Upload an External o@j

Document CorecTok

Course Overview

External documents are used to add outside records, such as scanned files or reports, to a patient’s
chart to support complete and accurate documentation.

This guide walks you through how to attach an external document in CorrecTek Spark for non-hosted
environments. Documents are assumed to be scanned and saved to an accessible location following
your facility’s process.

Use This Guide When

e Adding an outside document to a patient’s chart
e Uploading a scanned document from your computer
e Selecting a patient for the document

What You'll Be Able to Do

e Upload a scanned document
e Save a document to a patient’s record
e View the document in the chart
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Spark Desktop

From the Spark Desktop, click External Document.

i) - @ %
TODAY | COMMUNICATION  SUPPORT

CorrecTek ooo [0 Preview o
Drvj Spark Eiﬂ [T Navigation O{Si L;Wt @( Req@ﬁ)ﬁ

[ Chart = Technical
Spark Desktop View Options | TESTNURSE Support
Tasks l:@j System
Contacts

Q) search contact

5@(5 Timeline

L
&3 MedPass

Upload
External
Document

Select a 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 humber, or DOB.

[E] Selact a Patient o x
Pl nter a Name, ID Number, or Birth Date, and then press ‘Search’ ~ Show More
Search Key: | - | 8 Search [@ Help On Search

f {j select Highlighted @® Tiles | Grid
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Locate and select the correct patient in the search results. Click Select Highlighted to open the

External Document screen.

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

IS] select a Patient

o X
Please enter a Name, ID Number, or Birth Date, and then press 'Search’ < Show More
Search Key: doe - | & Search @ Help On Search
—Results;
" | Select Highlighted: o P
Doe, Savannah G )
Doe, Savannah G ) Savannah G Doe
DOB:  10-31-1999 e ID:121
ROOM 208 L J Gender: Female
UNIQUE ID# DOB: 10-31-1999 Sun
121
= F DEMOGRAPHICS
RACE
Number
External Document Screen
Use this screen to locate and assign a document to a patient.
Click Select next to the File field.
EXTERNAL DOCUMENT - Doe, Savannah G #121 o - > - - e ) o
() - -' N — ﬁ.. Mo cwwer e o ur. N ——
Genersl Informetion:
Patient; |Doe, Savannah G, #121 @ ROOM 205 37 select Edit
Date: |03-04-2026 wed 10:45AM =] Who:  [Nancy Nurse, RN
[Fi'le: | ﬂSele:t] p—
.‘ e - lﬂ - ]
B'.h -:."" :": o f_:--.—-. .'v—-n - - O-—- & -
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When selecting a document for the first time, the Select External Document File Path window opens.
Choose a location, then click Select.

[§] Select External Document File Path O X

—Folders:

&Z Select | ¥ Browse

Description | File Path
Export to Local Desktop WUMC-SQUL\TCC_CT_Shares\CT_Source\CT_eLearning\interfa...

Import From Local Deskt... | \\UMC-SQL\TCC_CT_Shares\CT_Source\CT_eLearning\Interfa...
Scanner ‘ WVWUMC-SQLATCC_CT_Shares\CT_Source\CT_eLearning\Interfa...

Tip: If the path is not listed, click Browse to find it.

Select the appropriate file, then click Open.

Open *
i 3w <« TCC_CT Shares » CT_Source » CT_elearning » Interface » Scans ~ @) Search Scans P
Organize Mew folder =~ O 0

& Omgles (a= Marme Date modified Type Size
| |@ ER,_Visit 3/4/2026 11:08 AM Microsoft Edge P... 62 KB
- -
L
File name: |ER_Visit ~
Open Cancel
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The document displays in the File Preview. Select a Category to classify it.

EXTERNAL DOCUMENT - Doe, Savannah G #121
s T a -

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

- - e e N e @

Edit

57 select

|03-D4'2026 Wed 1211 PM L] Who: INuncy Nurse, RN

Patient:

Date:

File: [\WUMC-SQL\TCC_CT_Shares\CT_Source\CT_eLean §7 Select & Al File Type:

_pdf file

-

Size (Kilobytes): 62

[category: [

b d

—|-File Preview:

Last Sign Off:

EMERGEN

MEDICAL RECORD

Anatomical Body Chart
Chart Export

Chart Print

Chronic Care Clinic Notes

¥ Configuration Review

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

AND TREx-Rey

NSN 7540-01-075-3786

ER

TREATMENT FACILITY

oo

MAINTAINED AT

For more information on this section, see the File Preview reference.

Select a Save Method:

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.

—Save Method:

a K

o &

{¢ Move to Server {— Copy to Server

EXTERNAL DOCUMENT - Doe, Savannah G #121 o - - > o - xe - o -
B Boemon Boe Bocmnme Bocmn o - -——
—General Intormation:

Pstient: IDoe, Savannah G, #121 @ ROOM 205 ﬂ Select Edit

Date: |03—04-2026Wed10:45AM ;] Who: |NancyNurse.RN

File: [Wumc-saL\TCC_CT_shares\CT_Source\CT_eLean &7 Select < Al File Type: W Size (Kilobyxes):[—sz

—File Preview:
Last Sign Off: - - -— .
[] File Preview: |oN | # o Banrn e - Q) v sarm
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Enter Comments if needed, then click Save and Close.

Savannah G #121 - - . e ) e
;'II%Saveandese e e e ([ cone Ny —

Patient: |Doe Savannah G, #121 @ ROOM 205 57 select Edit

Date: [03-04-2026 Wed 12:25PM  v| Who:  [Nancy Nurse, RN

Eile: ;mMﬁSQL\TCC,C’T,Snares\cT,Snurce\CT,eLean ﬂ Select @ Al File Type: pdf file Size (Kilobyres): 62

Comments: | Category: -
Dictionary @Templates G‘l Zoom Save Method

’VF Move to Server {~ CopytoServer (T Retain Location

—File Praview:

Last Sign Off: - - A
[] File Preview: |on (. .o - . ) e - [« R
NSN 7540-01075-3786
LOG NUMBER TREATMENT FACILITY
EMERGENCY CARE
MEDICAL REco AND F‘E_AmENT RECORDS MAINTAINED AT

Tip: If additional documents need to be attached, repeat the process for each file.
The document is saved to the chart, and the system returns to the Spark Desktop.

For details about the fields in this section, see the External Document reference.

View Scanned Documents

Open the patient’s chart, then click Scanned Documents.
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Classes: Patient, Active, Inmate

Female, 26 years old, DOB 10/31/19%9 »
v

[=
TODAY COMMUNICATION SUPPORT
o - -
7~/ CorrecTek ooo Pevew’ | Do Bavau 48121 : 9
r?/l Spark =]je] ¥| Navigation .
e yem

T

S g Gm |

L )

— g —

S

Spark Desktop Jiew Current Patient
» . - e
Search Contacts « S— L -
Search Options. N ey - e - -
SearchKey. [doe,sav v - -~ fi
P - - "~ .
Classes: ad -
o wy
Search Results.
LR e ] LA SN T
. .- o "
£ Tme e
Last Name First Name Age Location Unique ID Number - o . -
-— -
-~
.-
"o

& e

E o &%
TODAY COMMUNICATION SUPPORT
Preview -~ Doe, Savannah G, #121 -8
I 7~/ CorrecTek s - . Location: ROOM 205 0 e
/9_'/ I Sp ark s Navigation Female, 26 vears old, DOB 10/31/1999 »
7l Chart Classes: Patient, Active, Inmate v
Spark Desktop hew Current Patient
- - — o - —~ . | -
Search Contacts « o o e e - - ——ee -
Search Options: — —— A - - - - P - »oeow
SearchKey. |doe,sav - -~ - {'
- — ﬂ Scanned Doc | B v * =
Classes o - -— f
o %Vlewmlached File st ) U o
Search Results =
Date e 24 Category Comments Elec Sign All Contacts —
hr)
~ - e e =
Location | Unique ID Number

Last Name First Name Age

| I

I Detalls: l

- A S G e

= ) I - . e e e
Labs 03-27-2026 Fri 12:42:14 PM I
Description Labs
Comments
»
Entered By Nancy Nurse, RN

Click X to close the document.
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Select the document to display in Details or click View Attached File to open it in a separate window.
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= Menu ¢ ¥ DoeSavannah_Hospital. X | + Create @ 0 ) = O

Alltools  Edit  Conwvert  E-Sign Find text ortools Q, EE E & = @

o

MSM 7540-01-075-3 @

. OG NUMBER | TREATMENT FACILITY
EMERGENCY CARE H
-£, MEDICAL RECORD AND TREATMENT RECORDS MAINTAINED AT
(Patient)
G" PATIENT'S HOME ADDRESS OR DUTY STATION ARRIVAL
STREET ADDRESS DATE (Day, Montn, vear] | TIME !
iAj 1
CITY STATE |ZIF CODE TRANSEORTATION TO FACILITY
é, ~
SEX DUTY/LOCAL PHONE MILITARY STATUS THIRD PARTY INSURANCE
AREA CODE |NUMBER TEM YES| MO | A ITEM YES .
PRP ADDITIONAL INSURANCE
AGE HOME PHONE FLYING STATUS DD 2568 IN CHART c
AREA CODE |NUMBER MEDICAL HISTORY OBTAINED FROM NAME OF INSURANCE COMPANY
CURRENT MEDICATIONS INJURY OR OCCUPATIONAL ILLNESS EMERGENCY ROOM VISIT B‘
o s | o | VHEN ©ate) DATELAST VISIT | 24 HOUR RETURN Q
~ [Jves [no
IS THIS AN INJURY? WHERE TETANUS Q
8501100 in

Commonly Asked Questions

Question: | assigned a document to the wrong patient. How do | correct it?

Answer: Click Select in the Patient field on the External Document screen.

Search for and select the correct patient, then click Save and Close.

EXTERNEL DOCUMENT - Doe, Savannah G #121 b Docking Mode [ Sign0ff (5 UNLOCKED:  ~ (7 Jmfo (€ Cancel
E_‘?- New E Save and Close Save E]E] Save and Retain Save and New u Cancel 00 Linkta: - D Full Screen File Preview: OFF
| Information: [ |
Petient: |Do€, Savannah G, #121 @ ROOM 205 lﬂ Select] Edit
Date: [03-04-2026 Wed 1225 PM  ~| Who:  [Nancy Nurse, RN
File: [(WUME-5QU\TCC_CT_Shares\CT_Sourea\CT_elean £ Select ¢ AlFile Type:  [:pdffile Size (Kilobytes): 62
Conpents Category. =
Dictionary @ Templates Q Zoom Save Methed
’7(: Move 1o Server ¢~ CopytoServer (~ Retain Location
I Follow Up Complete?
File Preview:
r

Question: | am scanning a new document and do not see an appropriate Category. What should | do?

Answer: Contact your facility administrator. New categories can be created as needed.

CTK_143_v8_pdf ©CorrecTek, Inc. 2026 | All rights reserved Page 9 of 12



Upload an External o@j

Document Cortectek

Related Courses

e View Chart
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External Document

The following buttons appear on the External Document screen (left to right).

E—l New [% Save and Close Save E]EJ Save and Retain Save and New a Cancel

New: Starts a new document entry.
Save and Close: Saves the document and returns to the Spark desktop.
Save: Saves the document without closing the screen.
Save and Retain: Saves the document and retains current selections to attach another file.
Save and New: Saves the document and clears the screen to attach a new file.
Cancel: Cancels the document upload request.
Link to options:
Referral: Opens the timeline allowing the document to be linked to an outside referral record.

Encounter: Opens the timeline allowing the document to be linked to an existing encounter.

File Preview

The following buttons appear in the File Preview dialog box (left to right).

File Preview:
Last Sign Off: [0 Signoff [, View Al
File Preview: |ON @ Print - [% Save Copy ﬁ Run File S Refresh ;i; Encrypt ﬁ Decrypt 0 Validate C-CDA File
-,Q‘} Page Setup
@ Print Preview
@ Print

Sign Off: Allows the user to electronically sign off on the record.
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View All: Shows the Log of the current entry which includes all electronic signatures with the
corresponding dates/times signed.

File Preview: Shows or hides the document preview.

Print: Prints the outside record.

Save Copy: Saves a copy of the document.

Run File: Opens the document in a separate window.

Refresh: Refreshes the screen.

Encrypt: Protects the document with a password.

Decrypt: Allows entry of a password to view a protected document.

Validate C-CDA File: Verifies the document meets HL7 C-CDA standards.
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