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STEP 1:  
To add an Advance Care Plan (ACP), 
select the patient local file and then 
click on the ‘My health Record’ menu.  
 

Then select ‘Upload Advance Care 
Planning’.  

 

STEP 1: 
Click ‘Import PDF’ to add a saved copy 
of the patients Advanced Care 
Planning document. 
 

 

 

STEP 2: 

Select the correct PDF containing the 
patient ACP information and then 
click ‘open’. 
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Note: These steps assume that your software is connected to the  

My Health Record system, the patient has a My Health Record and their 
individual healthcare identifier (IHI) has been validated in your system. 

Best Practice 
Fact Sheet  



Uploading Advance Care Plans in My Health Record continued 

Uploading Advance Care Plans in My Health Record 
Updated: August 23 
 

For assistance contact the My Health Record helpline on 
1800 723 471 or email help@digitalhealth.gov.au 

 

STEP 3: 
Once you have filled in the ‘Import 
details’ and ‘Document Author details’, 
click on the ‘Preview’ button. 
 
Review the document and if all 
information is correct select ‘Upload’. 

 

 

STEP 5: 
Once uploaded you will see a dialogue 
box that indicates a successful upload.  
 
You can also see the in the ACP in the 
‘Correspondence In’ section.  
 

 

Removing Advance Cared Plans from MHR 
To remove an Advance Care Planning 
document from a patients’ My Health 
Record, you will need to click on the My 
Health Record Menu and select the ‘My 
uploaded documents’.  
 
Find the ACP that you would like to 
remove, click on it, then press ‘Remove’. 
 
Notes: only the author can remove the 
document from a patients My Health 
Record. 

 

  

Useful links 
• For upcoming training opportunities, visit Events and Webinars: 

https://www.digitalhealth.gov.au/newsroom/events-and-webinars 

 

 

 


