
How to Change an Invoice Date
Quick Reference Guide

NOTE: Access to the following abilities are restricted based on the user’s rights set up via the Team 
Management page in OrthoFi.

How to Change an Invoice Date
Need help? View How to Read the Ledger.

1. Locate the Patient Responsibility section in the Ledger
2. Click the three-dot menu (⋮) then Manage Invoices

3. Click Edit. Then, complete one of the following:
a. Change individual invoice date: Click the calendar icon next to the invoice to select a new date
b. Change auto payment date: Click Edit Monthly Due Date, select the day of the month, then click Enter
c. Bring past due invoices current: Click Move Schedule then select an upcoming month, then click Enter

4. At the bottom of the screen, select an option for Requested By and add an adjustment reason
5. Click SAVE to implement changes
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https://20081508.fs1.hubspotusercontent-na1.net/hubfs/20081508/2025%20-%20Customer%20Success/Customer%20Success%20%5BArchived%5D/Documents/OrthoFi%20Patient%20Ledger/2025%20Patient%20Ledger%20Overview.pdf

