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Course Overview 

Use Pending Outside Visits to be Scheduled to review and schedule outside patient visits. This 

workflow allows users to coordinate referrals and ensure appointments are scheduled with outside 

providers.  

This guide explains how to access the referral screen and schedule outside visits in CorrecTek Spark. 

Use This Guide When 

• Reviewing Pending Outside Visits to be Scheduled 

• Scheduling an outside specialist, clinic, or hospital visit 

• Handling situations when an outside visit cannot be scheduled.  

What You’ll Be Able to Do 

• Access Pending Outside Visits queue 

• Select, search, or add an external referral contact 

• Enter appointment dates, times, and durations 

• Attach relevant health records or external documents to a referral 

• Route an incomplete task with a documented operation reason if scheduling fails 
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Spark Desktop 

From the Spark Desktop, click Pending Outside Visits to be Scheduled. 

 

A grid opens displaying all patients with active, pending outside referrals. 
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To schedule the referral, highlight the target patient from the queue.  

Click Complete Task on the toolbar. 

| Tip: Review the split-screen details panel for referral 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. 
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Create Referral 

The Create Referral screen opens. Click Select in the Referred To field to launch the  

Search Contact window. 

 

| Tip: Review the Text field for any specific clinical notes regarding the referral request. 

For more information, please see the Create Referral reference. 

Search Contact 

Use the Search Key field to type identifiable information to locate a contact. Then, click Search. 

| Tip: Identifiable information could include company name, provider last name, or phone number. 
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Select Contact 

Locate and highlight the correct contact from the generated search results. Click Select to 

return to the Create Referral screen. 

 

| Tip: If the specialist or clinic is not in the system roster, you must add them as a new contact before proceeding. 

Click Appt scheduled for field. 
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Click the drop-down arrow to open the interactive calendar and select the confirmed Appointment 

Date. 

 

Click the Clock icon to open the time picker and select the exact Appointment Time. 
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Select the appointment time. 

 

Enter the duration of the appointment. 
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Attached Documents 

If the outside provider requires clinical charts or prior labs, choose an option within the 

Attached Documents area: 

• Link New Doc – Attaches a new external document that has been scanned into a local facility 

folder. 

• Link Existing Doc – Opens the patient’s existing electronic chart to select and pull a document 

directly from their Timeline. 
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Complete the Referral 

Click Review the entire template screen for accuracy, then click Save and Close. 
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Add Treatment 

The Add Treatment dialog box opens to confirm that the user was able to complete  

the tasks as expected. 

Click Save and Close inside this dialog box to verify the data and return to the  

Pending Outside Visits to be Scheduled list. 

 

Unable to Complete Task 

Use this workflow if an appointment cannot be scheduled due to institutional lockdown, provider 

unavailability, or patient non-compliance. 

Highlight the target patient within the queue, then click Unable to Complete Task on the toolbar. 
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Unable to Perform Order 

The Unable to Perform Order screen opens.  

Click the If ‘No’, Select Reason button. 

 

Select the accurate operational Reason from the system dropdown. 

Click Select to return to the Unable to Perform screen. 
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Click Save and Close to return to the Pending Outside Visits to be Scheduled list. 

 

Return to Spark Desktop 

Click Spark Desktop on the main navigation bar to exit the module and return to the desktop. 
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Related Courses 

• Initiate Order 

• Add Contact 

• External Documents (Non-Hosted) 

• Unassigned Patient Documents (Hosted) 

• Timeline 
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Reference Page 

Workflow Buttons 

Refresh: Refreshes the list and removes completed items. 

Find: Searches the list for a keyword. 

Previous: Finds the previous matching keyword. 

Next: Finds the next matching keyword. 

T+: Increases the font size. 

T-: Decreases the font size. 

Grid Options: Adjusts column size and word wrap. 

Details: Displays an item’s details. 

Print Report: Prints the list. 

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

Zoom: Opens the details in a new window. 

Print: Opens print options. 

Save to PDF File: Saves the details as a PDF. 

Return to Spark Desktop. 

Create Referral 

Authorization #: Enter an authorization number. 

Code: Click Add to attach a code. 

Summary of Care: Attaches a Summary of Care. 
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Return to Create Referral. 
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