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Patient Requesting Records Through MyChart 

Patient’s can now request their records from MyChart, our online patient portal. They can also receive 
requested records through the portal as well. This tip sheet outlines the patient’s view and action needed to 
utilize MyChart for release of information (ROI) workflows. 

Try It Out 
1. Patient must sign into MyChart and navigate to the My Record activity section and locate Document 

Center. Searching “Request” will also jump to the Document Center activity. 

 
2. The patient next should select Requested Records to navigate to ROI requests. Clicking anywhere in 

the box will advance to the next step. 

 
3. In the Requested Records activity, patients will see any old request, current request, and also have the 

option to make a new request. To make a new request select the Link. 
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4. The hyperlink will launch the Medical Records Request activity. Patients should complete the form as 

they would complete the paper form. All information gathered here is included in the request message 

sent to Medical Records.  

a. Note: Only primary care offices and hospital locations are listed here. The patient should put in the 

comments if they are requesting an additional location. 

 
5. The patient will need to agree to the terms of use which also includes the authorization information. 

Selecting Submit Request is the final step to initate the request to medical records.  

 


