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Introduction

What is My HealtheVet?

My HealtheVet is the gateway to Veteran health benefits and services. It
provides access to trusted health information, links to Federal and Veterans
Affairs (VA) benefits and resources, the Personal Health Journal, online VA
prescription refill, and Secure Messaging. In the future, My HealtheVet
registrants will be able to view co-pay balances and key portions of their VA
medical records online. My HealtheVet is a powerful tool to help Veterans
better understand and manage their health.

Using My HealtheVet Documentation

Related Manuals
My HealtheVet User Manual

The Organization of this Manual

This manual is organized in the way most people will use My HealtheVet Secure
Messaging. It begins with how to log into Secure Messaging and then how to use
the various features.

We hope this organization will help Veterans understand the basic layout of My
HealtheVet Secure Messaging and provide them with information about the
specific features they may use to communicate with their participating VA health
care teams.
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Getting Started with My HealtheVet Secure

Messaging

To participate in My HealtheVet Secure Messaging, Veterans must register on My
HealtheVet as “VA patients” and must complete the In-Person Authentication (IPA)
process at their local VA facilities.

In-Person Authentication (IPA) is a process by which the VA verifies Veterans' identities
before allowing access to their personal VA health information. VA patients must

have a My HealtheVet account, present a government-issued photo identification

(Veteran Identification Card or VIC card can be used to meet this requirement), view the

My HealtheVet Orientation video, and complete and sign VA’s Release of Information Form
#10-5345a-MHV. Many VA facilities conduct In-Person Authentication (IPA) at
registration, during regular clinic visits or by request.

Secure Messaging is a communication channel for patients and VA Health Care Teams,
allowing them to collaborate and build a partnership in order to improve patient health
outcomes. Secure Messaging should be only used for non-urgent, non-critical
communication.

Login to My HealtheVet Secure Messaging

To access My HealtheVet Secure Messaging, go to www.myhealth.va.gov,
login to your personal account (Member Login box on right side of the
screen), and click the “SECURE MESSAGING” tab (see red box below).
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http://www.myhealth.va.gov/

Click the orange “Open Secure Messaging” button to begin to use Secure
Messaging (see red arrow below).

Uniren Stares 7
DEPARTMENT OF VETERANS AFFAIRS ‘

VA Home o N e *r’l > ™ -
healthevet Nutrition Month [ -~

WA Facility Locator | About MHV | Help | FAQs | Contact MHY | Search: |

HOME | PERSONAL INFORMATION | PHARMACY | RESEARCHHEALTH | GET CARE | TRACKHEALTH | MHY COMMUNITY [RZRIiSSEr ]

; 2 Member Logout
Secure Messaging Logged On As: MHYSM

Secure Messaging can be used to request an appointment at your VA facility, refill a va R
prescription, request an address change, or ask your primary care team questions. If your clinic is Secure Messaging
not currently participating in Secure Messaging, please be patient. It will take some time to install

this feature at every clinic nationwide.

Please note: Secure Messaging is offered through primary care providers. You should continue to
follow your normal methods to contact other clinics. \

Opt In to My HealtheVet Secure Messaging

When you open Secure Messaging for the first time you will be presented with the Terms
and Conditions for using My HealtheVet Secure Messaging.

Read the Terms and Conditions and accept by clicking the radio button next
to “I have read the Terms and Conditions and would like to Opt In.” (see red
arrow below). Then click the “Submit” button to open a Secure Messaging
account (see red box below).

Secure Messaging \MQ h\

If you agree to the following Terms and Conditions, please select "Opt In" to enter Secure Messaging

Terms and Conditions -~

Opt-In (Open a Secure Messaging Account)

Secure Messaging is to be used only for non-urgent, non-life threatening
communication. If you have an urgent or life threatening issue, call 911
or go to the nearest emergency Loom.

[Your decision to use Secure Messaging is voluntary and does not affect your
ability to contact your facility directly to speak with your health care
provider. Secure Messages may be screened by administrative staff before
[being forwarded to a health care provider.

To participate in Secure Messaging, you must be a VA patient with an active
My HealtheVet account who has completed the In-Person Authentication (IPA)

process. If you close your My HealtheVet account or lose your IPA status,

[you will no longer be able to access Secure Messaging.

\ =
@ | have read the Terms and Conditions and would like to Opt In

€ QOpt Out m m
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Navigating Secure Messaging Inbox

Secure Messaging opens to your Inbox. From the Inbox you can do several things:

1. You can create a new message by clicking the “New Message” button on the left
side of the screen.

2. 'You can open your Inbox, Drafts, Sent and Deleted folders for your Secure
Messaging account. Under the “New Message” button, click the link for the
desired folder. Secure Messaging will open the folder you selected. * Notice the
number in parenthesis next to the links; this number tells you how many messages
are currently in this folder.

3. You can create your own folders within your Secure Messaging account. Under
“My Folders” click the add new folder link and create a name for your folder.
Later, if you want to make changes to a folder you have created (for example
rename the folder), click the edit link next to “My Folders” and then make the
desired changes.

My HealtheV You are logged in as: MHVSM

o~ )
Secure Messagin /‘ / < ‘
ging \ el
4 5 Help @ | Contact Us | Preferences
I'm Delete Selected  MVERE T L s K
2 Drafts  [0] e . o i -
] nt_clinician, SM Draft secure message 2 06/04/2008 08:21 AM

Sent

Deleted

The Inbox contains all new messages that you have received. For each message listed
you will know:

e who the message is From
o the Subject of the message
¢ the Date and time of the message

You have the ability to select certain messages — click on the box © next to the message
in the “From” column — and then you can:

4. Delete the selected messages by clicking the “Delete Selected” button.

5. Move the selected messages to a folder within your Secure Messaging account by
clicking the drop-down arrow ¥ next to “Move Selected to...” to select from a
list where you want to move the message (Drafts, Sent, Deleted or My Folders)
and then click the “Move” button.
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Open Messages from the Inbox

To open a message in your Inbox, click on the message link under the “Subject”
column (see red arrow below).

My Healthe Vet

You are logged in as: MHVSM

Secure Messaging

Inbox (1) CEECECEE I | Move Selected o ... v | [EEIE
-
Drafts  [0] 4 subject
Sent [ mt_clinician, SM Draft secure message 2 06/04/2008 08:21 AM
Deleted

My Folders 2dit
add new folder
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Message Management

My HealtheVet Secure Messaging allows you to communicate with your participating
VA Health Care Team in a secure environment within the My HealtheVet portal. You
have the ability to send and receive messages from your Health Care Team, as well as
manage and maintain your messages within your Secure Messaging account.

Create a New Message and Send

Create a new message by clicking on the “New Message” button in your
Inbox (see red arrow below).

You are logged in as: MHVSM

Secure Messaging \/‘/A.,;\i h

Help €@ | Contact Us | Preferences

ew Message mill 1] eTo)7¢
m Delete Selected Move Selectedto... v/ [[EEH Messages 1 of 1 Next | Last
Drafts (0] % 'subj - Dat S
Sent [ mt_clinician, SM Draft secure message 2 06/0472008 08:21 AM
Deleted
add new folder

To create a new message, fill in the appropriate information:

1. Select the recipient of the message by clicking the drop-down arrow '+ for “To:”
— only your participating VA Health Care Team will appear in the list.

2. Type in the subject of your message in the “Subject:” field and then type your
message in the “Compose Message” box... or...

3. You can use a predefined message format by clicking the drop-down arrow
next to “Use a Predefined Message?” option. Select the message format from the
list and click the “Apply” button. A message template will appear in the
“Compose Message” field, and a message subject will appear in the “Subject”
field.
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My Hea’tn-E_VEt YOu are logged in as
Secure Messaging \)mﬁ\ Y

Help @ | Contact Us | Preferences
New Message
™™™

From: SMOKEPATIENT, MHVSM Attention
Inbox  (88)
This messaging system should be only used

Drafts  [0] To: far non-urgent, non-critical 3
=== communication! Please direct any urgent

X | | or critical concerns to yaur provider's office
Sent Subject: | I 2 via telephone or in-person
Deleted Compose Message: I Use a Predefined Message? Apply
My Folders edi I
test folder

add new folder

The following is a list of available predefined messages:
e Administrative Question

e Appointment Request
e Change of Address Request
e Health Information Question

e Lab or Test Results Question
e Medication Prescription Question

If you use a predefined message you will need to read the message that appears in the
“Compose Message” box and complete the details of the message (see red box below).

s X
MY Hea’th_E_VEt You are logged in as: MHVSM

Secure Messaging 4 &wa o

Help @ | Contact Us | Preferences

New Message

From: SMOKEPATIENT, MHVSM Attention
Inbox (88] This messa
ging system should be only used
Drafts [0] To: _Daym” 3 4 for nen-urgent, non-critical

communication! Please direct any urgent

Sent o " or critical concerns ta your provider's office
=ent Subject: |S|:hedu\e Foutine Appointmant iz tlelephone or in-persan
Deleted Compose Message: Use a Predefined Message? | Appointment Request ~ | el
- Please note that we need 3 business days to respond to secure messaging A
My Folders edit
test folder [ ]I received a recall letter/post card/phone call to schedule a follow up
appointment |
add new folder
[ ]I amdus for an appointment
[ ] Other (please enter information here ineluding nswe and location of clinic
Please let us know if you would prefer a morning or afternoon appointment. v=

4. When you have completed the message, click the “Send” button (see red arrow
above).
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Read Messages

After clicking on a message to view (click on the link in the Subject column), you can
read the entire message. Also included with the message are previous messages within
the message thread (see red box below).

You are logged in as: MHYSM

Secure Messaging \M;j‘\l ij

Help € | Contact Us | Preferences

Move Selected to .. v

New Message

Sent: 05/16/2009 10:31 AM 4= Previous Message | Next Message =
Inbox  (87] From: SMOKECLINICIAN, MHVEM
Drafts ~ [0] To: SMOKEPATIENT, MHVSM
Sert Mes_sage ID#: 4935
Subject: Schedule Routing Appointrient
Deleted

Your follow up appointment has been scheduled for;

iyiRolders {date and time)

test folder

MName of Clinic
add new folder

Name of Provider

Hospital or Clinic Address

Flease respond to this email if vou need to change this appointment

We need to receive your message at least three business days before your
appointrment.

If it is less than three business days until the appaintment, please call
the following number to cancel or reschedule this appointment:

Previous Messages in Thread

------0riginal Meszage-
Sent 05/15/2009 10:28
From: SMOKEPATIENT, MHYSM

To: Daylon 3

Subject: Schedule Routine Appointment

Please note that we need 3 business days to respond to secure messaging

[ ]I received a recall Ietter/post card/phone call to schedule 2 follow up
appointment

[ 11 am due for an appaintment
[ ] Other (please enter information here INcluding name and I0cation of clinic

PIEASE [EL US KNOW If you would prefer a moming or aternoon appointment
If possible, we will try to give you the time you would prefer

[ ] Morning (between 8 am and noon)
[ | Afternoon (between 1 pm and 4 pm)
[ ] Mo preference any time between & am and 4 pm is Ok

Please indicate the day(s) of the week you wold like for your appointment.
If possible, we will try to give you the day you would prefer

[ ] Monday [ ] Tuesday [ | Wednesday [ ] Thursday [ ] Friday
[ | Mo preference any day is Ok

Reason(s) for appointment
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Delete and Close Messages

After reading a message you can choose to delete or close the message.

e To delete a message, click the “Delete Message” button. Secure Messaging will
move the message to the Deleted folder located under the “New Message” button
on the left side of the screen.

e To close a message, click the “Close” button on the right side of the screen.
Secure Messaging will close the open message (it will remain in your Inbox).

You are logged In as: MHYSM

B

Help @ | Contact Us | Preferel
SN | bove Selectedto . v | MEEE

05/15/2009 10:31 AM 4= Previous Message | Next Message =
SMOKECLINICIAN, MHYSM

Secure Messaging

Inbox (87)

Delete Message

Drafts  [0] SMOKEPATIENT, MHVSM
Sent Mes.sage ID#: 4335

Subject: Schedule Routing Appaintment:
Deleted

“Your follow up appointment has been scheduled for
My Folders cdit
y (date and time)
test folder

Name of Clinic
add new folder
Name of Provider
Hospital ar Clinic Address
Please respand to this email if you need to change this appointment.
We need to recelve your message at least three business days before your
appaintment.

If it is less than three business days until the appointment, please call
the Tollowing NUMBEr t cancel or reschedule this appointment:
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Reply to Messages

After reading a message, click the “Reply” button (see red arrow below).

My Hea’tn_e_ver *You are logged in as: MHYSM

Help @ | Contact Us | Preferences

New Message

Sent: 0552008 10:31 AM = Previous Message | Next Wessage =
Inbox_ 87) From: SMOKECLINICIAN, MHVSM
Drafts ~ [0] To: SMOKEPATIENT, MHVSM
Sert Mes.sage ID#: 4935
Subject: Schedule Routing Appointment
Deleted

Your follow up appnmtment has been scheduled for:
My Folders 2ot

(date and time)
test folder

Mamme of Clinic
adtd new folder

Mame of Provider

Hospital or Clinic Address

Please respond to this email if you need to change this appointrment.

We need to recelve your message at least three business days hefore your
appointment

IT it s 1255 than three business days until the appaintment, please call
the following number to cancel or reschedule this appointment:

Send a Message

After typing a response in the “Compose Reply” box, click the “Send” button
(see red arrow below).

M}’HEEIIHE'I"&: o ang Ingoed in &3 MHVSM
Secure Messaging \m E'. .

Help @ | Contact Us | Preterences
s

J

B (#7) From: SMOKEPATIENT, MHVSM

[LELEES To: SMOKECUMNICIAN, MHVSM (Dayton

Drafts  [0] M s

essage
Senit = 1
Dt WL
Compose Reply: useam ~Select s Meoge For - [

My Folders udi

Iesifolder
il e folder
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Save Messages as Draft

After writing a new message or a response to a message, you can save the message as a
draft.

1. Click the “Save as Draft” button. Secure Messaging will save the message in
the Drafts folder.

My Hea’tn-e-ver ou are logged in s
Secure Messaging 1 \/‘(’%Q E. 1

Help @ | Contact Us | Preferences
2 = :;:
R —
From: SMOKEPATIENT, MHVSM i
Inbox (88) rom it

Cancel M

This messaging system should be only used
—— T 13 noargonk oo
_— communication! Flease direct any urgent
. or critical concerns ta your provider's office

Sent Subject: |S|:hedu\e Routine Appointment via telephone or in-persan,
Deleted Compose Message: Use & Frecefined bessage? Asanven s |

o Please note that we need 3 business days to respond to secure messaging -
My Folders edit
test folder [ 1 I received a recall letter/post card/phone call to schedule a follow up

appointment

add new folder 1

[ ]I andue for an appointment

[ ] Other (please enter information here including name and location of clinic

Please let us know if you would prefer a morning or afterncon appointment.

2. Inorder to retrieve the draft message, click on the Drafts link under the “New
Message” button.
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User Preferences / Settings

My HealtheVet Secure Messaging allows you to set various preferences within your
account.

To access the Preferences section, click the Preferences link (see red arrow
below).

Ve

My Healthe Ve

{
You are logged in as: MHVSM

Secure Messaging \/‘/)’S‘QN
Help @ | Contact Us | Preferences
ew Message [M[1]1eTe)
m Move Selectedto... v/, [N Messages 1 of 1 Next | Last
Dratts  [0] B ibject : .
Sent [C] Int_clinician, SM Draft secure message 2 06/04/2008 08:21 AM

Deleted

New Message Notification

You have the ability to receive an e-mail letting you know when a new message has
arrived in your My HealtheVet Secure Messaging account. The e-mail will be a simple
message that states you have a message waiting in My HealtheVet Secure Messaging.

1. On the Preferences page under “New Message Notification”, type your e-mail
address in the “Email:” field. (If you provided an e-mail address when you
registered with My HealtheVet this field will be filled in with that e-mail
address. You can make changes to the e-mail address if you wish.)

2. Click the drop-down arrow * under “Notify Me:” to select your preference
for when to be notified by My HealtheVet — either with “All messages”
received in your Secure Messaging account or “Once daily”.

3. Click the “Apply” button to save your preferences.

MYHEEMG e You are logged in as: MHVSM

Secure Messaging \/‘/Xﬁﬂ h

NS Preferences

1
Inbox  (87) New Message Notification

0 Receive email notificggjon of the arrival
Drafts 0] of new messages,
Sent Email: 2
Deleted
Notify Me:
= — All messages V.
y it

E
®

Press Button to Opt out of Secure
Messaging.

Opt Out of Secure Messaging
3

4

rarﬂclpaﬂon Status |

VY
test folder
add new folder
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Participation Status

You also have the ability to change your participation status from Opt In to Opt Out.

On the Preferences page, click the “Opt Out of Secure Messaging” button to
change your participation status (see red arrow below).

e
My Healthe Vet You are logged in as: MHVSM

Secure Messaging \w a e
Help @
Preferences

Inbox  (87) New Message Notification Participation Status
Drafts  [0] Receive email notification of the arrival | | Press Button to Opt out of Secure
e of new messages. Messaging.
Sent Email:
Deleted

Notify Me:

All messages v

My Folders edt
test folder

add new folder

16
EES IT National Training & Education Office (NTEO)



Additional Information on Secure Messaging

As with all My HealtheVet pages, if you need additional help with using Secure
Messaging click the Help @ link located next to Contact Us and Preferences (see
red arrow below).

rp—
MyHealm‘e-vet You are logged in as: MHYSM
; . 2 )
Secure Messaging \wn G
Help @ | Contact Us | Preferences

e Inbox
——..,

Inbox 0] Delete Selected _Move Selected to . | 1of1 Next | Last
Drafts  [0] : bject i

Sent ] Int_clinician, SM Draft secure message 2 06/04/2008 08:21 AM
Deleted

My Folders edt
add new folder

Remember: Always log out of your account when you are finished using My
HealtheVet.

To log out of Secure Messaging, click the “Close Secure Messaging X” button
located at the top of the screen (see red arrow below).

MyHealmgvet You are logged in as M —
1 o
n -

Secure Messaging \W

Help @ | Contact Us | Preferences

New Message M [7]eYe)'¢
T ————

Inbox (1) G CLU T | Move Selectedto .. v Messages 1of 1 Next | Last
Drafts  [0] bje
Sent [C]  Int_clinician, SM Draft secure message 2 06/04/2008 08:21 AM
Deleted
My Folders edi
add new folder
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