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Uploading an Event Summary
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Whilst all care has been taken in preparing this document, this information is a guide only and subject to change without notice.
Disclaimer: While the Australian Government has contributed funding support for this website the information contained within it does not 
necessarily represent the views or policies of the Australian Government and has not been endorsed by the Australian Government.

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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Useful Links:
Further information about event summaries
How and when to view a My Health Record
Upcoming training opportunities, events and webinars
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STEP 1:
Once you have opened the
patient’s local medical record and
entered the clinical
information/notes for the
consultation, select the My
Health Record tab to gain access
to the patient’s My Health
Record.
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STEP 2:
In the My Health Record View
tab, select Create Clinical
Document (bottom-left corner).
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STEP 3:
In the e-Health tab, double-click
on CDA Event Summary or
highlight it and select OK.
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STEP 4:

Select Import Progress Notes to
populate the Clinical Synopsis box.
The Synopsis can also be
entered/edited manually.

Tick/untick the items to include/not
include in the Event Summary, then
select the Send to My Health
Record icon (top-left corner).

By clicking on the More buttons you
can also import information already
saved in the patient’s local medical
record.
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STEP5:

Review the Event Summary to verify
it has populated correctly, then
select Send (bottom-right corner).

STEP 6:
A pop-up will appear confirming the
Event Summary has been
successfully uploaded. Select OK.

The Event Summary will also save to
the patient’s local medical record in
the Letters tab. There will also be a
new entry in the Progress tab.
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