
Delay Billing for a New Patient

1. If you want to confirm your new patient now, but not charge them now
this is for you. The way to do this in AeroDPC is when you confirm the new

patient. Let’s 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 they entered. From
here click on “Review Confirmation.”

4. Here is where you are able to customize the billing for this patient. We
are going to use 2 sections to do this partial month charge.
A. In the Additional Charges section we can remove any additional charges.
B. In this section we are going to move the patient’s ongoing billing date to be in the

future.



5. First, we remove any additional charges. Anything in the Additional
Charges section is charged once you click “Accept Patient.” Since we do
not want to charge the patient today, we can remove these by clicking on

the trash icon.

7. This brings the total to $85 for today. That is not what we want, so now
we need to move the billing date of the first full subscription charge to

another date.



8. To do this, navigate to the bottom section that deals with billing
date.

9. This section defaults to “No.” By clicking “Yes” the patient will not
be charged for the full subscription today, which is what we want. In
this example I am going to change the billing date to be the 28th of

the month.

10. The total for today’s bill has now been updated to be $0 vs. the
previous $110 ($85 subscription + $25 enrollment) that we started

with.



11. Today, the patient will be charged $0. And the full subscription
price of $85 will automatically be charged on the upcoming 28th of

the month. Once you are ready to confirm the patient with a $0
charge, click “Accept Patient.”

12. The patient has now been accepted and activated in your practice.
You can see today’s $0 charge on the billing history section of their

chart.



13. By clicking the “+” on that invoice you can see the invoice details.
There is a “trial period” added to the invoice for the time until they

are charged for their subscription.

14. The “Draft” invoice shows what the patient will be charged on
their next billing date. In this case it is the $85 subscription charge.



15. You can confirm the subscription amount and the upcoming
billing date is what you want in the Subscription details box.

16. You’ve now confirmed your patient, delayed the billing, and set up
recurring subscription. This patient is all set. Well Done!


