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Patient Virtual Check-In Management  

In this document, you will learn how to request, submit a Virtual Check-In Visit, and manage submitted Virtual Check-In 
Visits within the Virtual Check-In feature on the web version of EMA®.

Request and Submit a Virtual Check-In Visit  

If a Virtual Check-In Visit is open and being managed by 
the practice or provider, it will be listed under Virtual 
Check-In. All completed Virtual Check-In Visits can be 
referenced and managed under Past. 
 

1. To submit a new case, the patient will select 
Request Virtual Check-In.  

 
 

2. The patient will receive a pop-up asking them to 
seek help by consulting a doctor or visiting an 
ER if this is an emergency. Select Continue. 

 
 
 

3. Next, the patient will select their preferred 
Virtual Check-In Provider. 

 
Note: Provider’s names will only display on this page if 
the provider has set their preferences to receive and 
manage Virtual Check-In.  

 
4. Once a provider is selected, they will be 

presented with the Consent to Use form. To 
move forward with a Virtual Check-In Visit, 
patients must agree to these terms by selecting 
Agree. 

 
Note: The patient may be presented with the Past Visits 
page if they have visited your practice for a reason that 
qualifies for a Global Period and they are submitting a 
Virtual Check-In Visit within that timeframe. 
 

5. Next, the patient will be presented a list of 
possible reasons for their Virtual Check-In. They 
must choose from the available options. Once 
selected, the body diagram will populate, 
allowing the patient to tap on the location of 
their problem. 
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6. Once a location is selected, they will be 
prompted to take a close up and far away photo 
using the Photo Wizard. The patient can use 
the camera icon to take a photo or choose a 
photo from the image library on their device.  

 
 
Note: If the photos or locations need to be managed at 
this point, select Options.  

   

• Add More Photos – to review photos, 
retake photos, or add up to two additional 
photos per location. 

• Undo Last Location – to delete the last 
body location and all associated photos. 

• Clear All Locations – to delete all body 
locations documented and all associated 
photos. 
 

7. Once the patient has documented the 
complaint locations and photographs, select 
Continue. The patient can select Add Location 
to continue adding complaint locations and 
photos. Or if ready to move on, select Continue. 
  

8. This brings them to a series of questions that 
can be navigated through by selecting Next or 
Previous. It is important for patients to answer 
these questions to give their provider an 
accurate description of the complaint. Each 
complaint has a different set of questions 
including, but not limited to, quality, severity, 
duration, and associated symptoms. The last 
page in this series of questions is Additional 
Comments for patients to free type additional 
clinical information relevant to their Virtual 
Check-In Visit.  

 
 

9. Next, the patient’s Clipboard information will 
appear. If the information needs to be modified, 
the patient can enter the changes in the free-
text field. If all information is correct and up to 
date, the patient can select Yes. Then, select 
Next to move forward 
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Note: Any information added to this section will be 
displayed as a case message. Upon review, the staff will 
need to modify the Clipboard in EMA to reflect the 
updates made by the patient.  
 

10. The patient can review the Virtual Check-In 
details and photographs before submitting the 
Virtual Check-In Visit. Any changes can be 
made prior to submitting by navigating back to 
the previous pages. If all information is correct, 
the patient will select Next then Submit. Once 
complete, select Ok. 

 

Manage Submitted Virtual Check-In Visit 

Submitted Virtual Check-In Visits will display on the 
patient’s dashboard under the Virtual tab. If the patient 
has allowed notifications, they will receive a pop-up 
notification when action has been taken on the case 
including assignment, messaging, completion, 
finalization, and re-opening. New case actions are 
indicated by a chat bubble.  

 
 

1. Patients can select the Virtual Check-In Visit to 
further manage the case. If the eVisit has been 
finalized by the provider, a Patient Education 
Handout will be available. This handout will 
provide an overview of the provider’s 
documentation. 

 
Note: Prescribed medications will be sent to the 
preferred pharmacy on file. Once ePrescribed, the 
patient will receive a case message indicating which 
pharmacy the prescription was sent to. 
 

• If labs were ordered, a Lab Order Form will 
also be available for reference.  

• Patients can send messages to the provider 
or staff by typing in the chat box. Additional 
photos can also be taken by selecting the 
camera icon.  

• Finalized Virtual Check-In Visits will remain 
in the Virtual Check-In tab until the case is 
marked completed. This allows further 
communication to take place between the 
staff and patient through the chat box. 

• Once the case is marked completed, the 
Virtual Check-In Visit will move to the Past 
tab and communication will no longer be 
available.  


