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Course Overview

External records may need to be added to a patient’s chart to maintain complete documentation and
support continuity of care. The External Document screen allows users to upload outside records
directly to a patient's chart.

This guide explains how to upload an external record using the CorrecTek Electronic Health Record
(EHR) system in non-hosted environments where CorrecTek is installed and managed on the
organization’s internal infrastructure.

Use This Guide When

e An outside document must be added to a patient chart
e A scanned document must be assigned to a patient
e Running the Unassigned Scanned Documents workflow

e External medical information needs to be included in the chart

What You'll Be Able to Do

e Run the Unassigned Scanned Documents workflow
e Open the External Document screen

e Import a scanned document

e Save the document to the patient record

e Confirm the document appears in the chart
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Spark Desktop
Begin by scanning the document(s) as instructed by IT.
From the Spark Desktop, click Unassigned Scanned Documents.
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Tip: Blue buttons are patient driven while green buttons create new patient items.
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Unassigned Scanned Documents

A list of documents without a patient assignment opens.

Click a document to view its Details.

Unassigned Scanned Documents as of 03-04-2026 Wed 01:42:17 PM %

[ = R e W me e e Mo

———— LT - -Cetails: -
e o S @ zoom [t Tp Testsze6/15 Pt - Save to PDF Flle
a
2026-02-10 \m;cn.e;l Extemel Document % Imported External Document 02-10-2026 Tue 12:48:20 PM
Description Imported External Document
Comments
Entered By Nancy Nurse, RN
Follow Up No
Complete
File Name 2026\2026_02_10\NewFile ImportedExternalDocu
ment_2.png

For information on viewing details, see Workflow Buttons reference.

Review File

Click Review File to open the External Document screen and assign the document.

Unassigned Scanned Documents as of 03-04-2026 Wed 01:42:17 PM «

Details: -

®@ zoom  T& T; Textszessis @eint - [ saveto POF File

Date

Added Category Patient Unique Identifier
2026-02-10 Imported External Document — =
20260210 |Imported External Document Imported External Document 02-10-2026 Tue 12:48:20 PM
Description Imported External Document
Comments
Entered By Nancy Nurse, RN
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External Document Screen
Use this screen to locate and select the patient you want to assign to the document.
EXTERNAL DOCUMENT 4P Docking Mode  [7]) Sign OFF 5] UNLOCKED: - ([ Jtnfo (€ Cancel
a New % Sawve and Close Save Save and Retain Eé Save and New B Cancel Go Link to: - l:l Full Screen File Preview: OFF
—General Infermaticn:
Patient: I ﬁ Select Edit
Date: |Dz—mznzs Tue 1248FPM v | Who |Nancy Nurse, RN
File: I\\UMO—SQL\TCC_CT_Shares\CT_Suurce\CT_eLearl ﬁ Select @ Al File Type: .png file Size [leulmes).l 33
Comments Category: IImparLed External Document ;I
Dictionary @Ternplates a Zoom
I~ Follow Up Complete?
—File Praview:
Last Sign Off: Ei signoff ! View Al
ON E] Save Copy % Run File G Refresh @ Encrypt ﬁ Decrypt

Select Patient

@) valigate c-CDA File

zoom: @ Q& Rotate

Click Select next to the Patient field.

EXTERNAL DOCUMENT

E—;‘_ New @ Save and Close

—Generel Information:

|Pstient: I_

Date:

Save

E.IJ Save and Retain

4 Docking Mode
E Save and New

n Cancel

File:

[R, sign off E| UNLOCKED: @J.n_iu B cancel
OO Linkto: =

|02-1D-2025 Tue 12:48 PM ﬂ Who: INanc.y MNurse, RM

Comments:

Dictionary [F Templates @), Zoom

—Flle Preview:

Last Sign Off:

ON % Save Copy EZE;Run File

s
x_, Refresh

CTK_142_v8_pdf

37 select ]t

[WUMC-SQL\TCC_CT_Shares\CT_Source\CT_eLean 3] Select <9 Al File Type:

| Category:

I™ Follow Up Complete? |

[ Ful screenFile Preview:  OFF
|.png file

Size (Kilobytes): 33
[imported External Document |

Eé. Sign Off

e

0, View All
?lol\

sie1s ENCIypt

{5 veerpt @) vaiidate CCDA File

zoom: @ Q@ & rotate
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Tip: If you need to verify the patient information, use the File Preview.

Select a Patient Screen
Once initiated, the Select a Patient dialog box opens, serving as a rolodex of all patients in the facility.

Search Patient

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

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

IZ] Search Contacts o X
Sesrch Options: -
|[Search Key: [| v |C search SearchOn:  [Lastname vl Sort By: |Lastname ﬂ

Classes: | N/ Filters &2 Clear Phone Number to Include: |Home j

Search Results:

ﬂSelect EJl chooseroraerFeiss T T

Select Patient

Locate and select the correct patient in the search results. Click Select to return to the External
Document screen.
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@ Search Contacts O *
—Search Options:

Search Key: |CEO'E.SE LI G, search Search On: |Lasmame vl Sort By: |Lastname LI

Classes: | S/ Filters & Clear Phene Number to Include: |Home LI

—Search Results:

ﬂ Select | |}l Choose/Order Fields T{. T;. Count: 1

Location
ROOM 205

Last Name | First Name Age

Savannah

Unique ID Number

Date of Birth
10-31-1999

Select a Category to classify the document.

EXTERNAL DOCUMENT - Doe, Savannah G #121

Generel Information:
]Doe, Savannah G, #121 @ ROOM 205

- =2
- - 5 . o we e -

57 select

|03~D4~2026 Wed 1211 PM _:J Who: INancy Nurse, RN

Patient: Edit

Date:

File: ]\\UMOSQL\TCC_CT_Shares\CT_Soulce\CT_eLean ﬂ Select <-> Al File Type:

_paf file

-

Size (Kilobytes): 62

[

[Cetegorr.

®

v

e arem (%]

L) .
{ G |

Last Sign Off:

Erwrwer o

A
oy

" Configuration Review

&

EMERGEN

MEDICAL RECORD

AND TREx-Ray

Anatomical Body Chart
Chart Export

Chart Print

Chronic Care Clinic Notes

Dental Records

Diagnostics

DM Foot Exam

Document Merged from CorrecTek
Health Assessment
Hospital Records

Imported External Document
Intake

Labs

MAR

Medical Records

Mental Health Records
Other

Problem List

Progress Notes

ROI

Sick Call Request

Use of Force Documents

NSN 7540-01-075-3788
TREATMENT FACILITY

ER

MAINTAINED AT

) RALA—ar-a)

For more information on buttons in the File Preview, see File Preview reference.

Set the Save Method to Move to Server or Copy to Server.
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EXTERNAL DOCUMENT - Doe, Savannah G #121 © - - - - e B e
(= w B s - e . % Loe one on o~e N —
s B~ Q= o
—Genersl Intormation:
Patient: IDoe Savannah G, #121 @ ROOM 205 ﬂ Select Edit
Date: ]03-042026 Wed 10:45 AM L] Who: INancy Nurse, RN
File: ]\\UMC-SQL\TCC_CT_Shares\CT_Source\CT_eLean ﬁ Select @ Al File Type: _pdf file Size (Kilobytes): 62
ey v
R . -Save Method: :

{¢ Move to Server {— Copy to Server

—File Preview:

Last Sign Off: - - e

e Move to Server — Moves the file to the server.

e Copy to Server — Copies the file to the server and keeps the original file in its current location.

Saving to Chart

Enter Comments if needed.

Click Save and Close.

Savannah G #121 - T - ~ " - o —
'_'I[%SaveandClose ol e Tl - —p—
—Gen

Patient: |DDeJ Savannah G, #121 @ ROOM 205 2:7 Select Edit
Date: |03—Dd—2026 Wed 12:25 PM j Who: |Nanc}r Murse, RN
_Lhwglsmwcc_cnsnares\t:T_Source\cT_eLean o select D AlFile Type: [ paffile Size (Kilobytes): &2
Comments: | (e Hospital Records hd
Dictionary @Templates @)\ Zoom Seve Methed

’VG Move to Server {— GCopytoServer { Retain Location

—File Preview,

Last Sign Off. - -

The document is saved to the chart, and the system returns to Unassigned Scanned
Documents.
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For more information on this screen, see References
Workflow Buttons

Details: Displays an item’s details.

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.
Zoom: Opens the details in a new window.

Print: Opens print options.

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

External Document reference.

Return to Desktop

To return to the desktop, click Spark Desktop.

%

CorrecTek
eLearning
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= /_\ o B R
TODAY COMMUMICATION m D D
[ Preview iy JOR o]
r CorrecTek =
P’I k U ? D /| Navigation + @ « ~
par ] Chart MNew » OpTiDns Logout Lock T’:sﬁﬁisat\
View Current Patient Options TESTMURSE Support
Spark Deskto
Unassigned Scanned DM 2026 Wed 01:42:17 PM «
"
x{}: addTab (B close Tab Rename Tab  Kess? Reset Tab Names
i Scanned Dx L Scanned Dx
ReviewFile | £ Refiesh | (E) Details  + = Count:2 Gy _ o
Z E4 = TextSizer6/15 Print - || saveta POF FIl
Dnale i ‘ Category ‘ Patient Unigue Identifier Q ocom TT TT FEEd @ mn avelo ©
2026-02-10 Imported External Document -
20260210 | Imported External Document %] Imported External Docu... 02-10-2026 Tue 12:48:20 PM

Viewing Scanne

d Documents

To view the imported document, click Scanned Document in the patient’s chart.

Search #1

—Search Options:

Search Key: [does ~| Q) search Searchon
%/ Filters & Clear

Classes:

| o B =
TODAY COMMUNICATION SUPPORT
[0 Preview - Doe, Savannah G, #121 - (o]
/J correcTEk E E E - Location: ROOM 205 ' % = -+
| I S k Mavigation N Female, 26 years old, DOB 10/31/1999 « ot Locout Lok | Recomt
par — Chart e Classes: Patient, Active, Inmate @ » pv't'”s b=
Spark Desktop View Current Patient Options TESTNURSE Support
Search Contacts <« Overview @ MAR A Health Overview m Blood Sugar Readings
b addtan (£ cioseTa Rename Tab m ﬂﬂﬂ Blood Sugar Readings . © i

Eﬁ Medication Complianc [VEE Merged Documents

fﬁ PPD History

Eﬂ Open Orders
ﬂ Proximity

EE' Patient Text Alerts

[~ Search Results:

dbaw -

Last Name

Edit.

Delete =

| First Name

| Age

| Location
ROOM 205

T Unique

Savannah

ion Histery

Run With New Dates

fﬂ Visit Netes

Z View Attached File

Eﬁ Vital Signs

Edit Selected Entry

EEI Health Services Reque

Qutside Referrals

Eﬂ Scanned Documents

}i_ ‘Wellpath Imports

= Count: 2
=

Date -[I;Tﬁrj Category Comments Elec Sign All Contacts
; | 2026-03-04 | 10:45:07 Hospital Records
2026-02-10 | 11:22:06 Intake

View Details

Click the document to display it in Details.
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Search Contacts

dbaddtab (B closeTab

Search #1

7 Rename Tab

—Sesrch Options

Search Key: |does =| ) Search SearchOn:
57 Filters & Clear

Classes:

i

« Overview
ﬂﬂﬂ Blood Sugar Readings 2, s
Eﬂ Medication Complianc @ Merged Documents

EE' Patient Text Alerts

@ MAR A Health Overview
G o

Eﬁ Open Orders
EEI Proximity

EEl Vital Signs

EEI Blood Sugar Readings

ﬂ Health Services Reque

Eﬁ Outside Referrals

EEI PPD History
Eﬂ Visit Notes

EEI Scanned Documents:

History (Q, Wellpath Imports

—Sesrch Results:

Savannah

ROOM 205

2026-02-10 | 11:22:06

] : o =
dhaga - /e — _ Run With New Dates | 7% View Attached File /7 Ecit Selected Entry 3 — Count 2 T & .
Last Name | FirstName | Age | Location | Unique Date ;’rz‘:‘ﬁrj ‘ Category ‘ Comments | Elec Sign All Contacts

Intake

—Cetails: |
= Te T; Tetseesits et - [ savetoPOFFIe
-
@ Hospital Records 03-04-2026 Wed 10:45:07 AM '
Description Hospital Records
T e P P -

View Attached File

Click View Attached File to view the document in a separate window.

Search #1

Search Contacts « UERTED [@ MAR A Health Overview
dbadatad B cioseta /7 Rename Tan _| gl sooo sugar reacings 2 c ()] Diagnostics

—5earch Opticns:

Search Key: Idce,s vl C), search Search On:
I 5/ Filers & Clear

Classes:

EEI Medication Complianc @] Merged Documents EEI Open Orders
EEI Patient Text Alerts EEI PPD History EEI Proximity
EEI Vaccination History F_—ﬁ Visit Notes F_—ﬁ Vital Signs

—Search Results:

qpadd - /7 Edt Delete )

Run With Ney

% View Attached File ]it Selected Entry %E Count: 2

EEI Blood Sugar Readings
EEI Health Services Reque
EEI Outside Referrals

EEI Scanned Documents

> _ Wellpath Imports

LastName | First Name | Location | Unique

ROOM 205

| Age

Savannah

Time "
Date | (24r) | Category | Comments | Elec Sign All Contacts
pital R o
2026-02-10 | 11:22:06 Intake

—Deetails:

@ zoom T3 TT; Textsies/15 ¢ rint

% Hospital Records

Description Hospital Records

o Save to PDF Flle

03-04-2026 Wed 10:45:07 AM

- r

Click X to close the document.
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L @ DoeSavannah_HospitalRecords 2. X + — O
| (® File umc-sql/TCC_CT_Shares/CT_Source/CT_elearning/Databases/CT_Production/ExternalD... ©.7 'fE Sign in 3 "h Chat
=g v ¥ o - 4+ B 1 o1 | @ Q | = &

MSM T540-01-075-3786

LOG NUMBER | TREATMENT FACILITY
EMERGENCY CARE
MEDICAL RECORD AND TREATMENT RECORDS MAINTAINED AT
(Patient)
FPATIENT'S HOME ADDRESS OR DUTY STATION ARRIVAL
STREET ADDRESS |nATE (Day, Month, Year) | TIME

Commonly Asked Questions

Question: | assigned a document to the wrong patient. How can | quickly assign it to the correct
patient?

Answer: If the wrong patient name appears for the selected document, click Select in the Patient
field.

EXTERNAL DOCUMENT - Doe, Savannah G #121 4P DockingMode [ Sign0ff 5] UNLOCKED:  + [ | Info (EJ Cancel
E—l New % Save and Close Save I.TE:E]EJ Save and Retain Save and New a Cancel OO Linkto: = D Full Screen File Preview: OFF
—General Infermaticn:
Patient: | Doe, Savannah G, #121 @ ROOM 205 ﬁ Select |l it
Date: |03-u4-zuzs Wed 12:25 PM ﬂ who: |Nanc3r Nurse, RN
File: |\\UMC—SQL\TCC_CT_ShareS\CT_SDurce\CT_eLearl ﬂ Select @ Al File Type: pdf file Size (Kilobytes): 62
Comments: Gategory -
Dictionary @Templates G‘l Zoom Save Method:
’7(3“ Maove to Server { Copyto Server {T Retain Location
[~ Follow Up Complete?
|—File Preview:

The Search Contacts screen will open. Search for and select the patient following standard
procedures. After selecting the patient, click Save and Close to save the changes.
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Question: | am scanning a new document. | do not have an applicable Category available. What do |
do?

Answer: It is best to seek assistance from a local administrator at your facility. If a new Category is
needed, the local Administrator can create new Categories as needed.

Related Courses

e View Chart
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Workflow Buttons

Details: Displays an item’s details.

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.

Zoom: Opens the details in a new window.

Print: Opens print options.

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

External Document

New: Creates a new item, such as an order or prescription.

Save: Saves the document without closing the screen.

%

CorrecTek
eLearning

Save and Retain: Saves the document and retains the patient, category, and save method to

import another file.

Save and New: Saves the document and clears the screen to attach another file.
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Cancel: Cancels the import request.

File Preview

File Preview: Toggles the preview on or off.

Save Copy: Saves a copy of the document.

Run File: Opens the file in a separate window.
Refresh: Refreshes the screen.

Encrypt: Encrypt the file with a password.

Decrypt: Enter a password to view an encrypted file.

Validate C-CDA File: Primarily used in ambulatory settings. Verifies the document meets HL7 C-
CDA standards.
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