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Course Overview 

Complete a Release of Medical Information to request medical records for a patient.  

This guide explains how to access and complete a Release of Medical Information in CorrecTek 

Spark. 

Use This Guide When 

• Completing a Release of Medical Information 

• Requesting Medical Records 

What You’ll Be Able to Do 

• Access Release of Medical Information 

• Select an agency contact 

• Complete required prompts 

• Capture patient signature 
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Spark Desktop 

From the Spark Desktop, click Release of Medical Information. 

 

Select a Patient 

Once initiated, the Select a Patient dialog box opens. 

Search Patient 

In the Search Key field, type identifiable information to locate a patient. Then, click Search. 

| Tip: Identifiable information could include first and/or last name, ID number, or DOB. 



Release of Medical 
Information  

 

 

CTK_131_v8_pdf ©CorrecTek, Inc. 2026  | All rights reserved Page 4 of 8 

 

 

Select Patient 

Locate and select the correct patient in the search results. Click Select Highlighted to  

open the clinical template screen. 

| Tip: Demographic and Contact Information displays to the right when a patient is highlighted. 
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Release of Medical Information 

The first prompt opens. Select Agency to answer the prompt. 

 

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

Search Contact 

The Select a Contact screen opens for selecting an agency. 

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 select the correct contact in the search results.  

Click Select to return to the template. 

 

| Tip: If the contact isn’t listed, you must first exit and add them as a contact. 

The selection adds to the Text To Return. 

Click Save and Close. 
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After addressing each prompt, click Save and Close to advance to the next section until all required 

items are complete. 

Complete the Form 

Once all template prompts have been addressed, the formal, print-ready Release of Information 

document will automatically open on your screen. 

Click Start Signature. 

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

witness, click Next. 

After all signatures are obtained, click Finish to permanently attach the signature(s) to the 

record. 

| Tip: You must click Finish to apply the signature(s) to the form. 
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Click Save and Close to return to the Spark Desktop. 

Related Courses 

• Add a Contact 
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