
Adding Payment Info to New Patient

1. You may have patients that did not submit payment information on the
patient sign up. Let’s go through how to add payment information to a new

patient. Start on the dashboard.

2. Find your “New Patients” section. Click on the patient’s name that you
would like to confirm.



3. Here you are able to review the patient’s information that was entered.
Once you have reviewed, click on the “Review Confirmation.”

4. This is where you will see that no payment information was entered.



5. You will have two choices here, you can either confirm the patient as a
Cash paying patient or select another patient as the payment method. In

this case, we will select Cash. We will have the patient input payment
information later.

6. You can add any one-time charges in the “Additional Charges” section.
The total for this patient is $130. That is the $105 subscription charge + $25

enrollment fee.



7. Once you are ready, you can click “Accept Patient” to activate that
patient chart.

8. This patient has now been accepted into your practice as a patient. The
outstanding balance is $130 since that has not yet been paid.



9. The Billing History section shows the $130 invoice has not been
paid. By clicking the “+” button you are able to see the details of the

invoice.

10. To add a new payment method, you can click the “+” button next
to the Cash icon.



11. Three options will appear: Credit/Debit card, ACH and Patient. You
can enter a credit/debit card in the field below.

12. Or by selecting ACH you will be given two new options to either
Generate a QR code for the patient to scan or you can send them a

link via text or email to enter their bank account information. This way
you do not have to ask for patient bank information, they can enter it

on their own.



13. The last option is to select another patient as a payment option.
An example of this would be adding another family member.

14. For this patient we are going to select ACH - send them a code.
This is the screen the patient will see.



15. When they click “Pay with a bank account” they will go through
the ACH process and select their bank account.

16. Once the patient has successfully connected their bank - you will
see the update on the patient’s chart. The payment information will

go from a cash icon to show the bank account information.



17. You are now able to click the “Charge Patient” button to initiate
payment for outstanding charges. Click “Charge Patient”

18. The outstanding invoice will show as available to “Charge.” Click
the “Charge” button. Then click “Charge for Invoice”in the dropdown.



19. A new pop up window will appear where you can select the
payment method.

20. We are going to use the bank account the patient entered. Then
click “Charge Now.”

21. The Charge was successful! You can navigate back to the
patient’s chart by clicking on their name.



22. You can see the invoice was paid in the Billing History. You can
also confirm the subscription amount and next billing date.

23. Your patient is now set up for automatic, recurring billing. Well
Done!


