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Before you begin 
 

• Make sure you have the latest version of HealthLink SIX messaging system 
(HMS version 6.5.x) installed in your system 
 

• HealthLink SIX messaging system must not be installed on the Genie server 
 

• The HealthLink and HLINK directories described in this guide should be 
shared and all users will need to have full (read/write) permission to it 
 

• The HealthLink and Genie integration has been completed.  
 

• If you are unsure on any of the above, please contact the  HealthLink 
Helpdesk on 1800 125 036 
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Setting up the Genie address book 

Adding New Providers 
Each provider that you wish to send to needs to have an address book entry.  You 
can add providers either manually as a new contact to your local address book or 
download them from the Genie web search. 

Local address book 
 
1. From the address book click on the Plus icon 

 
 

2. Fill in the appropriate details 

 
 

3. Click the Save button. 
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Web Search 
 

4. From the address book click on the Web Search button 

 
 

5. Search for the provider you wish to add 

 
 

6. Select the provider you wish to add and click Import 

 
The providers details will now be downloaded and added to your Address book 
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Adding the HealthLink EDI to the address book entry 

 
7. From the address book search for the provider you want to add EDI details to 

and double click your providers entry 

 
 
 
8. Click the Correspondence tab 
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9. Select HealthLink for the Preferred Method of Communication any type in 
the EDI of the provider in the HealthLink box under CARRIER IDENTIFIERS 

 
 
10. Click Save 
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Creating letters 

Draft creation 
 
1. Click the Letter button 

 
 
2. Search for the provider you wish to send the letter to 

 
 

3. Select the provider and click OK  
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4. Type out the draft of your letter 

 
 
5. In order to save  the draft letter for review click Save 
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Update letter and send 
 

6. To edit the letter after it has been reviewed by the provider click Open > 
Outgoing Letters 

 
  
7. A list of letters will be displayed.  

 
 
8. Double click the letter you wish to edit, and make your changes 

 
9. Once the changes have been completed, put a tick in the Reviewed box 

 
 
10. To send the letter put a tick in the Send via 3rd party box, a selection screen 

will appear. Select the appropriate options and click OK 
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11. Make sure HealthLink is selected in the area indicated below, then click 

Save 

 
 
 

The message has now been created and save for secure sending through 
HealthLink. Your letter will be sent automatically on the next scheduled 
HealthLink connection.   
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Reviewing procedure and best practice 
We recommend all letters created should not be sent immediately, to eliminate errors 
or mistakes. It is good practice to have the typist, assistant or receptionist type out 
the letter, and save it for reviewing by the provider. Only when the provider or 
practice manager has reviewed the notes and either signed off or approved the letter 
should the letter be sent. There are two common review processes; the electronic 
process or the printed process. It is your preference which you choose.  
 
Electronic process: Once the letter is typed, the Flag for Followup box should be 
ticked and the letter saved. 

  
The provider can then go into the newly created electronic letter and review it. Once 
the provider is confidant the letter is complete the letter can then be marked 
reviewed and sent.  
 
Printed process: Once the letter is typed, you can print it out to be reviewed by the 
provider. Printing the letter will automatically put a tick in the Printed box. 

 
The provider will then review the printed copy. Once the provider is confidant the 
letter is complete the letter can then be updated, marked reviewed and sent 
electronically.  
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Keeping track of letters 

Correspondence log 
You can track and monitor the status of letters you have sent to providers from within 
Genie.  
1. Click Open > Correspondence log 

 
Here we can see details such as, date, acknowledgment status, patient and who the 
letter was sent to.  
 
2. Further information can be viewed by double clicking on the letter you wish to 

check 

 
Here you can see additional detail such as, Letter ID and the workstation the letter 
was sent from.  
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Status meanings 
An acknowledgement indicates that the letter you created has been received by the 
recipient provider and imported into their clinical software 
 
Please note this does not mean the provider has viewed the message.  
 
3. If there is a tick in ACK or Delivery Acknowledged this indicates the letter 

has been received by the recipient and acknowledged. 

 
 

 

What to do if there is no acknowledgment 
 

4. If there is no tick in ACK or Delivery Acknowledged, this simply means you 
cannot verify the message has been imported into the clinical software of the 
provider you sent the message to.  
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If there is no acknowledgment within a week, we suggest you call the HealthLink 

Helpdesk on 1800 125 036 
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Australia 

Phone toll free:  1800 125 036 

7.00am – 7.00 pm Monday-Friday 

(AEST) 

 

Email 

 helpdesk@healthlink.net 

 

If there is a communication problem 

Make it our problem 

 

www.healthlink.net 

 


