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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 
• Sealing a contact 

• Viewing a sealed contact 

• Un-sealing a contact 

What You’ll Be Able to Do 
• Add a sealed classification to the system dictionary 

• Seal an active contact 

• View existing sealed contacts 

• 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. 

Dictionaries 

Select Categories and Dictionaries. 
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Choose Setup, then Classification Dictionary. 

Click Select. 

 

Add Classification 

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

• If the Sealed classification already exists, proceed to "Seal a Contact." 

• If it does not exist, Click Add. 
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Type Sealed in the Class Name field. 

Click Save and Close. 

 

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. 

  

Select Categories and Utilities. 
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Select Administrative, then Seal a Contact. 

Click Select. 

 

Select Contact 

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

Search. 
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Highlight the correct contact in the search results, then click Select. 

 

Click Yes on the prompt to seal the contact. 

 

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

 

| 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. 
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A list of all sealed contacts opens.  

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

 

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. 

 

 



Maintaining Sealed 
Contacts  

 

 

CTK_117_v8_pdf ©CorrecTek, Inc. 2026  | All rights reserved Page 11 of 13 

 

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

warning appears. Click Yes. 

 

A list of all sealed contacts opens.  

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

 

Click OK to confirm and return to the Utilities list. 

 

Return to Spark Desktop 

Click TODAY to return to the Spark Desktop. 
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Related Courses 

Maintain Departments 
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