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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.  systems Menu

‘, Patient Registration
Template

Go to Systems Menu -> Setup Services R Appointment Sedings
& Setup Services
2. This will give you the default list of services, which you can keep

- Appointment Message

Recall Settings
& Repeat Script Settings
button. Phone Appt Settings
Setup Practice Directory

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

® Show Active ) Show Inactive Health Centre VM 06 Millstone Family Practice \ Vlde_o Consultation
= Settings
Setup Online
Service Name Locations Cost (incl GST) Description Terms Edit Practice T&Cs
VM 06 Millstone Family > Pre-Screening Settings
Repeat Prescription Practice, VM06 Nelson Multiple Costs (i ] i} Active i .
Medical Practice > Online Payment Settings
VM 06 Millstone Family
Lab Result enquiry Practice, VMO6 Nelson $0.00 (i ] o Active Merchant AC Setup

Medical Practice ,
VM 06 Millstane Family Repeat Script Fee
Recall enquiry Practice, VMO Nelson $0.00 [i] [i] Active Settings
Medical Practice
VM 06 Millstone Family
Pre-consultation Practice, VMO6 Nelson $0.00 (i ]
Medical Practice
VM 06 Millstone Family
Medical Advice Practice, VM06 Nelson $0.00
Medical Practice
VM 06 Millstone Family
Advise of Changes Practice, VM06 Nelson $0.00
Medical Practice

Active

Active

Active

VM 06 Millstone Family
Test Result Practice, VMO06 Nelson $0.00
Medical Practice
VM 06 Millstone Family
Patient Communication Practice, VM06 Nelson $0.00
Medical Practice
VM 06 Millstone Family
Practice

Active

Active

e e & e @©

Neurologist $0.00 Active

VM 06 Millstone Family

Practice o (=0

Remisdsvire Service $0.00

Records per page: (10 |3 Records: 1 - 10 of 14 - Pages: 112

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:

Compose New Message & Save as Draft < Send Message

Location VM 06 Millstone Family Prac

service Name  Patient Communication v
Role*  --Select-- v
To*  --Select- ~
Subject*  Patient Communication
Attachments

Terms & Conditions | accept the Terms & Conditions for this service

Message Body
B I U XX A4 == |4
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4. To edit the service, click the
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icon for the corresponding service. This

brings up the customisation options for this service.

Health Centre:

Service Category:

Service Name:

Service Code:

Service Initiated by:

Applies to:

Send Request To:

Allow reply from patients:

Description:

Is Chargeable?

Cost § (incl GST):

Terms & Conditons:

Fee Payment Settings:

Secure Messaging

VM 06 Millstone Family Practice v

Practice Communication

Patient Communication Add an Appropriate service name.

Service9 This must be unique for each service.
The messages will be sent to either the clinical MMH
Inbox or the Reception Inbox depending on the service

Iy pe

O Clinical ® Non Clinical

O patient @ staff
Clinical Staff [J Administrative Staff () Reception Staff

The majority of services will apply to patients. If you choose Applies to Staff, Patients will not be able to
send messages of this type

Please specify the role to apply when determining who to send requests for repeat prescriptions or specify
an individual staff mail box.

Location Recipient Role Select Role

VM 06 Millstone Family
Practice

Allow Patient to select Re Allow Patient to select Re v

VMO06 Nelson Medical
Practice

Allow Patient to select Re v Allow Patient to select Re v

If you select Yes patient can reply to messages sent by
the health centre staff

® ves ONo

This description will be displayed to the patient when they use this service.

Use this service to advise your Health Centre of any changes to your contact details

)
® o) Select Yes, if there is a charge to the patient. Enter the
Yes JNo charge for the service below.
0.00 If the charge applies enter the amount above. This charge

will be displayed to the patient at the time of request.
Please enter the Terms & Conditions you would like to display to the patient.

We cannot guarantee when we will receive these messages. You will be replied to once
we have received your communication

® Ppay at Health Centre Only

5. Once you have completed the settings that are best suited to your practice, click ‘Save’.



Filing and Replying to a Secure Message
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1. Open your message, and click ‘File & Reply’ at the bottom of the screen

MANAGE

MY

HEALTH

ManageMyHealth™

Patient has sent Secure Email

Date Sent: 25 Mar 2014 02:45 pm

From: Mr'WWilson Abbot NHI: Mot Specified

To: Dr Percival Chapman

Service Name: Advise of Changes

Subject: Advise of Changes

Attachments: (O |

View Attachments Online |

Message: | have changed my cell phone number please update your records

I File & Reply

File || 0K || Cancel |

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

send to the patient.

Mrs. WILSON, ABBOT {Wilson) 777 vrs D0OB:08 Sep 1996

H: 09870987 Q
W, 09870987

TowiLson apgoT @
Sewice Type Advise of Changes
Subject Re:Advise of Changes
Attachments

Message Body
BIUZXx A& =

Show Summary (Front Page)
Wiew Patient Summary

Attach Files

We have updated your record

R R R R DERI YR R R
From:WILSON ABBOT

Sent:28/03/2014 2:45:41 p.m

To:Dr Percival Chapman

Subject:&dvise of Changes

[ have changed my cell phone number plasse update your records
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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:

= T g e @i g o [Emnee feeii |
B &
iy Unread Records Only @ Mark 2 Unpead B Cinical Stams = W8 New Screening Show Clinical Record Status ~ 0of0
Open | Filler Detatt Print » Aeire Ao | Rl
Fiter  This Classification Only. 4 MarkAll 3sRead  patient & Select Ciassification... | W Forward Preview
et | Fiter | = Section | Others | Recont Count
.mx Mary (28.1) A3-R » A
Market Place , Viaduct , AUCKLAND, 093581123, 093581123 011an1970  46yrs  Female as0 °
Patient Record ] Provcer oo |
& Consulizion Inbox |
S Medication, N = N
To f Stat  Result Dabe Tmported Dabe  Pationt: Subject. Chasmificatian Folder  From Comments  Provider  Attmrtion
F -

2. From the patient manager:

CiricalTegiste | Histey | Appciments | Inewriseion | Cotants | Potert Teswastions | Al Hokds Accourt | Paient Taks | Fom
DoRecerd | Medcatons | Clshcsions | Medcd Warings | FrnkPage | Recak | Seeeing | Acciderts | Out o | Inboe

FER =

| 28 Mas 2014 (Friday) SFE Y
" 2-Baciaen ) O5mafimini- 1 vies, Once Daily Feb
L

haH Email - Fie:Pre-consuitation

3. From the provider inbox:

sREam [=]
{Inbox || ManageMyHealth (32) |
Tck|Date | Patient [Subject =
[~ 20Apr1395  RITCHIE Paul Cukure
™ 27Sep19395  Ancrymous Jane Sputurm
[~ 10 Dec 1996 DAVIDSON Bruce Microbiology
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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

Vijay C (VIJC)

Details s Provider Provider Provider/ACC Forms  Logo  Clinical Income  Accounts  Widget || ManageMymeai | « »
Name & Address

Code:
Internal Name:
Street:
Suburb:

City:

Post Code:

Residence:

Spouses Name:

Contacts Provider Type & Role

Home Phone - Provider Type: | General Practitioner (GF) -
Work Phone - Select Role: Service Provider (PR} -
Mobile Phone -
Email -

Employment Dates

Date Appoint: 13/08/2015 - Date Left: -

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

Vijay C (VIJC)
Detsils  Sccess  Provider  Provider Messages  ProviderACC Forms  Logo  Clinical Income  Accounts  Widget | RS
Message Forwarding
startpate | fFinishpate || | Forwara o || D
x
hig
oK [ cancel [ Help 1
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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

Highlight the message that you would like to forward
Click the forward button in the ribbon menu
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Hoe et Aot Chims  Took Ul Reon TR T T —
D v This Clinical Status Only  This Action Status Only . PrintAll () Markaas Read X Delete {6 MMH Compose Email | Prevent Instant Refresh -~
= This Subject Gnly Unread Records Only 19 Mark as Unread & Cinical Status + B New Screening Show Clinical Record Status ot
Open | Fiter Default Print Active Auto | Refrash
Fiter  This Classfication Only ) MarkAllasRead | ptient & Select Clssifcation... | §) Forward 4™ Proviy
Edit ‘ Filter ‘ Print ‘ Tags Selection ‘ Otters o= | Record Count
GEORGE Raymond (14.1) A3-R PRP1660 (e 52
Street, Suburb, AUCKLAND, 52345345, 3454353, 345345345 10Nov1981 34yrs  Male European/PakehaNZ  0.00 P
Provider Inbox « || Provider Ibar | Recepiion Inbox x
12y Provicer Inboxc Inbox | ManagebiyHealth (3 |
Dats Patient Type Details Status Source
17 Feb 2016 Mr Raymond George Request Repeat Prescription MMH - Patient request repeat prescription Received Patient
17 Feb 2016 rge Request Repeat iptic MMH- Patient request repeat prescription Received Patient

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

|
Reason: Dr.Peter Bob (PEOD)

Dr.Mark Zarro (MZ0)
Vijay C (VIIC)
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