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STEP 1:  
In the patient’s clinical file, 
navigate to Results/Letters 
and Outgoing 
Correspondence. 

 
 

STEP 2:  
When creating a letter, the 
Send Letter to My Health 
Record checkbox will be 
automatically ticked. This can 
be manually unticked if you 
do not want this letter to be 
uploaded to My Health 
Record. 
 
Note: If the patient has 
withdrawn permission to 
upload, and this has been 
updated in the patient 
record, the Send letter to My 
Health Record checkbox will 
be automatically unticked. 

 

  

 Uploading a Specialist Letter 
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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 
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STEP 3:  
Create your letter as usual. 
Once the letter has been 
marked as Ready to Send 
click Print and Send. The 
letter will be automatically 
uploaded to the patient's My 
Health Record. 

 
Note: The text "Ack My 
Health Record" will appear 
for letters that have been 
successfully uploaded to your 
patient's My Health Record. 
 

 
 

To supersede a specialist letter that was previously uploaded: 
 
STEP 1:  
Draft a new letter in the 
patient record as per the 
above steps 1-3. 
 
When the letter is ready to 
send, select the arrow icon 
next to "Print and Send" and 
select Print, Send and 
Replace last letter sent to 
MHR to supersede the last 
letter sent to My Health 
Record.  
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For assistance contact the My Health Record helpline on 
1800 723 471 or email help@digitalhealth.gov.au 

To delete an authored document in My Health Record:  
 
STEP 1:  
In the patient’s clinical file, 
navigate to the Results and 
Letters section, then to 
Outgoing Correspondence 
and locate the letter in the 
Sent list.  
 

 
STEP 2:  
Select the vertical ellipsis 
button and select Remove 
letter from MHR. 
 

 
STEP 3:  
A prompt will appear asking 
to confirm the reason for 
deleting the document from 
My Health Record. Select a 
reason and click Confirm. The 
letter will be removed from 
the patient’s My Health 
Record but will remain in the 
clinical file. 

 
  
 
 

Useful Links 
 For upcoming training opportunities, visit Events and Webinars: 

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

 


