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Premier Nurse Visit Workflow 

This workflow document describes workflow for nurse visits.  The workflow includes scheduling a nurse visit on a 

non-person provider schedule with the correct appointment type, check in, documentation sign off, 

change entry, check out, and billing.   

 

Scheduling a Nurse Visit  

Schedulers need to be sure to schedule patients on the non-person nurse provider schedule and select the 

nurse visit appointment type. Once that is completed, they will proceed to complete the scheduling per the 

athena standard workflow process. 

 

 

Check-In  

1. Find the patient you want to check in on the Calendar.  

 

2. Identify if the patient has completed self-check in online by looking at the patient’s name on the calendar. 

If you see “Self-Check in Completed” that means they have completed e-check in online and may have 

filled out some or all the necessary forms for this appointment online.  
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• If you DO NOT see “Self Check-in Completed” then you will want to send the patient a link to complete their 

e-check in online BEFORE you check them into athena.  

 
 

If self-check in has been completed SKIP TO STEP 3 

 

TO SEND PATIENT SELF CHECK-IN LINK: 

 

Clinical Staff: Hover over the patient name you will see a door to the right of their name. This is what you 

would click on the start the check-in process.   

 

Front Desk Staff: Click on the patient’s name on the calendar to initiate the check in process 
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If the patient does not have insurance on their account yet, athena will prompt you to add insurance and 

ask you if you want to add this insurance to future appointments:  

 

 
 

Once entered athena will bring you to the check in screen 

 

DO NOT click Start Check-in yet.  Click on “Initiate Self Check-In” 
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**Please note: If you accidentally click on Start check-in you can click on the “Cancel Check-in” button 

to cancel check-in (see below) and bring you back to the previous page to send the self check-in 

link to the patient*** 

 

 
 

 

Once you click on the “initiate Self Check-in” link a box will pop up and you can send the link to the patient 

via a text or the patient can scan the QR CODE: 

 
Once the patient has completed self check-in, it will reflect on the calendar: 
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IF Self Check-In Completed – STAR HERE  
 

3. You can start your check-in process by clicking on the patient’s name (or the door to the right of their name 

if you are in clinician mode). 

 

You can see what the patient has filled out online in the check-in screen and can print any documents they 

have completed from here:  

 

 
 

 

4. On the check-in screen, change the rendering provider from the non-person Nurse to a person provider. This 

will usually be the patient’s usual provider or the provider the claim will be billed under. Once the rendering 

provider is selected, it will automatically fill in the supervising provider dropdown.  
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***Please note*** It is very IMPORTANT to change the rendering provider otherwise athena will skip the clinical 

sections of the encounter and go straight to checkout. If check-in staff DOES NOT change the rendering 

provider from a non-person to a PERSON provider and completed check-in, an encounter will not be available 

for clinical documentation. The front desk staff or MA checking in the patient will need to go back to the 

check-in stage, switch the rendering provider to the PERSON PROVIDER and then click ‘Save’ to correct this. 

5. Complete the remaining check-in steps, then click “Done with Check-in” to complete the check-in process  
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Clinical Documentation  

1. The nurse will locate and open the patient encounter by clicking on the patient’s name from the 

calendar and then click on “Go to Intake”: 

 

2. The nurse will then start the intake process by completing the following:  

a. Change the patient location to the appropriate exam room 

 

b. Enter Reason for Visit – the nurse will enter in the appropriate reason for visit. Any reason for visit 

with “EP” will pull in an encounter plan which populates accelerators within the encounter to 

help you document. 

c. Document the intake check list sections in the chart paying special attention to: 

i. The Procedures Documentation section where you can pull in pre-configured templates  
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i. The Orders and Results section – The nurse should enter in a diagnosis and place the 

appropriate order (if applicable). If an order is placed, the order listed under the “Point of 

Care Test” section should be chosen so the nurse can document the order in real time: 
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d. The nurse will then perform the test/injection and enter in the results  

ii. Note, the result field could be either a dropdown or free text field depending on what 

the Point of Care (POC) test is  
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 ***Please note*** If the nurse has permission to sign orders (aka approve orders) the nurse will click the “Sign 

Orders”.  If the nurse does not have permission to sign off on the orders, SKIP TO THE BILLING TAB section below: 
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Billing Tab 

1. The nurse will select the billing tab to enter billable codes 

 

a. Enter applicable CPT codes 

b. Mark services as billable 

c. Check the ‘Billing tab review complete’ checkbox  
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2. You will be redirected to the sign off page. Click the “Ready for Checkout” button. patient. 

 

**Please note** After clicking ‘Ready for Checkout’ the encounter will automatically move from the nurse to the 

providers encounter bucket for the provider to sign off and close the encounter.  

This completes the nurse’s portion of the patients’ visit.   

Check Out 

1. Front desk checks out the patient by clicking on the patient’s name on the calendar: 

 

2. Front desk completes check out tasks (prints any documents, prints applicable orders, schedules return 

to offices, collects payment and prints receipt). When done, the front desk clicks “Done with check-out” 
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Provider Sign Off 

1. The rendering provider will open the patients’ encounter from their encounter bucket, review, sign, and 

close the encounter by clicking “sign and close” or “Close” if the nurse has already signed off on the 

orders.  
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Billing and Claim Creation  

1. The Premier billing team will work missing slips bucket per the standard athena process. 

 

 

 

 


