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Automatic Uploading of Specialist Letters 

STEP 1: 

Create your letter as usual. 

The Send to My Health 
Record option will be toggled 
on. Manually turn off this 
option if you do not want the 
letter to be uploaded to My 
Health Record. 

 

STEP 2: 

Click the Sign button to 
finalise your letter and 
automatically upload to My 
Heath Record. 

 

 

 

If your specialist letter contains information about significant allergies, adverse reactions or medicines, 
it is suggested that you also upload an event summary (if available in your software) using coded data 
to ensure this information is reflected in the Medicines View in My Health Record. Alternatively, you 
could ask the referring GP to consider uploading an updated shared health summary to ensure allergy, 
adverse reactions or medicines information is accurate. 

 Uploading a Specialist Letter 

  
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 
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Manually Uploading a Specialist Letter 

STEP 1: 

Access the patient’s My 
Health Record by clicking the 
MHR button. 

 

 
 

STEP 2: 

Click on the Upload Records 
tab 
 
 
 
 

 

 

STEP 3: 

Click on the Specialist Letter 
button, then click on the 
View button, located on the 
right-hand side of the desired 
letter. 

 

 
 

STEP 4: 

Administrative details are 
displayed on the screen. 

Click on the Upload to My 
Health Record button. 

 

 
 

STEP 5: 

A notification is displayed 
indicating the specialist letter 
has been successfully 
submitted for addition to My 
Health Record and the 
record’s status displays 
Submitting. 
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For assistance contact the My Health Record helpline on 
1800 723 471 or email help@digitalhealth.gov.au 

Once the record has been 
successfully uploaded, the 
record’s status displays a 
green tick and the word 
Uploaded. 

 

To delete a letter from My Health Record 

STEP 1: 

Open the patient’s My Health 
Record, then click on the 
Records Uploaded tab. 

 
Click the Actions dropdown 
menu located on the right-
hand side of the record and 
then click Delete. 

 

STEP 2: 

Select a reason for deletion 
from the Reason dropdown 
menu, then click Delete. 

 
STEP 3: 

A notification is displayed 
indicating the letter has been 
successfully deleted and the 
record is removed from the 
Records Uploaded list. 

 

 
 

Useful links: 

 For upcoming training opportunities, visit Events and Webinars: 
https://www.digitalhealth.gov.au/newsroom/events-and-webinars 

 
 


