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Course Overview

Use Pending Referrals to manage and track outside provider appointments for patients.

This guide explains how to access the referral screen, document completed appointments or handle
cancelled and rescheduled visits within CorrecTek Spark.

Use This Guide When

e Completing an outside specialist or provider appointment
e Rescheduling an outside provider referral appointment

e Canceling an existing outside provider referral

What You'll Be Able to Do

e Access Pending Referrals
e Update the referral status
e Cancel a referral

e Reschedule a referral
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Spark Desktop

From the Spark Desktop, click Pending Referrals.
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Highlight the target patient from the grid list, then click Update Referral.
Tip: Review the details for referral information.
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Tip: Before updating a referral, highlight the patient’'s name to view their MAR, Timeline, Registration and Reports
in the right-hand panel.

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

On the Referral screen, click the Status dropdown arrow and follow the instructions for your specific
scenario:

e Completed — The appointment is completed.

e Cancelled — The appointment is cancelled. Select the reason.

e Rescheduled — The appointment has been rescheduled. Update the appointment date and
time.

e No Show — Not applicable in a correctional setting.

Click Save and Close to complete your updates and return to the Pending Referrals list.
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Return to Spark Desktop
Click Spark Desktop on the navigation bar to exit the module.
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e Pending Outside Visits to be Scheduled
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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 Referral.

CTK_129_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 7 of 7



	Course Overview
	Use This Guide When
	What You’ll Be Able to Do
	Spark Desktop
	Referral
	Return to Spark Desktop
	Related Courses
	Reference Page
	Workflow Buttons


