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Cloud 9 Connect
Job Aid

Cloud 9 Connect allows you to import patient and exam information from Cloud 9 into OrthoFi 
and gives you visibility of your past due OrthoFi accounts in Cloud 9.
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To ensure patients and exams import correctly into OrthoFi, the following is required in Cloud 9:

● The Financially Responsible section in Cloud 9 will import as the Primary Contact in 
OrthoFi.

● Information in this section should correspond to the person you want to receive OrthoFi’s 
patient forms.

Scheduling Requirements

Required Fields (Yellow):
Patient Information
● Patient Name
● Patient Gender
● Patient DOB
● Provider
● Location

Financially Responsible Party:
● Relationship Type
● Primary Contact Name
● Primary Contact Gender
● Primary Contact DOB
● Primary Contact Phone
● Primary Contact Email*

*If the Primary Contact does not have an email, enter:
FirstName.LastName[Last 4 Digits of Phone]@orthofi.com

Example: John Doe = 
john.doe5555@orthofi.com
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Responsible Party Contact Info and Linking

● Patients cannot be imported unless their Responsible Party has both Email and Phone 
Number added in Cloud 9.

● When adding siblings, ensure they are linked to the same Financially Responsible Party 
Record in Cloud 9.

● If the patient is their own Responsible Party, mark Relationship Type = Self in Cloud 9.

How to Link Families
● Open the the Financially Responsible Party record
● Next to the Title field, click the magnifying glass
● Search and select the patient to link to the Financially Responsible Party

How to Import Patients and Appointments from Cloud 9

Step by Step Process

1. Add patients and exams from Cloud 9 to OrthoFi via the +Add Cloud 9 Patient button on 
the OrthoFi Patients Page. 

Important: Create patients and appointments in Cloud 9 only. 

2. Search for the patient using their Cloud 9 Patient ID (preferred) or Last Name.

3. When you locate the patient you wish to import, press the Select button and proceed to 
the next steps to customize patient information.
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How to Import Patients and Appointments from Cloud 9 (Cont.)

4. Verify Patient, Exam, and Staff information and then press the Verify button to proceed to 
the next page. You can edit any of the fields - please correct any errors you see.
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How to Import Patients and Appointments from Cloud 9 (Cont.)

5. Insurance information will not transfer from Cloud 9, so you will need to add insurance 
information directly to OrthoFi. Since OrthoFi manages your insurance, you only need to 
add this information into OrthoFi.

Important: All fields in this sections are required. 

6. If the patient does not have insurance, click the “Do not add 
insurance for this patient” box at the top.

7. Choose the Subscriber of the Policy.
8. If the subscriber is not listed, select New Person:

○ You will need to manually add their information.
○ Example: One parent is the subscriber, and another 

parent is bringing the patient in for the exam.
9. Enter Subscriber Information:

○ First & Last Name
○ Gender
○ Relationship to Patient
○ Address
○ Carrier Name
○ Subscriber ID or SSN#
○ Group Name/Number (recommended)

10. Choose the Insurance Carrier from the dropdown list.
11. Click Create Record to save your work.

The patient will be available in OrthoFi in less than 5 minutes. The 
Primary Contact will receive new patient forms via text and email.
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Delinquency Alerts

OrthoFi Connect provides alerts and comments within Cloud 9 patient records to notify your 
team when patients are past due on their OrthoFi payment plans. These alerts are updated 
automatically if a patient makes a payment and becomes current on their contract.

Features
Alerts appear in the following areas:
● Patient Schedule
● Patient Check Out
● Patient Profile
● Patient Comments

Each alert in Cloud 9 includes a direct link to the OrthoFi patient ledger for easy access.

Requirements
To receive push alerts and comments, the patient must be entered through the OrthoFi 
Connect integration tool.

Notes:
● Alerts are accessible to all team members.
● Alerts update in real-time as payments are made.

Patient Alerts

Patient Comments (Past Due Account)Schedule View

Patient Comments (Updated Account)

Note: Comments & Alerts are updated/added/removed every two 
hours in Cloud 9.


