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SECTION 1

First-Time Fax Number Setup
Add Phothera as a Fax Contact

One-time step — required before sending your first order
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1 First-Time Setup: Add Phothera as a Fax Contact

One-time step — complete before your first order

1 Log in to EMA on your PC application. Click 
"Document Mgmt", then click on “Manage Referral 
Contacts."
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1 First-Time Setup: Add Phothera as a Fax Contact (continued)

One-time step — complete before your first order

#   Action Screen Reference

2 Click "Add Institution".

3 Enter: Name = Phothera |  NPI = 1326105842  |  Status = 
Active  |  Fax = 216-765-0271. 

Scroll down and click Save.

4 Phothera will now appear in your fax contacts list.

NOTE: This setup is done on the Desktop/PC. Complete it once and Phothera will be available in all fax contact lookups going forward.
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SECTION 2

Desktop / Web (PC)
Ordering Phothera Devices in EMA

Two entry points:  
Option A — Virtual Exam Room    

Option B — Visit Overview

Confidential — For Internal and Provider Use Only



SECTION 2

Desktop / Web (PC) – Virtual Exam Room
Ordering Phothera Devices in EMA
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2 Desktop / Web — Option A: Virtual Exam Room

#   Action Screen Reference

1 Log in and open the patient's chart. 

Select Create New Visit and proceed as customary to your 
practice to capture patient’s information.

Click on the Virtual Exam Room.

2 Select a diagnosis (e.g., Psoriasis) in the 
Findings/Impression or you can search for it in the Find Dx 
area at the bottom of the Findings/impression section.

Once the Main diagnosis is selected, the details and 
Treatment Plans section will appear. 
Fill out the Assessment and Morphology sections as it is 
customary in your practice. 

Select the “Phothera Home Phototherapy Initiation” plan. 
The first time you may need to search for it. For subsequent 
orders, it should appear in your popular plans. 

IMPORTANT: DO NOT select the “Home Phototherapy 
Initiation”, if you see more than 3 Phothera devices you are 
in the incorrect plan.
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1. Select Dx (e.g., Psoriasis)

3. SELECT Phothera 
Home Phototherapy 
Initiation

2. Search for Phothera or 
Phototherapy



2 Desktop / Web — Option A: Virtual Exam Room (continued)

3 Details Tab: 
Select Zone (practice standard) and Skin Type (default 
= Type I). 

Select the Phothera device. 
Keep default protocol as NBUVB. 

Select default frequency (3x/week) and Lifetime for 
Treatment count.
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2 Desktop / Web — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

4 Enter all previous treatments and whether they were effective.
Be detailed — required for insurance and prior authorization.

Include in-office phototherapy history and duration. 

Select all applicable reasons the patient is recommended for 
home phototherapy.

5 Location Tab: Select treatment locations. 

No changes needed on Protocol, Consent, or Post-Care tabs.

Click DONE to save.
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2 Desktop / Web — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

6 Once you click “Done,” the Plan is saved, and you return to the 
Virtual Exam Room. 

To Fax the prescription return to the Visit Overview to preview 
all the generated documents. 

Then click on the “Fax” icon inside the Visit Note (NOT the 
patient chart).

IMPORTANT: The order has to be faxed from within the Visit 
Note, NOT the Patient chart

7 To fax the order to Phothera, select Phothera as a contact (Fax 
#: 216-765-0271). 
Select “Template” Attachments.  

 Order of attachments matters: Add Visit Notes first, then 
add the Order. 
The sequence is important. The link to Add/Removes Orders 
appears only when the correct visit is attached.

Check: Include HIPAA Cover Sheet + Include Face Sheet + 
Include Summary + Save fax to chart upon sending. 
Click Send.
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1. Add the “Visit Notes”

2. Add the “Order” and 
click “Select”

Virtual Exam Room



2 Desktop / Web — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

8 The Fax will have all information associated as shown below.
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Attachments Template Page

Visit Notes

HIPAA cover sheet Phothera’s Order



SECTION 2

Desktop / Web (PC) – Visit Overview
Ordering Phothera Devices in EMA
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2 Desktop / Web — Option B: Visit Overview

1 Log in and open the patient's chart. 

Select Create New Visit and scroll to "Impression and 
Plans."
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Select a diagnosis (e.g., Psoriasis) in the Impressions. 

Select “Phothera Home Phototherapy Initiation” in the 
Plans. 
The first time, you may need to type in Phothera. 

Click “Save”.

IMPORTANT: DO NOT select the “Home Phototherapy 
Initiation”, if you see more than 3 Phothera devices you 
are in the incorrect plan.



2 Desktop / Web — Option B: Visit Overview (continued)

#   Action Screen Reference

2 The “Phothera Home Phototherapy Initiation” plan will load. 
Click “Resume” to open and edit it. 
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2 Desktop / Web — Option B: Visit Overview (continued)

3 Details Tab: 
Select Zone (practice standard) and Skin Type (default 
= Type I). 

Select the Phothera device. 
Keep default protocol as NBUVB. 

Select default frequency (3x/week) and Lifetime for 
Treatment count.
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2 Desktop / Web — Option B: Visit Overview (continued)

#   Action Screen Reference

4 Enter all previous treatments and whether they were effective.
Be detailed — required for insurance and prior authorization.

Include in-office phototherapy history and duration. 

Select all applicable reasons the patient is recommended for 
home phototherapy.

5 Location Tab: Select treatment locations. 

No changes needed on Protocol, Consent, or Post-Care tabs.

Click DONE to save.
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2 Desktop / Web — Option B: Visit Overview (continued)

#   Action Screen Reference

6 Once you click “Done,” the Plan is saved, and you return to the 
Virtual Exam Room. 

To Fax the prescription return to the Visit Overview to preview 
all the generated documents. 

Then click on the “Fax” icon inside the Visit Note (NOT the 
patient chart).

IMPORTANT: The order has to be faxed from within the Visit 
Note, NOT the Patient chart

7 To fax the order to Phothera, select Phothera as a contact (Fax 
#: 216-765-0271). 
Select “Template” Attachments.  

 Order of attachments matters: Add Visit Notes first, then 
add the Order. 
The sequence is important. The link to Add/Removes Orders 
appears only when the correct visit is attached.

Check: Include HIPAA Cover Sheet + Include Face Sheet + 
Include Summary + Save fax to chart upon sending. 
Click Send.

Confidential — For Internal and Provider Use Only

1. Add the “Visit Notes”

2. Add the “Order” and 
click “Select”

Virtual Exam Room



2 Desktop / Web — Option B: Visit Overview (continued)

#   Action Screen Reference

8 The Fax will have all information associated as shown below.
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Attachments Template Page

Visit Notes

HIPAA cover sheet Phothera’s Order



SECTION 3

iPad (EMA Mobile)
Ordering Phothera Devices in EMA

Two entry points:  
Option A — Virtual Exam Room  •  

Option B — Visit Overview
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SECTION 3

iPad (EMA Mobile) – Virtual Exam Room
Ordering Phothera Devices in EMA
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3 iPad — Option A: Virtual Exam Room

#   Action Screen Reference

1 Log in and open the patient's chart. 

Select Create New Visit and proceed to the Virtual Exam 
Room.

2 Tap Impressions and select a diagnosis (e.g., Psoriasis). 

Tap Plans and select the “Phothera Home Phototherapy 
Initiation” plan. The first time you may need to search for it. 
For subsequent orders, it should appear in your popular plans. 

IMPORTANT: DO NOT select the “Home Phototherapy 
Initiation”, if you see more than 3 Phothera devices you are in 
the incorrect plan.
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3 iPad — Option A: Virtual Exam Room (continued)

3 Details Tab: 

Select “Zone” based on your standard practice for 
the individual patient’s situation. 

Select “Skin Type” based on the individual 
patient’s situation (Type I can be used as default.

Select a Phothera Home Phototherapy Device.

Keep default protocol as NBUVB. 

Select default frequency (3x/week) and Lifetime 
for Treatment count.
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3 iPad — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

4 Keep default of Lifetime for Treatment count.

If needed, adjust whether the device will be processed through 
patient insurance and chronic nature of the condition (defaults 
= yes) . 

Enter all previous treatments and whether they were effective.
Be detailed — required for insurance and prior authorization.

 Include in-office phototherapy history and duration. 

Select all applicable reasons the patient is recommended for 
home phototherapy.
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3 iPad — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

5 Location Tab: Select treatment locations. 

No changes needed on Protocol, Consent, or Post-Care tabs.

Click DONE to save the plan and return to the Virtual Exam 
Room. 

Click “Save Visit Note”.
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6 To Fax the prescription return to the Visit Overview. 

Then click on the “More” and the “Fax” icon.

IMPORTANT: The order has to be faxed from within the Visit 
Note, NOT the Patient chart



3 iPad — Option A: Virtual Exam Room (continued)

7 To fax the order to Phothera, select Phothera as a 
contact (Fax #: 216-765-0271). 
Select “Template” Attachments.  

 Order of attachments matters: Add Visit Notes 
first, then add the Order. 
The sequence is important. The link to 
Add/Removes Orders appears only when the 
correct visit is attached.

Toggle Include: HIPAA Cover Sheet + Face Sheet + 
Summary + Save fax to chart upon sending. 

Click “Done” and “Send”.
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1. Add the “Visit Notes”

2. Add the “Order” and select 
the order in the pop-up window



2 iPad — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

8 The Fax will have all information associated as shown below.
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Attachments Template Page

Visit Notes

HIPAA cover sheet Phothera’s Order



SECTION 3

iPad (EMA Mobile) – Visit Overview
Ordering Phothera Devices in EMA
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3 iPad — Option B: Visit Overview

#   Action Screen Reference

1 Log in and open the patient's chart. 

Select Create New Visit and scroll to Impressions and Plans.

Click on “Impressions” and select a diagnosis (e.g., Psoriasis)

Click on Plans and select the “Phothera Home Phototherapy 
Initiation” plan. 

IMPORTANT: DO NOT select the “Home Phototherapy 
Initiation”, if you see more than 3 Phothera devices you are in 
the incorrect plan.

Click “Save.”
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3 iPad — Option B: Visit Overview (continued)

2 The “Phothera Home Phototherapy Initiation” 
plan will load.

Click “Resume” to open and edit it. 
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3 iPad — Option A: Virtual Exam Room (continued)

3 Details Tab: 

Select “Zone” based on your standard practice for 
the individual patient’s situation. 

Select “Skin Type” based on the individual 
patient’s situation (Type I can be used as default.

Select a Phothera Home Phototherapy Device.

Keep default protocol as NBUVB. 

Select default frequency (3x/week) and Lifetime 
for Treatment count.
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3 iPad — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

4 Keep default of Lifetime for Treatment count.

If needed, adjust whether the device will be processed through 
patient insurance and chronic nature of the condition (defaults 
= yes) . 

Enter all previous treatments and whether they were effective.
Be detailed — required for insurance and prior authorization.

 Include in-office phototherapy history and duration. 

Select all applicable reasons the patient is recommended for 
home phototherapy.
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3 iPad — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

5 Location Tab: Select treatment locations. 

No changes needed on Protocol, Consent, or Post-Care tabs.

Click DONE to save the plan and return to the Virtual Exam 
Room. 

Click “Save Visit Note”.
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6 To Fax the prescription return to the Visit Overview. 

Then click on the “More” and the “Fax” icon.

IMPORTANT: The order has to be faxed from within the Visit 
Note, NOT the Patient chart



3 iPad — Option A: Virtual Exam Room (continued)

7 To fax the order to Phothera, select Phothera as a 
contact (Fax #: 216-765-0271). 
Select “Template” Attachments.  

 Order of attachments matters: Add Visit Notes 
first, then add the Order. 
The sequence is important. The link to 
Add/Removes Orders appears only when the 
correct visit is attached.

Toggle Include: HIPAA Cover Sheet + Face Sheet + 
Summary + Save fax to chart upon sending. 

Click “Done” and “Send”.
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1. Add the “Visit Notes”

2. Add the “Order” and select 
the order in the pop-up window



2 iPad — Option A: Virtual Exam Room (continued)

#   Action Screen Reference

8 The Fax will have all information associated as shown below.
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Attachments Template Page

Visit Notes

HIPAA cover sheet Phothera’s Order



SECTION 4

Pulling a Report
EMA Analytics walkthrough
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4 Pulling a Report of Phothera Orders in EMA

For providers and sales team tracking

Go to: Analytics > Clinical & Operational > Data 
Explorer > Visit Summary (Virtual Exam Room) report.

Add dimension: Plan Name.  
Add measure: Visit Count.

(as well as any other dimensions and measures 
from the list)

Click the magnifying glass next to Plan Name and filter 
for: Phothera Home Phototherapy Initiation.

Add patient and provider details as needed.
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SECTION 5

Key Details
Fax #, NPI, defaults, checklist
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5 Key Ordering Details at a Glance
For sales reps and provider reference

Item Detail

Phothera Fax Number 216-765-0271

Phothera NPI 1326105842

Plan Name in EMA Phothera Home Phototherapy Initiation

Device Technology All devices are NBUVB-based with guided mode

Default Skin Type Type I — change if patient's known skin type differs

Recommended Frequency 3x per week (AAD recommendation, pre-loaded as default)

Treatment Count Lifetime (no need for frequent refills)

Required Fax Attachments Visit Notes + Order + HIPAA Cover Sheet + Fax Cover Sheet

Prior Treatment History Document in detail — required for insurance and prior authorization

Fax Setting Always check 'Save fax to chart upon sending'

NOTE: Thorough prior treatment documentation is required for insurance benefit verification and prior authorization. Be as specific as possible.
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SECTION 6

Troubleshooting
Common Situations
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6 Troubleshooting

#   Situation Screen Reference

1 Situation: Account is seeing other devices besides the 3 
Phothera devices 

➔ 

Root Cause: Wrong Phototherapy initiation plan was selected

IMPORTANT: The process described works only with Phothera 
Home Phototherapy Initiation Plan
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SELECT Phothera 
Home Phototherapy 
Initiation

Search for Phothera



6 Troubleshooting

#   Situation Screen Reference

1 Situation: Account cannot attach the order
➔ 
Root Cause: FAX is being initiated from the patient chart 
instead of from the visit notes (the order is tied to the visit)

“Add/remove Order” is specifically available when faxing from 
the visit note, not when faxing from the patient's chart. 

It is, however, available even for notes that have been re-
finalized. 

Strong recommendation: providers to enter all the appropriate 
documentation prior to finalizing the visit the first time, if only 
to save them time!
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Click "Add/Remove Visit Notes," check off the visit note 
to fax, then click Select. This must be the visit note in 
which the order was entered.

1

2

Once the correct order is selected, the “Add/Remove Orders” appears and can be 
selected to check off the appropriate order:3

The key here is to click * into * the visit (as seen below), NOT just the patient's 
chart overview. The order can only be faxed from WITHIN the Visit Note.TIP
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