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Posting Patient Payments

Start on the Patient’s Detail Page

Select Ledger tab

Select MAKE A PAYMENT

The next monthly invoice due will
automatically populate as Amount
Due
You can also choose to Pay off
contract or Pay another amount
Once you have selected the
amount to collect, select GO TO
PAYMENT METHOD
Select Payment Method



Managing Patient Payments

VIEW ALL INVOICES

PAY UPCOMING OR LATE 
MONTHLY INVOICE

VIEW / EDIT / REMOVE 
PAYMENT METHODS &
AUTO-PAY METHODS

Start on the Patient's Detail Page
Click the Payment Plans tab
Click Action > View Payment Plan

PAY UPCOMING OR LATE 
MONTHLY INVOICE
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A Payment Method is required to be on file at all times. 
You must add a new payment method before being able to remove one.

Visa
Mastercard
Discover
American Express

Managing Auto-Pay Methods

Accepted Payment Methods
Checking Account [ACH]
Savings Account [ACH]
Health Savings Account
Flexible Savings Account

Add Second Payment Method 
Use sliders to reach desired split
Click Update Amounts to save

Splitting Monthly Payments
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