the CorrecTek Spark EHR software.

Use This Guide When

e Sealing a contact
e Viewing a sealed contact
e Un-sealing a contact

What You'll Be Able to Do

e Add a sealed classification to the system dictionary
e Seal an active contact

e View existing sealed contacts

e Unseal a contact
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Spark Desktop
Before you can seal a contact, the "Sealed" classification must exist in the database.
From the Spark Desktop, click Dictionaries.
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Select Categories and Dictionaries.

[5i o @ 52
| TODAY DICTIOMARIES <.
[ ] Categories | @]
[ ] Dictionaries | Request
Technical
View Support
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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
- Categaries available for you 1o v
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Choose Setup, then Classification Dictionary.

Click Select.
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Add Classification

Review the list to see if the Sealed classification is already listed:

e If the Sealed classification already exists, proceed to "Seal a Contact."
e If it does not exist, Click Add.

Select a Classification >
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Type Sealed in the Class Name field.

Click Save and Close.
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The system returns to the Classification dictionary. Click X to return to the main menu.
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Seal a Contact

To proceed with sealing a contact, click Utilities.
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Select Categories and Utilities.
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[ Utilities —
View
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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
application from an
Administrative point-of-view.

Categories

Once a Utility Category is
. selected, checking this box will
Utilities display all Utilities available
within this Categary.
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Select Administrative, then Seal a Contact.
Click Select.
=] = =
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K Seal a Contact

Select Contact

The search contact screen opens. Enter identifiable information in the Search Key, then click

Search.

Select a Contact To Seal

—Search Options:

O >

Search Key: IdDE,E|
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Highlight the correct contact in the search results, then click Select.

Select a Contact To Seal

O >
—Search Options:
Search Key: I LI {:1 Search Search On: ILastname vI Sort By: ILastname ;I [~ Show Deleted
Classes: | 5/ Filters & Clear Phone Number to Include: IHDme |
—Search Results:
i - - 7
l Select e . ‘o= - — - T — :l-r'_' — =
Last Mame | FirstName | Middle | Company | Address 1 | city | State | Zip | Location

ROOM 202
ROOMK 101

Click Yes on the prompt to seal the contact.

Confirm Contact SEAL

@ Are you SURE you want to SEAL this Contact?

Doe, Alexa J [51)

L) e |

Click OK to finalize the change and return to the Utilities list.

SEAL COMPLETE >

Contact has been SEALED,

L ok )
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View Sealed Contacts

Only users with the appropriate permissions can view sealed contacts.

To view a sealed contact, while in the Utilities tab, highlight View Sealed Contacts, then click Select.
I
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Home = Request

[ Description Technical
View Support

Utility Categories Utility List
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| eal a Comact
Administrative

View Sealed Contacts

Tip: Access Maintain Departments to add or edit privileges.

Because the search is based on the Sealed classification rather than a Search Key, the following
warning appears. Click Yes.

Confirm

& The following fields require complex database search routines

' due to there being multiple entries or calculations per
- contact,

It is not recommended to choose these fields without
specifying a search key:

Tattoos

Gang Affiliations

Aliases

Additional Account Numbers
Location

Phone Mumbers

Age

Balance

It is recommended that you specify a Search Key or remove
these fields from your list by pressing "Choose/Order Fields”

Are you sure you want to search for
these fields without a Search Key?

Doing so may cause the program to become unresponsive,

[This message will not be given again during this session.)

Yes Mo |
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A list of all sealed contacts opens.

Click X to close the screen and return to the Utilities list.

E:I Sealed Contacts

°
—Search Options:

Search Key: || ;I {1 Search  Search On: ILastname vI Sort By: ILastname

Classes: ISEEI&EI S/ Filters & Clear

w| I Show Deleted

Phene Mumber to Include: |H{:me ;I
—Search Results:
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Last Mame | FirstName | Middle | Company | Address 1 | city |State | Zip | Location

ROOM 202

Un-Seal a Contact

Only users with the appropriate permissions can un-seal contacts.

To un-seal contact, while in the Utilities tab, highlight Un-Seal a Contact, then click Select
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[¥] Utilities
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Un-Seal a Contact
—_— -
View Sealed Contacts

CTK_117_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 10 of 13



Maintaining Sealed
Contacts

K

CorrecTek
elLearning

Because the search is based on the Sealed classification rather than a Search Key, the following

warning appears. Click Yes.

Confirm

The following fields require complex database search routines
| due to there being multiple entries or calculations per
—  contach.

It is not recommended to choose these fields without
specifying a search key:

Tattoos

Gang Affiliations

Aliases

Additional Account Mumbers
Location

Phone Mumbers

Age

Balance

It is recommended that you specify a Search Key or remove
these fields from your list by pressing "Choose/Crder Fields®

Are you sure you want to search for
these fields without a Search Key?

Doing so may cause the program to become unresponsive.

[This message will not be given again during this session.)

Yes Mo |

A list of all sealed contacts opens.

Highlight the contact to un-seal, then click Select.

Sealed Contacts

—Search Options:

O X

Search Key: I ;I (), search Search On: ILastname vI Sort By: ILastname

| I show Deleted

ROOM 202

Classes: IS.ealed %/ Filters & Clear Phone Number to Include: IH-::-me j

—Search Results:

F Select e : - - - J 7 e— -y . _
Last Mame | FirstName | Middle | Company | Address 1 | city | Stae | Zip | Location
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Click Yes to proceed.

Confirm LINSEAL Of Contact

@ Are you SURE you want to UNSEAL this Contact?

Doe, Alexa J [51)

Lres J_ ne |

Click OK to confirm and return to the Utilities list.

UMNSEAL COMPLETE *

—
= e

Contadt has been UMNSEALED.

1 ox |

Return to Spark Desktop
Click TODAY to return to the Spark Desktop.
I5] = B %
TODAY] ' DICTIONARIES seare & MRS | UTILITIES - u
[¥] Categories
[¥] Utilities @ (@]
[ Descrption | Techmical
View Support
Utility Categories Utility List
[ | — 5/ select ‘

e ]

| seal a Contact

e g

Un-Seal a Contact

- - -_a

View Sealed Contacts

CTK_117_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 12 of 13



Maintaining Sealed E"Jj
Contacts -

elLearning

Related Courses

Maintain Departments
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