
Getting started with Patient Registration:
Tips & Tricks



Acknowledgement of Country

In the spirit of reconciliation Cubiko and the AAPM acknowledges the 
Traditional Custodians of country throughout Australia and their 

connections to land, sea and community. We pay our respect to their 
Elders past and present and extend that respect to all Aboriginal and 

Torres Strait Islander peoples today.

Gaagal by Miimi and Jiinda



In this session, we’ll cover:

• Activating your practice for MyMedicare in PRODA (new since 1st Oct)
• How patients can register
• Efficient workflows for your practice for patient registration
• When a patient decides to withdraw their registration



House Keeping
• If you have a question, please add it to the Q&A tab located at the bottom of your 

screen so that we can answer them for you. 

• This session will be recorded. A copy of the recording will be made available to 
you after the webinar. 

• All resources shared throughout this presentation will be included in the 
recording email.



Disclaimer
We've tried our best to provide accurate and up-to-date information for 
the purposes of this webinar. Registration began on the 1st of October, and 
we wanted to bring you this webinar to save you time. If you are unsure on 
anything stated in this webinar please reach out your PHN or DOHAC. This 
webinar is not endorsed by any government body.



First…



Activate MyMedicare in PRODA

Then from 1 October 2023, return to the Organisation Register and add MyMedicare 
program to your practice registration.

1. Go into the Organisation Register
2. Go to the Site ID
3. Select Program Registration
4. Add the program called MyMedicare
5. Activate MyMedicare
6. Save and Submit







Except.. You may have received this email



Poll Have you activated MyMedicare in PRODA?

Yes

No – will do right now or later

No – not participating in MyMedicare



How patients can register

1. Medicare App

2. My Gov

3. Paper form

4. Practice registers via PRODA 



Medicare App



My Gov



Paper form

Download here https://www.health.gov.au/resources/publications/mymedicare-registration-

form?language=en



Practice registers via HPOS



Patient communication after registration accepted



Efficient workflows for your practice

1. Equipping reception with workflows

2. Registering patients in practice



Error message when a patient doesn’t meet the criteria

“contact them to discuss registration”



Reception answering the call

Patient: “I’ve tried to register for your practice, but it says I don’t meet the 
criteria and to contact you.”

Team: “It would appear you haven't had two face-to-face visits in the past two 
years at our practice, this can be viewed in the Claims section in Mygov or the 
Medicare app. Next time you attend an appointment with your GP, feel free to 
ask us for a paper form or register via the app after your appointment."



Patient asks GP about registration during consult

Reception ask 
them to sign

Team member 
uploads

Patient asks 
Practitioner

Patient asks practitioner during consult 
about how to register.

- GP can explain MyMedicare in two 
sentences, and then ask them to 
discuss with the receptionist after the 
appointment.

- Reception, qualifying question: Do you 
have the app downloaded and 
Medicare linked to your my gov?

- If yes, they can quickly rego via the 
app.

- If no, provide a paper form.



Free Download

How patients can 
register for 

MyMedicare posters



Registering patients via the paper form

Setting the scene:
1. Patient may not have a My Gov account
2. It may not be linked to Medicare.
3. Patient under 14 years of age and requires parent/guardian signature
4. Patient is 14 – 17 years of age

Reception provide form to patient to sign.
1. For instance, if you're using Bp you can set up an RTF/document template pre-

loaded from patient file. Print off the form and provide to patient to sign.
2. Have a pile of blank forms and provide to patient to fill out and ask to sign.

A. Weekly check pile and print off new copies

Uploading details to PRODA
1. Set up an in-tray for completed and signed forms
2. Delegate to senior reception (with PRODA organisation access) to register 

through PRODA
A. Put uploaded form in scanning tray to be scanned and save into patient file
B. Receptionist put not on patient file that patient is registerd



Poll
What will be your preference for patients to register 
when they ask in practice?

Ask them to complete at home via My Gov

Patients complete in the practice via 
App

Patient sign form and we upload to PRODA



Accepting patients who have registered for your practice

First option. 

You can set your practice to auto-accept 
any patients who have registered for your 
practice.

Second option.

Practice requires acceptance of patient 
registering, this can be done in PRODA.

Senior receptionist or PM, have PRODA 
delegated and log in weekly to accept 
patients who have registered with your 
practice. This notifies the patient once 
accepted.



Manually accepting patients for MyMedicare



Top Tip: Staff meeting about patient registration 
and workflows for your practice

1. What are the processes for your practice
2. What are the essential information your staff need to knoiw
3. How can you incentivise and champion culture for your team



Free Download

MyMedicare 
Educational Posters



When a patient decides to withdraw their registration

1. Via MyGov / Medicare App
2. Calls the practice

If they withdraw from a practice, it takes 24 hours before they can 
register with a new practice



Patient withdraws via Mygov / Medicare App



Patient asks practice to withdraw their registration



Patient asks practice to withdraw their registration



Actionable Insights for Registering Patients

Look at list of upcoming appointments 

today for MyMedicare eligible patients.

Reminder: MyMedicare eligible is two 

face-to-face visits in the last 24 

months.



Free Sign up

Cubiko Assist
MyMedicare Reporting



Where to see patients registered in PRODA



Tracking patients who have registered

Get ready for November 2023, and changes to telehealth appointments for 
registered MyMedicare patients.

1. When reception scan in a form, add a note to the patient file (in Bp – 
patient details screen) that patient is registered for MyMedicare

2. Week before start of November, or weekly, log into PRODA and find 
your registered patients and make a note on the patient file.



Q&A
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