
Tip sheet: Provider check in / 
out process for televisits



1. Televisit workflow

Find encounter on schedule



Open up “Pre-Charting” for a scheduled patient and select “Start the Visit



Once encounter is open, it will have identical encounter menus as an office visit encounter.



Document the visit using the “Televisit” note template which 
includes a televisit disclaimer.

Televisit note 
template 

“quick button” 
coming soon! 



Determine whether televisit is billable before selecting billing code



Mark the appropriate “Level of Service” based on televisit duration and sign the encounter.

Billing code 
“quick 

buttons” 
coming soon! 



To mark visit as complete and ready for check out, select “Events”



Then select “Patient Ready for Discharge”



If the patient is not available, proceed 
with the “no show” workflow



Select patient and click the “No Show” button



Write “no show” in comment section, then select “Accept”



At the end of the session, all patients should be marked as 
either “not seen” or “ready for discharge”



Clinic Staff should then review the schedule at the end of 
the session or the following day, and check in/out all 

visits that were completed.

Patients that were marked as no-show do not need to be 
checked in/out. Epic will automatically default them to a 

no-show in the back end after 3 days.


