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How to Create a New
Payment Type in Cloud9

Step by Step Process
1. In the toolbar, click Edit, then Setup
2. Select Transaction Types on the left hand side
3. Click Add

4. Fill out per below, then click Save.
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Notes to Consider:
● You can run a report to show receipts by payment type, but must select individual dates to 

include on the report 
a. OrthoFi Recommendation: Run weekly to match OrthoFi deposit date range (ex: 

Monday through Sunday of a specific week) 
b. Report does not calculate selected date range total but only daily totals. Practice will 

need to manually calculate daily totals 
● Report via date range does not have the ability to filter by payment type 
● Date posted to the PMSW ledger will not be the same as the date OrthoFi received payment.

Date Posted 
in PMSW

Date Received 
by OrthoFi

Reporting Instructions
1. Select Reports, then Net receipts by date range 
2. Set desired date range > Run report 
3. Locate OF Insurance payment type and the total amount under that payment type
4. Navigate to the last page to see receipts totals 
5. Subtract OF Insurance payment type total from total receipts total for true receipts $ amount:

● To properly reconcile: 
a. From the OrthoFi dashboard, click 

Reports > Admin > Insurance 
Reconciliation

b. Locate the last posted insurance 
payment and open up the correlating 
patient account in Cloud9 to confirm 
the date the payment was posted 

c. When running your collections report in 
Cloud9, make sure the date the last 
payment was posted is included in the 
report’s date range 


