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Course Overview 

Use the Patients To Be Seen button to view and manage the list of patients who are scheduled for 

care.  

This guide explains how to follow the workflow, complete required tasks, and document visits. 

Use This Guide When 

• Learning the Patients To Be Seen  workflow 

• Documenting a patient visit using templates 

• Completing or closing a patient task 

• Indicating when a visit cannot be completed 

What You’ll Be Able to Do 

• Open the Patients To Be Seen workflow 

• Document a patient visit using templates 

• Record vital signs during a visit 

• Complete a patient task 

• Indicate when a visit cannot be completed 
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Spark Desktop 

From the Spark Desktop, click Patients to be Seen. 

 

Displays a list of all patients waiting to be seen by a provider. 

 

 



Patients to Be Seen  
 

 

 

CTK_127_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 4 of 24 

 

Highlight the target patient from the list.  

Click Complete Task to launch the template. 

| Tip: Review the details for visit information. 

 

| Tip: When a patient appears in the Current Patient window, you can access their MAR, Timeline, Registration and 

Reports. 

For more information on workflow buttons, see the Workflow Buttons reference. 

Document a Visit 

The template screen opens. The system utilizes a split-column layout to build your chart note: the 

Phrases column on the left controls the inputs, which write automatically into the Dictation column 

on the right. 
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Current User is selected for this example. 

 

| Tip: Prompts display in blue. Click a response in black to add it to the note. 

Proceed by selecting the type of visit. In this example, Scheduled is selected. 
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Each selection adds to the Dictation column on the right. 

For more information, see the 

 

Print Report: Print the list. 

Run With New Dates: Run the report using a different date range. 

Details: Open the details. 

Details Buttons 

 

Zoom: Open the details in a new window. 

T+: Increase the font size. 

T-: Decrease the font size. 

Print: Open print options. 

Complete Task: Open the selected visit to be completed. 

Unable to Complete Task: Mark the selected visit as not being completed. 

Refresh: Refresh the list and remove completed items. 

Show Less/More: Display or hide additional buttons. 

Help: Open a help document. 

Find: Search the list for a keyword. 

Previous: Find the previous matching keyword. 
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Next: Find the next matching keyword. 

T+: Increase the font size. 

T-: Decrease the font size. 

Grid Options: Adjust column size and word wrap. 

Return to Document a Visit. 

Templates and Phrases Column references. 

 

For more information on this section, see Error! Reference source not found.. 

Recording Vitals 

Click Record Vital Signs in the Phrases column to launch the input window. 



Patients to Be Seen  
 

 

 

CTK_127_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 8 of 24 

 

  

Enter the required vital signs in the numeric fields or select Values from the provided list. 

Click Save and Close to close the window and insert the formatted vitals grid directly into the 

Dictation. 

 

The recorded vital signs appear in the Dictation. 
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Allergies 

Click Allergies–Review and Insert to pull up the patient’s existing allergy profile. 

 

Review the data. If no changes are needed, click X to close the window and automatically  

insert the current list into the Dictation.  



Patients to Be Seen  
 

 

 

CTK_127_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 10 of 24 

 

If updates are needed, select Add, Edit, or Stop before closing to update their chart. 

 

Continue selecting responses in the Phrases column as the template advances. 

Current Medications 

Select a matching medication documentation option from the Phrases column based on your 

validation: 

• Review Current Medications: Opens a screen to alter, add or stop active orders. 

• Insert Medications: Automatically inserts the patient’s existing active medication list into the 

note exactly as it is. 

• Not on medication: Inserts a note that the patient is not currently taking any medications. 
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Patient History 

Select an option to document the patient’s Past Medical History (PMH): 

• Review/Insert History Previously Taken – Opens the Edit Text window. Review the 

information and update as needed by typing directly in the text field. Click Save and Close to 

return to the template. 

• Document PMH Now – Opens a blank Edit Text window. Enter the past medical history by 

typing directly in the free-text field to make updates and click Save and Close. 

• Complaint Specific Selections – Provides a list of checkboxes and quick-clickable selections 

to build the history text. 
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Once history documentation is complete, click Onto Review Systems to advance. 

 

Additional questions may appear as you progress through the template. 

 

In-House Testing 

To document a diagnostic test, click the specific text name in the Phrases column. 
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Type or select the applicable response. The specific field name appears at the top of the  

window to guide you through each step.  

 

Complete each section using Next Field to advance or click Finish when done. 

After completing the selection, you are returned to the template. 

Repeat as needed to document additional in-house tests or click Onto Data Review 

to move forward. 
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Initiate Follow-Up Care 

Based on the visit findings, specific template selections can automatically initiate orders 

or prescriptions for follow-up care. 

Select the appropriate prompt to begin the process. 

 

 

 

 

Sign the Dictation  

Click Electronic Signature on the primary toolbar.  
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Select your designated signature type from the list, then click Select. 

 

| Tip: Sign off types that include ‘locking’ prevent further changes to the dictation. 

Enter your Spark password, then click OK. 
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Complete the Visit 

Click Save and Close on the main template screen to finish the visit. 

 

Add Treatment 

The Add Treatment dialog box confirms that the task is complete. 
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Click Save and Close to return to the Patients To Be Seen list. 

 

Unable to Complete Task 

Highlight the target patient in the queue list, then click Unable to Complete Task on the toolbar. 

 

Unable to Perform Order 

The Unable to Perform Order screen opens. 
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Click If ‘No’, Select Reason button.

 

Select the appropriate operation Reason from the dropdown list. 

Click Select to return to the summary screen. 

 

 

 

Click Save and Close to return to the Patients to be Seen list. 
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Refusal Form 

Use this workflow if a patient actively declines their scheduled care. 

If the patient refuses care, the Refusal Form prompt opens. Enter the type of service being refused. 

The field name will appear at the top of the window as you move through each step. 

 

Complete each field using Save and Close to move forward. 
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Signature Capture 

When the Refusal Form document opens, click Start Signature. 

Using a signature pad, obtain the patient’s signature. If an additional signature is required (e.g., 

witness, officer), click Next. 

After all signatures are obtained, click Finish. 

| Tip: You must click Finish to permanently apply and save the signature(s) to the form. 

 

Click Save and Close to archive the completed refusal and return to the dashboard list. 
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Returning to Desktop 

Click Spark Desktop on the main navigation bar to exit the module and return to your home screen. 

 

Related Courses 

• Document Provider Note 

• Patient Chart 

• Initiate Order 

• Create Prescription 

• Create Patient Document 
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Reference Page 

Workflow Buttons 

 

Print Report: Print the list. 

Run With New Dates: Run the report using a different date range. 

Details: Open the details. 

Details Buttons 

 

Zoom: Open the details in a new window. 

T+: Increase the font size. 

T-: Decrease the font size. 

Print: Open print options. 

Complete Task: Open the selected visit to be completed. 

Unable to Complete Task: Mark the selected visit as not being completed. 

Refresh: Refresh the list and remove completed items. 

Show Less/More: Display or hide additional buttons. 

Help: Open a help document. 

Find: Search the list for a keyword. 

Previous: Find the previous matching keyword. 
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Next: Find the next matching keyword. 

T+: Increase the font size. 

T-: Decrease the font size. 

Grid Options: Adjust column size and word wrap. 

Return to Document a Visit. 

Templates 

Templates provide a structured format for documenting patient information during an encounter. 

The documentation process is consistent across departments, though the information recorded 

may vary. 

Return to Recording Vitals. 

Phrases Column 

Headers or additional instructions: Highlighted in gray. 

Questions/prompts: Displayed in blue text. 

Responses: Displayed in black text. 

Undo: Remove the most recent answer. 

Redo: Restore a removed answer. 

T+: Increase text size. 

T-: Decrease text size. 

Onto: Move to the next section. 

Return to: Return to the previous section. 

Return to Recording Vitals. 
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Dictation Column 

Dictation: Update as responses are selected in the Phrases column. 

T+: Increase text size. 

T-: Decrease text size. 

Dictation Buttons 

The following buttons appear near the top of the Dictation Column (left to right): 

 

Add a New Timeline Entry: Add a timeline item and inserts it into dictation. 

Assign a New Diagnosis: Add a current problem to the patient’s chart and dictation. 

Assign a New Procedure: Add a procedure to the current encounter.  

Add a New Prescription: Ads a prescription to the patient’s MAR and insert it into dictation. 

Display Patient Report: Display a patient report and optionally insert it into dictation. 

Audit the Dictation: Check dictation for required audit information.  

Insert Medical Information: Display patient information from previous days and optionally insert it 

into dictation. 

Date and Time: Insert the current date and time. 

Spell Check: Check spelling in the dictation. 

CorrecTek Remote Support: Open the CorrecTek Remote Support window. 

Review Button: Use the drop-down menu to review Allergies, Problems, or Prescriptions. 

Image: Add an image to the encounter. 

Return to Recording Vitals. 
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