


Acknowledgement of Country

In the spirit of reconciliation, Cubiko 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



Housekeeping 

• Please change your chat from 'Host and Panelists' to 'Everyone' so that everyone 
can view and join in the conversation.

• If you have a question, please add it to the Q&A area at the bottom of your 
screen. This helps ensure that we can see and answer your questions.

• This session will be recorded. A copy of the recording will be sent out later today, 
along with any links or resources shared in today’s session. 



Session overview

• The recommended workflows to implement for your reception team

• Strategies on how to engage your reception team with data 

• How patient pre-consult surveys can free up your front desk 



Importance of data in your practice

• Track performance

• Identify areas for improvement

• Increase patient satisfaction

• Reduce costs

• Improve patient outcomes

• Increase staff efficiency



Reception workflow
Daily

Appointment book optimisation

• Unconfirmed appointments today

• Appts that may not be eligible for 

Medicare-subsidised telehealth services

• Recall appointments to rebook

• Appointment day sheet



Reception workflow
Daily

Service opportunities

• Possible service opportunities today – 

Summary for Practitioners

• Bulk Medicare OPV check

• QuickCheck to quickly & securely verify 

patient item eligibility



Reception workflow

Billing optimisation
• Unbatched invoices identify any 

outstanding invoices that have not been 

sent to Medicare or DVA for payment.

• Outstanding rejections helps identify if your 

online claiming workflow is effective.

• Uncompleted patient appointments helps 

reduce the impact of missed billings.

• Unbilled appointments helps identify any 

completed appointments that have an 

unbilled status.

Daily



Reception workflow

MyMedicare optimisation

• MyMedicare eligible patients with an 

appointment today

Daily



Free Download

Effectively managing 
MyMedicare registrations 

workflow



Reception workflow
Weekly

• Outstanding debt to help identify 

unpaid accounts to increase cash flow 

and reduce the risk of bad debt.

• Billings on hold invoices to action.



Reception workflow
Weekly

Increase the number of patients 
booking a future 

reoccurring appointment

• Rebooking rate to help determine which 

patients have booked a 

future  appointment within the next 36 

months. Help ensure your patients rebook 

key appointments.



Reception workflow
Monthly

Identify patients who need to be 
rebooked with Practitioners

• Appointments to be rebooked will show a 

list of patient appointments that need to 

be rebooked due to a practitioner being 

marked away or because the practice is 

closed.



Free Download

Workflows for 
Receptionists



How to bring your team along for the journey

Establish a data-driven culture Team meetings

Give access to the data Provide training



Nominate someone in your practice to champion data.

This person can be responsible for ensuring the success of 
data in your practice, as well as providing training to your 

ongoing and new team members.

Top Tip!



Does your practice have a specific person who is responsible 
for leading the implementation and use of data?



Establish a data driven culture

• Lead by example

• Keep it simple

• Encourage data-driven thinking

• Celebrate success



Team meetings

• Regular team meetings

• Open discussion

• Share ideas and feedback

• Follow up on action items



Give access to data

• Make data
accessible to everyone

• Provide support

• Set clear expectations about 
how the data can be used

• Monitor and track use



Provide training

• Nominate a practice data 
champion

• Tailor training to the needs of 
your team

• Offer ongoing support and 
encouragement

• Use training resources




































