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HABS – AN OVERVIEW
Welcome to the User Guide to the UCH Hospital Admission Booking System (HABS). This purpose of
this document is to assist you with booking an admission at one of UnitingCare Health’s hospitals
via the HABS online system, and provides detailed instructions on how to do so.

What is HABS for ?
In most cases, you will sign up with HABS to book an admission because your doctor has arranged
for you to undertake a procedure on a specific date and at a specific hospital. HABS – also referred
to in this document as the “Patient Portal” – is accessible to any Internet user from the online
address www.bookmyadmission.com.au.
From the HABS website, you - our patient – sign up to create an online account on the HABS Patient
Portal. Once you have logged in for the first time, you can create a new booking where you are asked
to complete an admission form as you might if you were to present at hospital on the day of surgery.
The admission form asks specific questions about you such as your name and contact details,
information about the type of procedure you’re having, as well as a full health history. The first time
you make a booking, you should set aside at least 20 minutes to complete the form. However, for
subsequent visits, you need only update any information that has changed, as your details are
securely stored to save you time.

What can I do with HABS ?
From the HABS Patient Portal, you can navigate between different sections of the site that allow
you to :
 Make a new booking or continue an unfinished booking
 View a history of your previous bookings and any documents relating to them
 Send and receive messages to and from hospital staff that are relevant to your booking
 Upload documents relevant to your admission such as consent forms or approval letters
 View information sent by hospital staff that relates to advice about your procedure
 View the history of any payments made to the hospital
 View visitor information such as hospital visiting hours and amenities

How does HABS work ?
Once you have submitted your booking, it is sent to our hospital staff who are able to review it
straight away, and start arranging for your hospital stay. We ensure that you have provided all the
necessary information, and assess your health history so that we can plan your admission and cater
for your specific needs.
Our hospital staff will contact you if they have any questions prior to your admission.
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CREATING A HABS ACCOUNT
Visit the HABS website by navigating to www.bookmyadmission.com.au.

Figure 1 - The Patient Portal landing page

The page can be visited by entering the above URL directly into your Internet browser; however
each UCH hospital also provides a link to the Patient Portal from a highly-visible location on the
hospital homepage. So if you know which hospital you are being admitted to, you can alternatively
visit that hospital website and click the relevant link.

Figure 2 - The Wesley Hospital homepage showing the 'Admit Me' link to HABS

Each hospital has a variation on the link provided to HABS, but anyone wishing to admit themselves
to a UCH hospital will find HABS by following this link. Clicking on the link will transfer you directly
to HABS, where you can book your admission.
When you arrive for the first time at the HABS website (Figure 1), you are required to create an
account for the service using the large button to the right of the page that reads “Sign Up”.
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Figure 3 - The Patient Portal Sign-Up page

The “Sign Up” page requires you to enter your email address, and to nominate a password for
accessing the account in future. This requirement will be familiar to anyone having used an online
account in the past for almost any kind of Internet service. To keep your account safe, certain rules
are in place in order to ensure that you create a complex password. You will be notified if your
choice of password is insufficient, so that you can enter a different one.
Upon entering these details, an email will be sent to the email address you specified. Visit your
email inbox and open the email from UnitingCare Health. Please follow the instructions to verify
that you wish to create a HABS account.

Figure 4 - Email to the user requiring verification of their email address

Once you have done this step, you will be presented with the HABS Patient Portal proper, and are
now ready to use the system to create a booking.
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FIRST LOGIN
On your first login to the HABS Patient Portal, you will see four ‘tabs’ towards the top of the screen
which give access to the following HABS functions:






‘My Bookings’ allows the user to create a new booking, or edit and complete an incomplete
booking. From this section the user can also view a history of submitted admissions.
‘Message Centre’ allows the user to contact hospital staff and ask questions related to their
booking or payments, or more general health questions.
‘My Account’ provides access to payment receipts and links to the UCH online payment
system ‘Pay My Account’ (link)
‘General Information’ provides Visitor Information about the five UCH hospitals with details
such as addresses, public transport links, and hospital amenities.
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‘MY BOOKINGS’ SECTION
The ‘My Bookings’ tab is where you can make new bookings, edit and submit incomplete bookings,
or view previous bookings.






“Current” displays a list of your upcoming bookings that you have submitted. If this is your
first time using HABS, this section will obviously be empty !
“Incomplete” keeps a record of your incomplete bookings. If you were mid-way through
creating a booking and needed to come back to it later, HABS will save the booking up to the
last fully completed section. This means that if you need more information in order to
complete a section, you won’t have to enter all the data all over again.
“Previous” will display a list of bookings you have submitted in the past. You may need to
refer to this information in future for whatever reason.

Making a New Booking
If this the first time you have logged into your account, you probably want to create a “New
Booking”. This will take you to the “New Booking” page, which recommends that you have ready
access to a number of important details such as medical history, medical insurance details, and the
contact details of next of kin and emergency contacts.
Make sure you keep these details on hand while you submit your admission, as it contains
important information such as the type of procedure you are having, and the name of the doctor
admitting you.
You will probably have a referral letter from your admitting doctor with information such as the
date and time of your admission. You will also know which hospital you are being admitted to. You
need to select the relevant hospital from the list of possible options by clicking on the ‘Change
Hospital’ button.
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A pop-up window will display the logos of all UCH hospitals. Please click on the hospital where you
wish to create a booking. You will be asked to confirm that you are admitting to the correct hospital
before proceeding to the next question.
The next time you visit the HABS website to make a booking, our system will remember the last
hospital you were admitted to. If you are admitting to a different hospital, just use the ‘Change
Hospital’ button.
Before continuing to the admission form, we will ask about which type of admission – a
combination of General, Maternity and Paediatrics depending on the hospital – yours is categorised
as. There is useful help text to assist in your decision. For most admissions of an adult, the selection
is “General”.
Once you have made your selection, please click “Continue” to start filling out the booking form. If
you have just signed up for HABS, the booking form will commence from the first section straight
away.
If you have previously made a booking via HABS, you will be prompted to choose whether you wish
to use those details as provided in the previous form. This saves you from having to provide a great
amount of detail twice – particularly regarding your medical history.

Figure 5 - You can populate the form with details from a previous one

If this option is available, highlight a record by clicking on it, and click “Next”. This will then send
you across to the booking form where the vast majority of questions will already be populated with
answers. The exceptions to this are questions related to those where a time lapse would lead to an
inaccurate answer, for example in the case of questions relating to 28-day readmissions, or
questions related specifically to the type of surgery being undertaken where these are likely to
differ from the form used to populate the booking form. This is because answers given in the past
are now inaccurate for the new admission you are making.
However, assuming that you have not submitted a form previously to HABS, you will now start
completing the various sections of the form. In total, there are twelve sections that you need to
complete before you can submit the booking to a UCH hospital. See the sections below which relate
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to each of the 12 areas of the booking form in order to provide more information on how to
complete your booking.

Completing the Admission Form
Navigating the booking form
The booking form is essentially a questionnaire, using certain conventions such as Yes/No answers,
or questions requiring either a date in time or text in order to provide more information.
In order to economise the time required to answer the various questions, several in-built ‘smarts’
are used throughout the form to validate the data entered by the patient. For example, in the
“Patient Details” section, ‘type-aheads’ are used for Title, Country of Birth, Language spoken, and
religion. Elsewhere, dropdowns are used for Marital Status, Employment Status, and Indigenous
Status. In other places, toggle buttons are used for Sex, and South Sea Islander status. More
information on these functions is supplied below.
Type-aheads
A type-ahead uses the letters or digits you type in order to list a selection of possible answers that
meet the search criteria. This exists where the possible range of answers is greater than several –
that is, where a drop-down list would be onerous to navigate, such as for the more than 200
possible responses to the question ‘Country of Birth’, or the hundreds of Australian post codes used
to provide your address.
As you begin to type, the set of answers is reduced in line with the data provided. For example,
typing “ga” will return countries beginning with those two letters:

To select the relevant answer, simply click on it, or, using your keyboard, press enter.
Countries that are known by more than one name – for example Holland in place of The
Netherlands – have data in the background that allows the entry to be found.
Drop-down lists
Drop-down lists are used to present a finite number of options – usually 7 or less – to the user
where there is a pre-defined set of selections. Often, the options available for selection are dictated
by legislative requirements around data reporting. For example, the following answers to “Marital
Status” are options specified by Queensland Health. Other lists, such as religion or sex, use
Queensland Health data also, and we are required by law to use the same datasets.
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To select an answer, click on the “Please select an option” text which will fold the set of options
out. You can then highlight the required entry and accept it by clicking or pressing enter on your
keyboard.
Toggles / Buttons
A toggle is used where there are only 2 or 3 possible responses, for example ‘Yes’ or ‘No’ answers,
or for sex where there are a small set of answers.

Just click on the relevant response to move to the next question.
Especially later in the form, where there are many questions about any conditions, ailments, or
preferences you have, answering “Yes” to a question will ask a follow-up question, often requiring
you to type an answer.

This makes the form easier to navigate by showing you questions only of relevance to you. For
example, if you do not have a condition like Diabetes or a heart condition, you will not be asked to
provide that information!
Date pickers
Several sections of the booking form require an answer in the form of a date. In some cases you
only need to enter a year, but in others, such as date of birth, a full day/month/year is required.
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For day/month/year requirements, first select a year, using the arrows at the top left and right to
toggle between decades. After choosing the year, follow the same logic for selecting month and
day.
Correcting mistakes
If you provide information but need to remove it or alter it, some questions include a ‘trash bin’
icon to the right which, when clicked, will remove the entry.

Mandatory questions
Many questions must have a valid answer in order for you to progress with filling out the form.
Most of these are mandatory because they help us identify you as a patient as well as provide us
with information about how to best care for you during your stay. Other questions we are required
by law to ask.
If you try to advance to the next section of the form without filling out a mandatory question, you
will be prompted to answer that question specifically. The relevant question will be highlighted so it
is easy to identify.

If a question in the booking form doesn’t end with the word ‘(Optional)’, then it is a mandatory
question.
Optional questions
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Many questions do not require you to answer them, however, it is important for us to have as
much information about you as possible so that we can plan for your better care. So if you have the
necessary details for an optional question, please provide them.
Booking Progress
The left-hand side menu in the booking form provides you
with a clear indication of how many sections need to be
completed in order to successfully submit the booking.
You need to answer all the mandatory questions in each
section before you can click on the ‘Next’ button.
If all the mandatory questions are answered, then upon
clicking the ‘Next’ button, a green tick (
to the section name.

) is displayed next

If any of the mandatory questions are not answered or have
an invalid answer, then upon clicking the ‘Next’ button, the
relevant error message is displayed and the warning sign
( ) is displayed next to the section name.
Once you have completed all the 12 sections successfully,
then all the sections will have green tick ( ) next to them as
an indication that you are ready to submit the booking form.
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Admission Form sections
Section 1: Patient Details
This section requires you to provide basic information such as your name, sex, date of birth,
ethnicity, religion, and employment status. These details allow us to identify you prior to and during
your admission.




The admission form can be filled out on someone else’s behalf. This might be the case if you
are unable to complete the booking form yourself, or if the patient is a child. The question “Is
the person completing these details the patient?” addresses this. If you are entering details
for someone else, answer ‘No’ to this question and provide your own details, and then
proceed with the form by answering on behalf of the patient.
Some demographics questions are required by legislation to be reported State and Federally
and are important in the context of being able to identify risks associated with, for example, a
specific occupation, or health trends.

Section 2: Patient Contact Details
This section requires you to provide your home address, contact phone numbers and a mailing
address if it is different to your home address. If you answer ‘Yes’ to the question “Do you reside in
Australia?”, then as you start typing your suburb name, a list of possible matching suburbs are
displayed. Please select a suburb by clicking on it.
Once you select the relevant suburb, the ‘State’, ‘Postcode’, and ‘Country’ fields are automatically
populated so you don’t have to re-type them.
The values for the Suburb, State, Postcode and Country are directly linked to data from Australia
Post so that we can ensure the address is correct and current.



Because many people do not have a ‘home’ number, we have not designated
home/work/mobile/fax numbers as we do not have a preferred method of contact. Please
provide whichever is most convenient for you.
Any hospital bills or other expenses incurred during your admission will be sent to the Mailing
Address you specify. This will be your Home Address if you do not supply a Mailing Address.

Section 3: Next of Kin
This section requires you to provide your Next of Kin and Emergency Contact details so that we
know who to get in touch with during your stay with us. The information gathered is very
important, therefore we ask who the person is, how they are related to you, their contact phone
number/s and their address.
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Questions related to the Additional Emergency Contacts are optional but if you have their details
please provide it.





Your Next of Kin contact can be the same person as your Emergency Contact. This person
does however need to be contactable by the hospital.
Examples of Next of Kin can be a partner, a family member, or a friend.
Examples of Emergency Contact can be a partner, a family member, or a friend.
Additional Emergency Contacts are optional, but if your primary Emergency Contact is
unable to be reached, an additional contact can be helpful.

Section 4: Payer Details
This section requires you to provide details of the person responsible for payment of your hospital
admission. In many cases this will be your Health Fund or via an agreement with an institution such
as the Department of Veterans’ Affairs (DVA) or Workers Compensation.
In this section we also ask for your Medicare card details and any valid Concession Card/s, as well as
questions relating to whether you could be ineligible for treatment with your Health Fund or other
Payer. Using the information provided by you, the hospital admission team can assess your
eligibility for the admission and provide a detailed estimate of hospital expenses prior to your
admission date.
Primary Payer
The Primary Payer is a person / organisation / third party insurer / private health fund who is
responsible for payment of you admission. Please select an appropriate primary payer from the
drop down list for your admission. Depending on the selection of the Primary Payer, the relevant
questions will be displayed.
Medicare Details
If you have a Medicare card, then please enter all the 10 digits of the card number as displayed on
the card. The reference number is the one digit number displayed before your name.
Concession Card Details
If you have a concession card, please select an appropriate concession card from the drop down list
and enter relevant card number and expiry in the subsequent questions.
Nominated Payer
The Nominated Payer is a person who will pay for the services that are not covered by your Primary
payer. For example, nominated payer will be responsible to pay for the visitor meals, discharge
pharmacy and any non-admission related pharmacy costs.
If you are responsible for these bills, the Nominated Payer will be ‘Patient’. If the nominated payer
for your admission is the person nominated as ‘Next of Kin’, please select the appropriate value
from the drop down list. The name, address and the phone numbers for that person are
automatically filled in from the previous section.
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If the Nominated payer is ‘Other’, then please enter their name, address and phone numbers in the
subsequent questions.










The available list of insurers is extensive, however, if you are having trouble locating your
health fund in the list, please remember that some health funds may be known by another
name, or potentially not a health fund at all – such as the Department of Defence.
If you are covered by Medibank Private or the DVA, please note that we check your card
Membership Number to ensure it is valid and current. Please include all numbers and letters
as they appear on the card, or the Membership Number field might not work.
Questions relating to how long you have been with your insurer are a prompt to contact
your insurer to confirm that there are no limitations or exclusions to your cover that may
result in your fund not covering your admission.
We ask if you have been hospitalised in the last 28 days as this is a quality health reporting
requirement used as an indicator of care that we are required to submit to authorities.
If you are entering a PBS Safety Net card number, please be aware that this card expires on
December 31 of the year it was issued. Therefore, if you are attempting to enter an expired
card number, the card number will not validate and you will need to remove it from the
form before continuing.
The Nominated Payer is the individual responsible for covering costs that are not incurred by
your Primary Payer. These costs are likely to be associated with costs during your hospital
stay such as pharmacy costs, telephone calls, visitor meals, etc. Often, you will nominate
yourself (“Patient”) for these costs, however you can nominate your Next of Kin or someone
else to pay for them.

Section 5: Admission Details
This section requires you to provide basic admission details like reason for admission, admission
date, Item numbers (if known), your intended length of stay, admitting doctor and GP details.
Your referral letter will assist you to answer many of the questions in this section.





For the admission date, there is an in-built validation to ensure the date entered is only for
the next 365 days including today. So please ensure your admission date is in next 365 days.
Remember to enter the date you are being admitted to hospital in the “Date of Admission”
box, and not today’s date !
If you are staying overnight during your admission, but do not know how many nights you
could be required to stay, just answer to the best of your knowledge.
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Section 6: Health Alerts
In the booking form, from this section onwards all the questions will be related to your health
history. In the ‘Health Alerts’ section, you are required to provide details about your allergies, food
intolerances, any prescription medications, and other health-related information. If you answer
“Yes” to any of these questions, our Clinical staff will be able to assess whether these could impact
upon your hospital stay.
If you are allergic to medications, latex, food, X-ray dyes, sticking plaster or other items, then please
select the appropriate category from the drop down list. Once you have selected the category,
enter the name of the allergen and the respective reaction.

If you need to add multiple allergies, please click on the ‘Add Another’ button and enter the
details. Repeat for each allergy. Many other sections of the form use this convention also.
If you have dietary preference like Vegan, Kosher or Halal, there is a separate question in the
“General Health and Wellbeing” section where you can provide these details.

Section 7: Surgical History
This section requires you to provide details of the surgery or procedures you have had in the past.
Please enter the name of the surgery and the year it was performed. If you would like to add
another surgery, please click on the ‘Add Another’ button to enter second surgery details.
If you would like to delete an entry, then click on the ‘Trash’ icon (
the Year.

) which is displayed next to

Section 8: Your Health History
This section requires you to answer a series of questions related to your health in the past. For
most of the questions, if you answer ‘Yes’, then a follow-up question will be asked requiring you to
provide the name of the condition and the year it happened.
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Please keep the information that you provide brief as there is a limit to the number of words
that can be input here.

Section 9: General Health and Wellbeing
This section requires you to provide details about your general health and wellbeing such as height,
weight, sleeping difficulties, smoking, any dietary preferences, details about your Enduring Power
of Attorney and Advance Health Directive.
The majority of the questions in this section require a ‘Yes’ or ‘No’ answer. For questions related to
dietary preference, smoking and Enduring Power of Attorney if you answer ‘Yes’, a follow-up
question will be displayed.
Note: If you have Enduring Power of Attorney or/and Advance Health Directive, please bring the
copy of the document and not the original. You can either submit the document online through
the Patient Portal or bring it with you on the day of admission.

Section 10: Infection Prevention
In this section, we ask about any relevant history relating to specific infections that will help us to
take better care of you and other patients during your stay in the hospital.

Section 11: Daily Activities and Discharge Planning
This section asks some simple questions that will help us to plan for your discharge so that we can
make sure you return home safely.

Section 12: Acknowledgement and Consent
This section contains a few documents which require your acknowledgment and/or consent. For
this, please click on the document, open and read them. Once you have understood and agreed to
the terms associated within them, please close the document and click on the ‘I Agree’ button.
Note: The ‘I Agree’ button is disabled until you open the document and read it.

Note: Please use the close function on the document’s pop-out screen, rather than using the
‘Back’ arrow on your browser, as it would return you to another section of the admission form.
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Section 13: What’s Next?
Once all the sections in the booking form are successfully completed, then the ‘What’s Next?’
section is displayed. A green tick ( ) should be displayed next to the each section on the left-hand
side menu. This is the indication that the form is complete and it is ready to be submitted to the
hospital.
The ‘What’s Next?’ section will then provide you with some information about what will happen
when the booking has been submitted.
If all sections of the form are completed, click once on the ‘Submit’ button in order to send the
information securely to the hospital. You will then receive the below confirmation message and an
email will be sent to your email address. If you haven't received the email within the next few
minutes, please check your spam folder.

Print Booking Form
If you would like a copy of the submitted booking form, then click on the ‘Print Booking Form’ and it
will display your booking form as a PDF document. You can either print or save the PDF document
to your computer.
Home
Clicking on the ‘Home’ button will display the ‘My Bookings’ page.

Managing My Bookings
Clicking on the “Home” button from anywhere in the booking form will display the “My Bookings”
section.
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This section consists of the following subsections:
 Current
 Incomplete
 Previous
Current
This subsection provides a list of submitted bookings for your future admissions. The list is ordered
so that your next admission date appears at the top of the list.
If you see a paper clip icon (
) next to the booking, this indicates the hospital staff have sent you
a document related to your booking. Click on the “View Details” button to view the documents.
View Details
Clicking on the “View Details” button will display the Booking Details section.

From this section, you can do the following:
View Booking Form – If you would like to view your submitted booking form, then please click on
the ‘View Booking Form’ button. The booking form will be displayed in the read-only mode which
means you can just read the form but you can’t edit or modify it.
Print Booking Form – If you would like a PDF copy of your booking, then click on the ‘Print Booking
Form’ button.

My Health
Health Information Specific to your booking
This section contains documents which the hospital might send you specific to your admission such
as a brochure with information about your operation.
Click on the document name to view the details.
General Information
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This section consists of general documents which we advise you to read before your admission.

My Account

This section consists of the following documents:
Estimate of Expenses
This document contains your estimate of hospital expenses for the admission. Please print, sign and
submit this document to the hospital admission team either through the Patient Portal or bring it
on the day of admission.
Note: This document does not include any doctor charges. Please discuss this with your doctor
directly.
Health Fund Eligibility
If your primary payer is the Australian private health insurer, then this document contains details
about your level of cover for your admission.
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Payment Receipts
This document contains copy of the payment receipt for your recent payment.
Make a Payment
This buttons links to the hospital’s secure online payment site where you can pay for your excess as
per the ‘Estimate of Expenses’ document or for the invoice received.

My Documents

In this section, you can send documents electronically to the hospital admission team. In order to
submit a document, please do the following:
1. Click on the ‘Submit Documents’ button which will open the below screen.

2. Click on the ‘Browse’ button and select a document you would like to send to the hospital.
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3. Select the relevant category which describes the content of the document. If you are not
sure which category the document belongs to, please select ‘Other’.
4. If you would like to attach another document, then click on the ‘Add Another’ button and
follow the above steps to attach another document.
5. Once you have attached all the necessary documents then, click on the ‘Submit’ button to
send the document to the hospital admission team.
6. The documents are available under the ‘My Documents’ section and you can click on the
document name to view the details.
Note: You can only send PDF documents and the image files. If you attach any other document
types you will receive an error message.

Incomplete
This section provides a list of partially completed bookings that have been saved for you to finalise
and submit at a later stage.
To resume your incomplete booking, please click on the ‘Edit Booking Form’ button. All the booking
details which you had previously entered are displayed and you can complete the remaining
sections and submit the booking form.

Previous
This section provides a list of submitted bookings for the admissions that have occurred in the past.

Click on the ‘View Details’ button to view the booking details, documents received from the staff
and any documents you have sent to the hospital admission team.
Note: For completed bookings with an admission date in past, you cannot submit any new
documents from here. If you need to send documents for the past bookings, then please contact
the hospital directly.
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‘MESSAGE CENTRE’ SECTION
From this section, you can communicate with the hospital admission team by sending and receiving
messages.
New Message
If you would like to send a new message, then click on the ‘New Message’ button. This will open a
message template which you can fill out and submit by clicking the ‘Send’ button.
Note: If you have selected a booking for the question “Is your query related to an existing
booking”, then the option to select the hospital is disabled.
Inbox
From this section, you can view and reply to the messages received from the hospital admission
team.

New and unread messages are displayed in bold text. If you have read the message then the
message will be displayed in the normal text.
Please click on the message to view the details. If you would like to reply to a message then click on
the ‘Reply’ button, type your message and click on the ‘Send’ button.
Note: Once you have replied to a message, then you cannot reply back from the same message.
You will need to submit a new message.
.
Sent
From this section, you can view all the messages you have sent to the hospital admission team.
Click on the message to read the message details.
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‘MY ACCOUNT’ SECTION
The ‘My Account’ section of the HABS Patient Portal is currently under construction. We will be
adding functionality to this section in the near future.

‘GENERAL INFORMATION’ SECTION
From this section, you can view a hospital’s visitor information such as hospital visiting hours, address,
contact numbers, parking details and other helpful information.
When you click on ‘General Information’, depending upon the hospital you are booking into the respective
hospital information is displayed automatically.
If you would like to view details of the other UCH hospital, simply click on the hospital logo to the left in
order to view the visitor information for that facility.
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