
Scheduling and Referrals – MBS Consent worklist 

1 Date Published:1/08/2023 Version: 1 Approved by: Emily Sanders 

 

 

 

 

 

 

 

1. Open PMoffice  

 

2. In Worklist, double click on MBS Consent 

 
 

 

 
 

3. Select appropriate Medical Services and click 

Move. Click OK  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Scheduling and Referrals – MBS 

Consent worklist 

 
This Quick Reference Guide will explain how to:  

Update MBS Consent for patients in the following scenarios – 

1. Patient MBS Consent is Yes 

2. Patient MBS Consent is No 

3. Patient MBS Consent not received – day of clinic  

  

 Important  

 In the process of adding a referral in EMR, if ‘Account Class’ is selected as ‘Medicare Bulk Bill’, MBS 

Consent field appears. If the MBS Consent is not completed, the patient’s referral falls on to the MBS 

Consent worklist. 



Scheduling and Referrals – MBS Consent worklist 

2 Date Published:1/08/2023 Version: 1 Approved by: Emily Sanders 

 

 

Scenario 1 - Patient MBS Consent is ‘Yes’ 

 

4. From MBS Consent worklist, right click on patient 

and select Referral Add/Modify  

 

 

 

 

5. From the Referral and Encounter Info tab, select MBS Consent field Yes 

 

 

6. Enter the date patient has provided consent in to MBS Consent Date field 

 

 

7. Complete any other 

mandatory fields if 

needed, and click 

Complete  

Patient’s referral falls 
off the MBS Consent 
worklist. 

 
 
 
 
 
 
 
 
 

8. In order to update MBS Consent on the patient’s appointment as well, navigate to Scheduling Appointment Book 
 

9. Click on Appointment Inquiry  
 

10.  From Person tab, select Patient Schedule – All Appointments (history) inquiry. 
Search for patient, adjust dates, and click Find.  
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11.  Right click on patient appointment, click Modify 

 

 

12.  From Details tab, change MBS 

Eligible value from 'No - Other' to 
‘Yes’ and click OK 
 

 

 

 

 

 

 

 

 

 

 

Scenario 2 - Patient MBS Consent is ‘No’ 

13.  From MBS Consent worklist, right click on patient and 

select Referral Add/Modify  

 

 

 

14.  From the Referral and Encounter Info tab, select MBS Consent field No 

 

 

15.  Enter the date patient has provided consent in to MBS Consent Date field 

 

 

16.  Change Account Class from Medicare Bulk Bill to Public: Eligible  
 
 

        Important  

MBS Eligibility does not just depend on patient consent, it also depends on other factors like valid referral etc. 
(This remains as per what your department follows in current state).  



Scheduling and Referrals – MBS Consent worklist 

4 Date Published:1/08/2023 Version: 1 Approved by: Emily Sanders 

 

 

 

 
 

17.  Complete any other 
mandatory fields if 
needed, and click 
Complete 
 
Patient’s referral falls off 
the MBS Consent 
worklist. 

 
 
 
 
 
 
 
 
 

18.  In order to update MBS Consent on the patient’s appointment as well, navigate to Schedule Appointment Book 
 

19.  Click on Appointment Inquiry  

 

20.  From Person tab, select Patient Schedule – All Appointments (history) inquiry. 
Search for patient, adjust dates, and click Find.  
 

 

  
 

 
 

 
 

21.  Right click on patient appointment, click Modify 

 

 

 

Handy Hint 

If Account Class is not changed to Public, when attempting to click ‘Complete’ the following pop up window 
will appear 
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22.  From Details tab, change MBS 

Eligible value from 'No - Other' 

to ‘No - Patient did not consent’ 
and click OK 
 

 

 

 

 

 

 

 

 

 

 

Scenario 3 - Patient MBS Consent not received – day of clinic  

1. Navigate to Schedule Appointment Book 

2. Click on Appointment Inquiry  

 
3. From Location tab, select inquiry Appointment Check In by Location 

Group, select appropriate Location Group and click Find   

 

 

 

 
 
 
 

4. All patients who have appointments booked and 

need to be checked in for those locations 

appear. Right click on patient appointment, and 

select Check In  

 
 

5. Click OK 
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6. As the patient is being checked in, you can ask them to sign the consent form.  

Once the form has been signed, within the Referral Check In screen, update the MBS consent field. 

If signed ‘YES’, change MBS Consent field to ‘Yes’ with today’s date 

If signed ‘NO’, change MBS consent field to ‘No’ with today’s date, and update Account Class from 

Medicare Bulk Billed to Public – Eligible. 

Select Complete.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Update MBS Consent on the patient’s appointment as well by following same steps as above (Steps 18 – 22). 


