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System Patient Access 

Standard Work 

  

 

 

Purpose: 

To provide a standardized process on how to enter charges into PatientKeeper. 

 

Definition:  

PatientKeeper (PK) is a stand-alone application supported by Revenue Cycle Services (RCS) that is utilized by some clinicians and 

support staff to capture professional charges in certain settings. The application is used by clinicians, support staff, billers, coders and 

charge scrubbers to capture and review professional charges rendered to patients in settings/locations where PK is the charge capture 

solution. Revenue Cycle Services (RCS) is responsible for billing physician office charges, reviewing insurance claims, making 

adjustments to accounts and/or balance billing.  

 

Qualifications: 

- Applies to providers that enter charges using the Standard version of PatientKeeper.  

- Access to PatientKeeper is granted by submitting an electronic SOLAR.   

 

Step Description: Key Point/Image/Reason 

1 Open Cerner and login to PowerChart. 

 

 

 

 

 

  

 

 

PatientKeeper Provider Charge Entry 



 

Reach out to your supervisor or manager with questions. To ensure the most current version of this document is in use, please refer to the electronic version and print when necessary. 

Document Number: 26029 v.1                     Date Modified: 7/21/2020                                                  SME: Ginny Morton                                                SPA TQM: Chris Byers 

Page 2 of 11 

 

System Patient Access 

Standard Work 

   

2a Search for the patient 1 of 2 ways.  

 

Search Method 1 

 

Enter the patient the patient’s Medical 

Record Number (MRN) in the search 

field.  
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 2b Select an encounter from the Encounter 

Search window. 

 

Click OK.  
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 3 Search Method 2 

 

Select Patient List from the tool bar at 

the top of the PowerChart screen.  

 

Providers will choose the appropriate list 

where the patient is being seen.  Location 

tabs are found below the Patient List 

banner.  

 

Select patient from list by highlighting 

them, then double click to bring up the 

patient’s chart.  

 

4 From the Menu on the left-hand side of 

the screen, select Provider View.  
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 5 Access to PatientKeeper links will appear 

in the sub-menu for providers to choose.  

 

PatientKeeper Link Options: 

 

+PatientKeeper – Charge Capture for 

the Visit/Encounter, allows providers to 

enter charges into PatientKeeper.  

 

+PatientKeeper – General Login, 

allows providers to view the entire 

PatientKeeper application.  
 

6 To post charges, select the 

+PatientKeeper – Charge Capture for 

This Visit/Encounter link.  
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 7 Once the Charge Capture Screen opens, 

locate the panel titled Charge Details On 

the left-hand side of the screen.  

 

Populate each field with the patient’s 

charge details.  The fields indicated by a 

red asterisks (*) are required.  

 

The fields are as follows:  

 

INS Info Only – Information from 

Cerner with the insurance name. This 

does not affect edits and is for 

informational purposes only. 

 

Date * – Auto populates with today’s 

date. This is can be changed if needed.  

 

Rendering Provider * – The provider 

who performed the services. 

 

Bill Area * – The location in which the 

services are rendered.  

 

Staffing Provider – The supervising 

provider that will verify the information 

entered by the rendering provider. 

 

Svc Site * – The physical location of 

where the services are rendered (i.e. 

Inpatient, Outpatient, Surgery Center, 

etc.) 
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 Referring Provider – The provider that 

recommended the patient be seen by the 

rendering provider. 

 

8 In the middle section of the Charge 

Capture screen, enter the ICD-10 code or 

a key diagnosis word in the Diagnosis 

field. 

 

Users can also choose from the Existing 

List or from the Favorites list.   

 

9 The procedure codes that are listed have 

a little blue i  to the right of each code.  

Click the blue icon to view the Code 

Book description of the CPT code.  

Viewing the description will assist 

providers in selecting the appropriate 

CPT code.  
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 10 Diagnosis (ICD-10) and Procedure (CPT) 

codes in PatientKeeper can be stored as a 

favorite for quick and easy access.  

 

Next to each code there is a dithered star.  

Click the star next to a code to save to 

favorites.  Codes that have a yellow star 

have been saved and will appear in the 

Favorites section of the Charge Capture 

screen.   

 

Note: The favorites that are added 

are user specific and will appear for 

every patient.  

 

 

11 Click Sort to arrange codes by 

preference. Arrangement can be made by 

Code (numerical) or by Description 

(alphabetical).  

 

Users may also click the three grey dots 

to left of the code and drag the codes into 

their preferred arrangement.  

 

Click Sort to lock the codes into place. 
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 12 There are blue trash cans listed next to 

every code which allows providers to 

delete a diagnosis, procedure, and/or 

modifier from the Selected Codes panel 

on the far right side of the screen.  

 

When codes are deleted it will only 

remove the code from the current 

transaction.  It will not remove the code 

from the provider’s favorites list.  

 

 

13 For every CPT code listed, providers 

have an option of adding a modifier. 

 

From the Selected Codes panel, click 

Mod to view a list of eligible modifiers 

for selection.   

 

From the Modifiers Selection window, 

click the checkmark next to the 

appropriate modifiers. Once the modifier 

is selected the checkmark will turn green.  

 

Users can also click the star next to the 

modifier to save to favorites for future 

use.  The star will turn yellow, once it 

has been saved to favorites.   
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 14 Providers have the option of sending the 

biller, coder or scrubber a message if 

they have questions about the charge, if 

they are unsure of which code to select or 

other information related to the charge 

capture process.     

 

From the Selected Codes panel, click 

inside the Comment field.  A Comment 

window will appear off to the side.   

 

Enter comment, then click anywhere 

outside the box to save the comment.  

 

Note: The billers, coders and scrubbers 

do not have the option to reply back to 

the comment.  Providers should list their 

email address with their comment so they 

have the ability to respond back to the 

message.   
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 15 After charges have been entered 

including: Diagnosis Codes, Procedure 

Codes, possible modifiers and comments, 

click Submit at the bottom of the screen.   

 

This will move the encounter to the 

Holding Bin for the biller, coder or 

scrubber to process.  
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