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Purpose: This feature allows patients and practices to send secure messages to one another. In 

order to read the message, the patient needs to login to their ManageMyHealth 

account. Providers can read their secure messages through their Provider Inbox in the 

PMS. 

 

Setting Up Secure Mail Services 

 

Login to your ManageMyHealth, ensuring you have System Admin access.  

 

1. Go to Systems Menu -> Setup Services  

2. This will give you the default list of services, which you can keep  

Active, or inactivate them and create your own using the ‘Add New’ 

button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. The services which you have active will be an option for the patient to select from, in order to 

categorise the email that they will send to their clinician. Below is an example: 
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4. To edit the service, click the         icon for the corresponding service. This 

brings up the customisation options for this service.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Once you have completed the settings that are best suited to your practice, click ‘Save’. 
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Filing and Replying to a Secure Message 

 

1. Open your message, and click ‘File & Reply’ at the bottom of the screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. This will then bring up your Secure Email Reply message. You can then type in your details to 

send to the patient.  
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Initiating Messages to Patients 

 

This setting allows staff that are registered to MMH to initiate a message to the patient from the PMS. 

There are three ways you can do this: 

 

1. From the toolbar: 

 

 

 

 

 

2. From the patient manager: 

 

 

3. From the provider inbox: 
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Forwarding ManageMyHealth Inbox Messages 

 

You can use this functionality to temporarily redirect all secure mail messages from one Provider to 

another (for example, if a person is going on leave).  

 

1. Go to File -> Options -> Staff -> Staff Members  

2. Select your staff member 

3. Click on the ManageMyHealth tab 

 

 

 

 

 

 

 

 

 

 

 

4. From here you can enter the redirect to staff member, start date, finish date and then click save. 
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Forwarding a Single Message 

 

This allows you to forward a single message from a patient, to a different provider.  

 

1. Open your Provider Inbox 

2. Highlight the message that you would like to forward 

3. Click the forward button in the ribbon menu 

 

 

 

 

 

 

 

4. Select the provider, and enter the reason, click enter 

 

 

 

 

 

 

 

 

 

 

 

 


