
 

DrChrono - Scheduling a One-time payment 
If a patient does not want to make a payment using the ClearGage patient portal, the practice can assist 
with taking the payment.  
 

1. Locate the patient in DrChrono and Click the ClearGage App directory button to launch 
ClearGage. 

 
 

2. Make sure you have an imported balance from DrChrono 

 
 

3. Select Payment Plans  

 
 

4. Select the Dormant Plan  

 
 

5. On the payment agreement page, select One-Time Payment for the payment option. 

 
 



 

6. Select Paid On for the Payment date 

 
 

7. Select the Date for the payment 

 
 

8. Select an existing payment method, or enter a new payment method 

 
9. Select Save & Activate  

Note: If you only select Save Changes the plan will remain dormant, and your payment will not be 
scheduled. You must select Save & Activate 

 
 
If the payment agreement terms pop up electronically, and the patient is in the office, they can check 
the boxes. If not, you can always continue without electronic signatures.  

 

As soon as the payment is processed you will see the payment posted to the line item in DrChrono.  

 

 



 

 
 
 
 
 
 


